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Preparing and Issuing a Co-Insurance Endorsement 

CO-INSURANCE POLICY 

A Co-insurance Endorsement may be issued with a Loan or Owner’s Policy and is issued by all Co-Insurer(s) including 

the Company issuing the policy (this is the Issuing CoIssuing CoIssuing CoIssuing Co----InsurerInsurerInsurerInsurer).  

 

From the Title Insurance Premium/Policy SelectionTitle Insurance Premium/Policy SelectionTitle Insurance Premium/Policy SelectionTitle Insurance Premium/Policy Selection screens, you are required to, 

〉 Report revenue as policy premium 

〉 Report risk as policy coverage amount 

The endorsement product is then added via the EndorsementsEndorsementsEndorsementsEndorsements screen.   

 

Title Users:  Follow these steps to add the policy premium and prepare (and issue, if applicable) the Co-Insurance 

Endorsement. 

 

1. Following your operation’s process, create your Order and enter title policy information  

2. From the Title Insurance Premiums Title Insurance Premiums Title Insurance Premiums Title Insurance Premiums 

screen, enter your applicable, 

a) Coverage amountCoverage amountCoverage amountCoverage amount (your risk 

amount) 

b) Base premiumBase premiumBase premiumBase premium  

3. Verify the InvoiceInvoiceInvoiceInvoice number is selected 

from the drop-down menu to assure the 

premium is included on the Invoice 

 

 

4. Navigate to the EndorsementsEndorsementsEndorsementsEndorsements screen  

5. Verify the Title productTitle productTitle productTitle product 

6. Click the Add Add Add Add 

EndorsementsEndorsementsEndorsementsEndorsements  icon 

7. Search for Co-insurance 

8. Double-click to select the 

appropriate co-insurance 

endorsement for your 

state 

NOTE:  The Co-insurance endorsement must be added to each policy being co-insured, and sent to an invoice. 

The Endorsement must be pushed via invoice to CRRAR when the Charge is $0.00. 

IMPORTANT:  New Mexico and Texas must follow this process to properly report income for the Endorsement.  

However, the actual document must be obtained from Underwriting/Legal Counsel.    

 

NOTE: If Step 3 is not applicable (i.e., 

T&E order); continue to Step 4. 
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9. Verify or enter the endorsement ChargeChargeChargeCharge  

If you are the, 

〉 issuing Title 

Company,    Charge = Charge = Charge = Charge = 

$0$0$0$0 

〉 Co-Insuring 

Company(s), 

depending upon 

filed rates, ChargeChargeChargeCharge = 

filed endorsement 

rate  

10. Verify the InvoiceInvoiceInvoiceInvoice number is 

selected from the drop-down 

menu to assure the premium is 

included on the Invoice 

 

11. With the endorsement highlighted in 

the grid, click the Custom FieldsCustom FieldsCustom FieldsCustom Fields 

more/less bar to expand 

12. To properly preview/print the 

document you must complete: 

a) The Issuing Co-Insurer’s  

i. policy number 

ii. name and address 

iii. amount of insurance 

iv. percentage of liability 

b) At least one Co-Insurer’s 

i. name and address 

ii. policy/file number 

iii. amount of insurance 

iv. percentage of liability 

c) The aggregate amount of 

insurance 
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Distributing the Document 

 

 

 

13. From the OrderOrderOrderOrder ribbon, click the DocumentsDocumentsDocumentsDocuments button 

14. Search for Endorsements 

15. Double-click the All All All All Mgmt Mgmt Mgmt Mgmt 

EndorsementsEndorsementsEndorsementsEndorsements 

    

 

16. Click the PreviewPreviewPreviewPreview button 

 

 

17. Review the document; use hotspots if needed to correct information 

 

18. Distribute as required by the Client and Issuing Title Company (the Jacket is provided by the Issuing Title 

Company) 

19. Navigate to the InvoiceInvoiceInvoiceInvoice 

screen 

20. Verify the co-Insurance 

endorsement is listed 

 

 

 

NOTE: In NC, use All EndorsementsAll EndorsementsAll EndorsementsAll Endorsements 

REMINDER: If in New Mexico or Texas, the actual document must be obtained from Underwriting/Legal Counsel.    
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21. Post revenue as normal  

Once Revenue is posted,  

1. Navigate to the Invoice Invoice Invoice Invoice screen 

2. Highlight the invoice containing the endorsement 

3. From the Invoice StatusInvoice StatusInvoice StatusInvoice Status drop-down, select SentSentSentSent (if not already done when your revenue is posted) 

 

 

 

 

IMPORTANT!  It is required to post the $0.00 Co-insurance Endorsement using the Invoice to ensure 

proper statutory reporting.   

If your Operation uses a Ledger 

Transfer to report revenue, you must 
uncheck the Print to InvoicePrint to InvoicePrint to InvoicePrint to Invoice check box 

of all other charges sent to the invoice 

to avoid duplicate reporting.   

REMINDER:  It is only necessary to change the Invoice Status Status Status Status to SentSentSentSent if the Endorsement is a $0.00 

charge. 


