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Updating the Effective Date

What How to update the effective date for a bound-approved or bound-unapproved
new business submission in PolicyCenter.

Who Agents

When Agents can request effective date changes for new business

submissions that meet the following criteria:
e There is no premium applied to the policy.

o Therisk is in the agency’s book of business.
e The status of the risk is Bound-Approved or Bound-Unapproved.
¢ No claims have been reported on the policy.

¢ The effective date change is being made due to a real estate closing
date change.

o Documentation to support the effective date change is uploaded.

The new effective date can be prior to or after the original requested effective
date, if it is not past today’s date.

Notes:

e The effective date can be changed multiple times within the first 45
days of the original submission date.

e Until the policy is issued, you will see the updated effective date only
on the Issuance transaction. The policy, once issued, will then reflect
the updated effective date.

Additional Documents supporting the new effective date will be required for each
Required effective date change. An updated signed, bound application will not be
Document required.

Important: The required document upload functionality typically found in
transactions will not be present. Agents will be required to upload
documentation supporting the effective date change as a stand-alone
document via the Actions menu.

Continued on next page
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Procedure Follow the steps below to change the effective date on a bound submission:

Step

Action

1

From the Policy Summary screen, open the Issuance
transaction under Transactions in Progress.

Transaction: Compare -2

Period EffDate Trans EffDate o, status Type & Transaction# & Underwriter Comment &

06/05/2026 06/05/2026 Pending Documents Issuance 229 Unassigned

Select Edit Transaction.

Bound & Approved

Edit Transaction Print Options +

Navigate to the Policy Info screen, then change the effective
date.

«- Desktop v Ac t |v Policy |[v Contact |[v Search |v Team  Depopulation |v  PolicyHolder Communication |v  Administration|
SCemzens po
[R 1ssuance (Draft) |
i3 Actions .
Policy Info
Issuance
First Named Insured Change To: [~} Policy Details
palcjTyee Questions Name Accounting Company Citizens
Work Phone Term Number 1
Eligibility Questions
Primary Email Policy Type: oP-3C
Policy Mailing Address Effective Date * 06/05/2026 &
Policy Mailing Address Expiration Date 06/05/2027
Initial Submission Date 05/06/2026
Dwelling Construction County Miami-Dade Original Policy Effective Date 06/05/2026
Risk Analysis Address Date Purchased or Leased 05/31/2013 ]
Q Rl Address Standardization Non-Standard
°
official IDs
FEIN X

Result: The original policy effective date displays, along with
the updated effective date.

Effective Date | 06/15/2026 &
Expiration Date 06,15/2027
Initial Submission Date 05/06,/2026
Original Policy Effective Date 06,05/2026
Date Purchased or Leased 05/31/2013 &

Continued on next page
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Updating the Effective Date, Continued

Procedure, Step Action
Continued 4 Select Premium Estimate.

Result: A confirmation message appears.
5 Select OK to process the effective date change.

Are you sure you want to change the effective date? You cannot undo

this change
Cancel

Result: The effective date is changed in the transaction. The
policy will issue with the updated effective date.

6 Access the Actions menu, then select New Document>Upload
Documents.

Policy ‘V Search ‘

7 Desktop |V Account |V
\*-('CITIZENS PolicyCenter®

Issuance . Z22CC_C
Pending Documents Policy File

F‘l Issuance (Pending Documents) DP-3C PR-M {
Go to...

Account File

Policy Type Questions Create

Policy Contract | New Document L@ Upload documents |

Eligibility Questions New Activity ]

@ Policy Info New Activity to Billing Center

Result: the Upload Documents workspace displays.
7 Drag, paste or select Add Files to upload required documents.

J Upload Documents ‘

&
o Drag Files to Upload
Paste Files Here

| © Information for the Jurrent page: I

Continued on next page
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Updating the Effective Date, Continued

Procedure, Step Action
Continued 8 Enter Description, then select Required Document.
&
: ]
9 Select the documents to be uploaded.

Upload [ Cancel ] [ Add Files l

If you are attaching a Document because you need an action taken on the policy, pld

‘ Name* < Description =

| * B Effective Date Change Effective Date Change

|_
9 Select Upload.

J Upload Documents |

I
6 Drag Files to Upload
Paste Files Here

| Information for the current pagei E]

© Drop additional files anywhere on this worksheet

Upload [ Cancel Add Files

Remove Edit Details

Result: The document is uploaded. The new effective date will
be reflected on the issued policy.

End of procedure
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