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Employee Title

Department

Hire Date

Annual Review Date

Mentor Assigned

Supervisor Name

Training To Be Completed

	SKILLS
	COMPLETE 
BY
	DATE COMPLETED
	NOTES

	Introduction to the Agency and Policies:

	Introduction to other agency personnel and explanation of their duties
	
	
	

	Agency handbook review/job description
	
	
	

	Agency policies and procedures manual review
	
	
	

	E&O basics – introduction to the agency and its policies
	
	
	

	Strategic Planning

	Mission Statement
	
	
	

	Vision Statement
	
	
	

	Values Statement
	
	
	

	Long-Term Strategic Objectives
	
	
	

	Short-Term Goals
	
	
	

	Initial licensure

	Register for licensing class or purchase prep materials
	
	
	

	Assign mentor to assist with the licensing process
	
	
	

	Take and pass the exam
	
	
	

	Apply for producer license
	
	
	

	Maintaining an Insurance License

	Know state CE requirements
	
	
	

	Tracking of CE
	
	
	

	Renewing a license
	
	
	

	MAIA Introduction

	moagent.org tour
	
	
	

	Professional training offerings
	
	
	

	Products & services
	
	
	

	Agency support services
	
	
	

	Duties and responsibilities

	New business development
	
	
	

	Account retention
	
	
	

	Relationships with service position
	
	
	

	Carrier relationships
	
	
	

	Agency Computer Applications

	General applications (Word, Excel, etc.)
	
	
	

	If/how they integrate with carrier system
	
	
	

	Agency management system
	
	
	


	 Meet Insurance Company Representatives for Review (face-to-face or via phone)

	Binding Authority
	
	
	

	Marketing
	
	
	

	Underwriting
	
	
	

	Claims
	
	
	

	Review Brokered Business

	Products
	
	
	

	Wholesaler’s binding authority
	
	
	

	Companies represented
	
	
	

	Marketing
	
	
	

	Underwriting
	
	
	

	Claims
	
	
	

	Assign a Mentor

	Underwriting training
	
	
	

	Rating training
	
	
	

	Company submissions training
	
	
	

	Forms used by the agency review
	
	
	· Survey and risk analysis

· Policy checklists

· Applications

· New business proposals

· Binders

· Certificates of Insurance

· Form letters used to confirm/ advise changes in coverage, etc.

	Coverage – Agency Standards Review

	Coverage forms
	
	
	

	Endorsements
	
	
	

	Limits
	
	
	

	Acceptable risk
	
	
	

	Role of an Agent/Producer

	Duties of agents
	
	
	

	Producer legal compliance
	
	
	

	Ethics
	
	
	

	General Training

	Errors & Omissions
	
	
	

	Documentation
	
	
	

	Do’s and don’ts in the event  an E&O claim is filed
	
	
	

	Additional General Training

	Importance of relationships in the sales transaction
	
	
	

	Sales vs. marketing
	
	
	

	Commercial Lines Coverage Training

	Commercial Auto
	
	
	

	Commercial Property
	
	
	

	CGL
	
	
	

	Businessowners
	
	
	

	Professional Liability
	
	
	

	Commercial Crime
	
	
	

	Employment Practices Liability
	
	
	

	Internet 
(E-Commerce, data breach)
	
	
	

	Employee Benefits
	
	
	

	Personal Lines Coverage Training

	Personal Auto
	
	
	

	Personal Residential
	
	
	

	Umbrella
	
	
	

	Condo/unit owners
	
	
	

	Flood
	
	
	

	Dwelling
	
	
	

	Recreational Vehicles
	
	
	

	Watercraft
	
	
	

	Sales Goal Setting and Monitoring

	Determine type of market to be solicited
	
	
	

	Build a capabilities presentation
	
	
	

	Solicitation plan for new business
	
	
	

	Projected income for written business
	
	
	

	Agency assigns a book of business
	
	
	

	Agency assigns a CSR to producer’s accounts
	
	
	

	Present at agency meetings regarding the current state of accounts
	
	
	

	Producer Agreement(s)
	
	
	


For MAIA training options and partners, visit us at: www.moagent.org/trainingpaths

· This sample Agency Sales Position Training Plan checklist has been prepared for MAIA member agencies to utilize in the drafting of their own Agency Management Training Plan checklist.  While broad, the plan/checklist is not exhaustive, and focuses primarily on the key steps in the entire procedure.  In conjunction with a training course, the plan/checklist is to be used as a guide and an assessment tool by the trainer.  This document is not a legal opinion and should not be relied upon as such.  This document is intended to provide a general background regarding the topic or topics addressed, not to provide legal advice.  Neither the Missouri Association of Insurance Agents nor any of its employees shall be responsible for any errors or omissions regarding any statements made in this document.

Add agency logo and/or specific instructions for employees here.
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