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Preparing a Proforma Policy 
PROFORMA POLICY 

 Follow these steps to prepare a Proforma policy for any policy.  In our example, we are issuing a Proforma Owner’s 
Policy. 

1. Navigate to the Commitment/Prelim – Schedule A screen 
2. Under Policies to be 

Issued, verify the 
appropriate policies have 
been selected 
 
 
 

3. If necessary, disclose the loan number 
a) Navigate to the Loan Information & 

Funding screen 
b) Enter the Loan number 

 
4. Navigate to Policy – Schedule A screen 
5. In the Policy drop-down, select the appropriate 

policy 
6. In the Policy number field, enter the word 

PROFORMA in front of the policy number 
7. If necessary, enter any additional Schedule A 

information 
8. Navigate to Policy – Schedules B1, B2 screen 
9. In the Policy drop-down, select the 

appropriate policy 

10. Click the Start Policy    icon, select 
Overwrite; click OK  
 
 
 

 
 

11. Mark each exception you DO NOT want to show on the Proforma policy 

a) Double-click the exception 
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Preparing a Proforma Policy 
PROFORMA POLICY 

b) Either renumber OR mark the exception intentionally deleted 

c) Repeat for each exception you want to exclude 

Renumber  

i. Uncheck the Show on 
document check box 

ii. Click the OK button 

 

 

 

 

Maintain Numbering (keep same numbering as Commitment/Prelim) 

i. Insert your Operation’s speed code to bring in the Intentionally Deleted or Omitted text 
 xid or xiid = INTENTIONALLY 

DELETED 
 xio = INTENTIONALLY OMITTED 

 
 
 

 
 
 
 
 
If necessary, you can hide the exception text,   

ii. Highlight the text 
iii. Press the Ctrl + X keyboard shortcut; 

this cuts and copies the text to the 
clipboard 

NOTE: Refer to the Speed 
Codes job aid for your 
operation if you are unsure 
which to use.  
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iv. Place your cursor in 
the Comment field, 
press the Ctrl + V 
keyboard short; the 
omitted text is 
pasted in the 
Comment field 

 
 
 
 
 
 

Text in the Comment field is not shown on documents but can be seen when using the Preview feature when 
viewing exceptions/requirements without having to open the entry. 

 
12. If necessary, add any new exceptions 
13. If necessary, add any endorsements 
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Results on the Policy – Schedule A 

By adding the word ‘Proforma’ to the Policy 
number field, 
 

 The existing countersignature is 
replaced with ‘Proforma’ 

 
 Proforma disclaimer language is added 

to the footer of each page 
 
 
 

 The policy number shows ‘Proforma’ 
 The existing Date of Policy, Amount of 

Insurance, and Premium are replaced 
with ‘Proforma’ 

 
 
 
 
Schedule B 

 
 
 
 
 

Endorsement 

 
 

NOTE: Showing the Amount 
of Insurance appears as a 
document prompt. 


