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Neo Guide – Underwriting Approval and ‘Submit for Review’ 
Step By Step Instructions 

 
Speed matters and this guide can help you find the fastest way receive underwriting approval 
and issue a policy. Use these steps to advance a quote to review and work quickly and 
efficiently with your Berkley One underwriter.  
 
Step 1: Clear “Errors” 
Errors appear in Neo with red exclamation marks and occur when an item does not meet 
underwriting guidelines or there are incomplete fields or errors in entry.  
 
Step 2: Complete quote and address ‘Issues’  

Issues appear with an orange warning sign next to them. 

 
Important Notes: 

• Using the example above, there are 4 issues at the quote level. Each of these require 
approval by the Underwriter and would need to be submitted for review. 

• To see and address each issue within the quote, select link next to the warning sign in the 
list of ‘Issues’ to go to the appropriate screen OR use the left side navigation to select the 
issue. 

• Any issue that does not require underwriting approval will have a link next to it, taking you 
to the place in the quote that you can address the issue. 

• If you’ve completed the quote, cleared all warning messages and there are no 
‘Issues’, YOUR QUOTE IS APPROVED. You do not need to contact your underwriter for 
approval on that specific quote. Please go to Step 4 for guidance to issue the 
policy(s). 
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Step 3: ‘Submit for Review’ Function 

The ‘Submit for Review’ function in Neo enables you to request review of a quote through 
Neo versus an email to the underwriter. It also allows the ability for the underwriter to reply 
via Neo instead of by email. 

a) From the Customer Information screen and Customer Policy List screen within a quote select 
the ‘Submit for Review’ button.  
 

 

 
 

b) When you select ‘Submit to Review’, a pop-up box appears providing the opportunity to add 
a note to the request. Provide any questions or information you want to submit to the 
underwriter and select ‘OK’.  
 
Tip: Provide good information in your note to the underwriter to help advance the review:   
1) Assign drivers to losses 
2) Include the unit number for a condo 
3) Provide thorough loss details including cause of loss, where it occurred and any post-loss 

mitigation efforts 
4) Share client details such as occupation and their history with the agency 

 

 
 

c) The underwriter will receive a task in Neo to review the submitted quote(s). Completed 
quotes with pertinent underwriting information will typically be returned by underwriting 
within 24 hours.  
 

d) The underwriter will review the quote, add notes if applicable, and ‘Reply to Review’ in Neo.  
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e) When the underwriter has completed their ‘Reply to Review’ and marked the task as 

complete, you will receive a Neo task with the underwriter’s response. The task you 
receive will have a description of “New Business Reply to review for [Client # - Client 
Name”]. You can then advance the quote. 

 
Step 4: Move to Issuance 
 
Once you have approval of the quote(s), you can move to issuance. Use the ‘Neo Guide – 
Issuing a Policy’ for the steps to bind and issue. 
 
 

Important notes about underwriting approval 

1. The process of ‘Submit for Review’ (agent) and ‘Reply to Review’ (underwriter) is a more 
efficient exchange which occurs in Neo. This process will save you time and advance a 
quote to issuance in the most efficient manner. 

2. If your underwriter approves a quote via email or phone, it will still have to be referred at 
issuance. See Step 4 above. 

3. Setting up Neo Subscriptions will ensure that you receive an email notification as soon as 
the underwriter has approved the policy for issuance. See the Neo Guide – 
Subscriptions, Tasks and Email Notifications for guidance. 

4. State specific underwriting guidelines are available in the Agency Portal.  
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