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With eSign workflow 

NOTE: Assumes workflow begins and ends in the Agency’s 

management system.  

 

  

  

Create policy doc

Upload policy doc to eSignature 
system

Mark required fields: Signatures, 
dates, initials, etc.

Send doc(s) to customer via eSignature 
tool

Customer eSigns doc(s)

Agency receives notification of signing. 

•Send document to carrier if system is not 
integrated with carrier

Agency routes docs into AMS and 
appropriate document management 
folders (integrated or manual)

Agency completes activity records and 
closes eSign. workflow
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Without eSign workflow 

Create doc

Download from carrier/AMS?

Print docs (staff time, materials)

Mail to client (staff time, postage)

•(1-3 days transit)

Client signs

•(1-3 days turnaround, could be a week)

OR, client signs in office, makes initial 
payment

Paperwork processed (Scan/data 
entry) (Staff time) 

•Data entered into AMS

•Docs may need to be sent to carrier?

Paperwork filed (staff time)

Process complete 

Retention policy - requires another 
touch (staff time)
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ADDENDUM – Detailed step-by-step eSignature workflow with Decision Tree 

Opportunity to automate 

completed workflow from e-

sign services 

Upload Docs/Apps to agency 

eSignature system 

Mark required fields: Signatures, 

dates, initials, etc. 

Send doc(s) to customer via 

eSignature tool 

Customer eSigns document(s). 

Use Alternate 

Carrier Docs, or 

eSign Service? 

Agency manually routes 

docs into document 

management folders 

Send doc(s) to customer via 

eSignature tool 

Customer eSigns document(s). 

Doc(s) saved. Agency/carrier 

notified 

Doc(s) saved.  

Agency notified 

Carrier routes signed docs to 

agency via eDocs 

 Agency manually 

retrieves doc 

Agency completes 

workflow and activities  

Agency AMS automatically 

routes docs, and completes 

workflows and activities from 

eDoc  

Move customer data or docs 

to carrier (manually, from 

rating, via real-time) 

Signed Docs 

electronically routed 

back to agency? 

Yes 
No 
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