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Important Information 
 

A. For more information on our underwriting visit our website at: 
https://amutualinsurance.com/board-documents/. Use the same login for our website as your 
IMT Navigator login.  

B. Always use the Comments Button (shown later in this document) to communicate to your 
Underwriter during the quoting or application process. When using the Comments Button you 
will get a copy of the email sent to our mailbox as well as when we respond. This can be used 
for: 

a. Getting approval on claims and credit. 
b. Requesting approval to quote homes older than 1981 on an HG3, HG5, or Commander. 
c. Requesting Inspections – Please note we require the quote be started before requesting 

an inspection, so we know what we are inspecting. Please provide a contact number. 
d. Requesting approval to submit and bind coverage after the inspection and quote is 

completed. 
C. If you have a general question on underwriting not specific to a quote you are working on, 

billing, or a claim you can send those to info@amutualins.com.  
D. If you wish to speak with someone you can call our offices in Grand Mound (563)847-2000 or 

Wilton (563)732-2072 and they can direct you to someone that can assist. 
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Quoting 
 

E. On the first screen complete all the information except for the Discount and Surcharges (IRPM) 
which will be assigned by an American Mutual (AM) underwriter after credit and loss history has 
been ran.  

F. Click Save and Continue 
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G. On the Reports Tab you need to acknowledge you have provided the customer a Credit 
Authorization and Disclosure either verbally or in writing which can be found on our website at:  
https://amutualinsurance.com/board-documents/  

 

 

 
 
 
 
 
 
 
 
 
 
 
 



5 
 

H. On the Reports Tab you will need to complete the bold information. Please use the address of 
the property we will insure. You will need at least Date of Birth for each applicant. Our credit 
scoring will give the best score of both applicants. Please note your screen will not have the 
ability to override the Rating. This can only be done by an AM underwriter. 
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I. If you get any Violations you will not be able to proceed until it has been approved by an 

AM Underwriter. Please select the Comment Button and send a message to request 
approval. This will generate an email to info@amutualins.com which is monitored by our 
staff. Once it is approved, we will add our approval in Comments, and it will generate 
another email back to you letting you know. If we need more information, we will let you 
know and you can respond using the Comments Button again.  
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Completing & Printing Applications 

J. Once you have completed a quote you are ready to complete an application for the customer to 
sign. On the “Quote” tab Click on the Green + button underneath the deductible option you 
have chosen to start the application process.  
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K. Once you have started the application process you will see several tabs at the top of the page in 
red that require additional information to complete the application. Please note that even 
though the tab is not red, it does not mean that there isn’t additional information needed. For 
example the “Addl. Interest” Tab is not red below but you may have a mortgagee that needs to 
be added to that page. We highly recommend you go through each tab to make sure all of the 
information is complete.   
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L. When you are on a tab that is in red you will see a yellow pencil that will allow you to edit or add 
information to that tab that is required. 
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M. The “Underwriting” tab contains all of the application questions you will need to answer in order 
to complete and print the application for the customer to sign. 
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N. Once you have reached the “Summary” tab you are ready to print the application for the 
customer to sign. American Mutual no longer requires a signed application be sent to us, 
however, when you submit an electronic application you are verifying you have a signed 
application from the customer in the agency file. The red down arrow allows you to print the 
application for signature. 
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Attaching Documents to the Application 

 

O. Before you can submit an application to us you first need to attach all of the necessary 
documents to the application. Please note that American Mutual now requires all documents 
to be attached to the application as opposed to faxing or e-mails us. Examples of documents 
that should be attached to applications include but are not limited to: 

a. Estimators for the dwelling and buildings if you are using something other than E2Value 
in IMT Navigator 

b. Farm Blanket Inventory 
c. Jewelry Appraisals 
d. Endorsements Requiring Signatures such as HG 333 (Other Structures Exclusion), HG 307 

(Restrictive Roofing Limitations) 
 
To attach a document to the application simply click on the paper clip on the “Summary” tab 
which will all you to attach a saved file on your computer. 
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P. The Attachment screen will appear where you will click on “Add Attachment” and then enter a 
“Description” of the document you are attaching such as estimator, jewelry appraisal, etc. Click 
on the “Browse” button which will then allow you to find the document saved to your 
computer. Double click on the document and the Press “Save” to attach it to the application.  
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Sending Questions, Comments & Correspondence on Applications 
 

Q. If you have any questions or need to provide us with instructions or comments, you are able to 
do that on the application as well. This can be done at any time during the application process. 
Once again you must be on the Summary Tab. Click on the Comments Button to the left of the 
Paper Clip.  
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R. Below is a message box that will appear in which you can correspond with us regarding the 
application. All messages will be electronically attached to the file.  
 

 

 

 

 

 

 

 

 

 

 

 

 

  



16 
 

S. An e-mail will be generated and sent to ammutual@gmtel.net similar to the one below. We can 
then click on the link in the e-mail which will take us to the electronic application and respond 
back to the question using the comment button in #11 above, which will generate an e-mail to 
you and post the comments to the application. 
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Submitting Applications Electronically 
 

T. At this point you are ready to submit the application. Again you must be on the “Summary” tab 
in order to submit the application. American Mutual now requires all applications to be 
submitted electronically. Again we want to remind you we no longer require a signed 
application to be sent to us but when you submit the application electronically you are 
verifying you have a signed application from the policyholder in the Agency file. To submit the 
application simply click on the Blue Forward Arrow. ` 
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U. Once you have submitted the application American Mutual will receive an e-mail that the 
application has been submitted similar to the one below. We will then review the application for 
all the required documents and if everything is ok we will submit it for processing and you will 
receive an e-mail notifying you it is completed. 
 

 

 

 

V. That’s it! Thank you for your business!! 
 


