(Insert name of entity/agency) 




	Policies and Procedures

	General


	Policy
	(Insert name of entity/agency) is committed to follow the ALTA Best Practices.

	Scope
	These policies and procedures are for all of (insert name of entity/agency)’s (hereafter referred to as “The Firm”) locations including all satellite offices. These procedures are to be followed by all employees and independent contractors where applicable.

	Procedures
	General
The Firm will observe and follow all of ALTA’s Best Practices. We are in the process of developing written policies and procedures for all of the Best Practices. 

Each pillar of the Best Practices will be developed separately. Each pillar will be complete by October 31, 2014. The development will follow the following schedule:

Due Date

Pillar

Objective

05/23/14

 

Very basic draft of each pillar 

05/30/14

1

Licensing

05/30/14

3

Clean Desk

06/20/14

3

Mobile devices

06/27/14

6

Professional Liability Insurance

07/11/14

3

Backup of Records

07/25/14

7

Resolving Consumer Complaints

08/01/14

3

IT Electronic Asset Disposition

08/22/14

4

Settlement Process

08/22/14

3

NPI

09/19/14

5

Title Policy Procedures

09/12/14
3

Security Information

10/03/14

3

Privacy and Information Security

10/17/14
2

Escrow Trust Accounts

10/03/14
3

Privacy and Information Security

10/31/14
3

IT Disaster Recovery Plan

Delegation of each pillar for drafting will be complete by May 16, 2014.

This is a work in progress and dates are subject to change.
(Insert title of position i.e. Managing Partner)duties:

1. Assign the pillars for development
2. Review and approve each pillar

(Insert title of position i.e. Office Manager) duties:

1. Follow up on the assigned pillars to maintain schedule
2. Review each pillar prior to (insert title of position i.e. Managing Partner)’s review

3. Notify (insert title of position i.e. Managing Partner) if deadline needs to be altered
(Insert title of position i.e. Employee) duties:

1. Read, understand the assigned pillar

2. Research the pillar requirements

3. Draft a policy and procedure which reflects office functions

4. Draft necessary forms

5. Draft necessary logs

6. Draft Employee Acknowledgement 

7. Ensure there are internal and automatic checks 

8. If the functions of the office need to be changed due to regulations, set a meeting with the (insert title of position i.e. Managing Partner) to discuss

9. Submit draft policy and procedure to (insert title of position i.e. Office Manager) with supporting documentation and forms, logs and Employee Acknowledgment

	
	


	Contact Officer
	(insert title of position i.e. Managing Partner, his/her signature and date)

	Date Approved
	(insert date approved)

	Date of Commencement
	(insert effective date of policy and procedure; date and how it will be announced i.e. staff meeting; and date of training)

	Amendment Dates
	

	Date for Next Review
	(insert date for next review)


(Insert name of entity/agency)
www.Insert web address.com  
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Disclaimer:  
These policies and procedures are samples only and may not be used without customization to accurately reflect the agent’s own policies and procedures.

