
REPLACEMENT PROCEDURES 

 

1. Close Sale 

 

2. Stop old policies’ drafts: immediately 

 

a. If during business hours: immediately post close while with client call 

the carriers and request a paper bill. Make sure client knows not too 

pay those bills.  

b. If after hours and the draft is within 14 days: schedule a time the 

next business day to 3-way call the old carrier to make the request. 

c. If after hours and draft is 15+ days away: have client sign a draft 

cancellation letter and fax it into the old carrier (3 times to be safe) 

immediately.  

 

d. During call to cancel draft: “If (client) were to decide to surrender 

their policy, do you require a specific form or is a handwritten letter 

sufficient?” 

 

i. If they require a form, ask them to fax/email/mail it.  

 

3. Cancel Old Plan: once new plan has been paid 

a. Whole Life/Universal: Have client sign a cancellation letter or 

surrender form during initial sale. Fax in on new policies effective 

date.  

b. Term Life: Let client know they will get 3 bills in the mail followed by 

a lapse letter. “DO NOT PAY THOSE BILLS.” If they pass away during 

grace period both your new plan and their old term will pay death 

claims.  


