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OVERVIEW 
Philadelphia Insurance Companies (PHLY) is now sending Renewal Solicitations via DocuSign for completion.
 
The Purpose of Renewal Solicitations through DocuSign 
Renewal Solicitations are emails that are sent to our agents through DocuSign in anticipation of an upcoming renewal. 
These emails provide links to digital applications the policyholder will need to remit in order for us to consider offering 
coverage for the upcoming renewal term. The applications and information that are requested depend on the policy-
holder’s operations and product type that are being solicited. 
 
When the DocuSign envelope is initiated: 
The first Renewal Solicitation and creation of the DocuSign envelope will be done via an automated process 85 days 
prior to the expiration date for the selected policies.  
 
If a DocuSign envelope is received by an outdated agency contact, the envelope will need to be reassigned to the 
correct individual within your agency. Do not forward the DocuSign email itself. After accessing the envelope via 
the Review Documents button within the email, select Other Actions>Assign to Someone Else DocuSign.  
 
The correct cover letter template, application(s), and supporting documentation (supplemental addendum, warranty, 
etc.) will be selected from DocuSign and provided to the agency contact within the DocuSign envelope. 

Upon the Policyholder’s completion of the DocuSign envelope: 
Copies will be returned to: Policyholder, Agency, and PHLY 

NEW RENEWAL SOLICITATION PROCESS
•	 Agents will receive an email initiating the Renewal Solicitations via DocuSign for completion.  

- The subject line will include Account Name, Expiring Policy Number, Path ID Number, and Renewal Date.
•	 Once the Renewal Solicitation is received, the agency contact will begin by clicking “Review Documents.”
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•	 The agency contact will be directed to the DocuSign  
envelope contents.

•	 Agency contacts will have two roles within PHLY’s DocuSign  
Renewal Solicitation process: Application Contribution and  
Recipient Assignment

1) Application Contribution
•	 You will have the opportunity to upload documents on behalf 

of the policyholder if you have access to the supporting docu-
mentation.

•	 All text fields are considered “optional” at the agency comple-
tion step. You can complete as much or as little as they’d like.

•	 Any text fields left blank will be a required field for the  policy-
holder to review later. The policyholder will also have the ability 
to update anything the agency contact enters on their behalf.

•	 Once the agency contact has contributed as much as they wish 
to, they’ll select “Finish.”

2) Recipient Assignment
•	 The agency contact will receive a second DocuSign email,  

prompting Recipient/Policyholder assignment.
•	 At this point, you may download a copy of the renewal  

letter, application, and any additional requirements if you  
wish to retain for your records by selecting “View Document.”

•	 Enter in the name and email address for the policyholder  
contact.

•	 The Private Message field is optional. Suggested instructions  
to include are: re-questing the policyholder confirm any  
information you, the agency contact, have completed on  
their behalf is correct and/or alerting the insured to the  
new feature that allows them to assign it back to agency contact 
if you would first like to review their information prior to sub-mit-
ting to PHLY.

•	 Select “Finish” once complete.
•	 Select “Done.” 
•	 DocuSign will advise that the agent is done with this step and 

that you will receive a copy of the completed documents once 
the policyholder has signed.
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DIRECTIONS FOR THE POLICYHOLDER TO  
COMPLETE THE APPLICATION
•	 The policyholder will receive an email from DocuSign to  

complete the documents. To start the process in DocuSign,  

they should select “Review Documents.”

•	 Once the policyholder is redirected to DocuSign, they will  

begin with completing the applications by selecting “Continue.”

•	 The policyholder will be alerted to the fact that the agency con-

tact has contributed to shared fields within the document and 

that those fields will be highlighted to stand out so that they can 

review for accuracy. They’ll select “Continue” to proceed.

•	 If at any point during the policyholder completion phase, the 

individual filling out the forms needs to forward the envelope 

on to another contact within the business for finalization, this 

can be done by selecting “Other Actions” found within the 

blue toolbar and choosing “Assign to Someone Else.” This  

DocuSign feature can also be utilized to send the envelope 

back to the agency.

•	 The Renewal Solicitation will outline what is required for the 

renewal term. Any additional items required (financials,  

statement of values, etc.) will need to be uploaded to  

DocuSign separately via the paperclip icon.
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•	 To begin completing the application process, the policyholder 

should select “Start.”

	 - This will direct the policyholder to the beginning  

	  of the application for completion. The application is 

 	  fillable and should be completed in its entirety.  

	  If one of the text fields doesn’t apply, leave  

	    blank or specify “N/A.”

	 -  If an application is attached but doesn’t apply, leave blank.

•	 Additional items needed for rating can be uploaded via 

the yellow paperclip radio buttons located on the Renewal  

Solicitation letter.

•	 Confirm the supporting documentation is saved to the computer 

and select “Upload a File.”

•	 Once the file is uploaded from the computer select “Done.”

•	 Each application portion begins with the title of the  

application. For the policyholder, the application text fields will 

be identified as follows:

	 - Outlined in blue: Optional

	 - Outlined in red: Required

	 - Solid red: agency contact completed on the  

               policyholder’s behalf (policyholder has ability to  

               change if information is not correct)



Philadelphia Insurance Companies is the marketing name for the insurance company subsidiaries of the Philadelphia Consolidated Holding Corp., a Member of the Tokio Marine Group. 
Coverage(s) described may not be available in all states and are subject to Underwriting and certain coverage(s) may be provided by a surplus lines insurer. Surplus lines insurers do not 
generally participate in state guaranty funds and insureds are therefore not protected by such funds. | © 2024 Philadelphia Consolidating Holding Corp., All Rights Reserved.
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•	 Once the application has been fully completed and signature 

page reached, clicking the “Sign” icon will complete the policy-

holder’s digital signature.

•	 Once the application has been completed and signed and any 

other required documents have been uploaded, select “Finish.”

•	 If there are any missing signatures the policyholder will be direct-

ed to complete them at this point in the process.

•	 A pop up box will follow with a notification that the document 

has been saved to policyholder’s DocuSign account. The policy-

holder will then see a pop up box notifying them that the docu-

ment has been saved to their DocuSign account.

•	 Upon completion it will send a copy to PHLY’s system for under-

writing review. If additional information is needed to proceed 

with underwriting PHLY will reach out directly.


