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P A R T  0 1

The workspace
What Brella OS is for an agency, who can do what, and the three

things you will use every day: Today, the bell and Bird.

How Brella OS is organised

Signing in and roles

Today — the brain of your day

Notifications

Bird, in one page

The two policies this guide follows
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1.1

How Brella OS is organised

Brella OS runs your book from one record per policy. A customer’s application becomes that record;

everything your team adds to it — buildings, limits, underwriting answers, coverage decisions, certificates,

claims, changes — lands on the same record, and every document Brella produces (ACORD 125, 126, 130,

140, the schedule of values, the completed application, certificates on the ACORD 25 and ACORD 28, the

ACORD 3 claim notice, the E&O defence file) is printed from it. You fill a fact in once, and every form that

needs it has it.

GROUP MENU WHAT IT IS FOR

Today Everything that needs a person today, ranked — plus your calendar, intake and

schedule.

Work Leads Everything not yet bound — new, in progress and quoted, and the leads you

recycled or marked dead. Assign them and open them.

Policies Every policy from the moment it is bound — in force, up for renewal or closed.

Surplus lines is a tab here.

Customers Every client in your book, one row each; open one for their customer file —

contacts, every policy line by line, and every open lead (11.2).

Signatures Everything you sent to be signed and where it stands, your templates, and

your own signature (Part 8).

Insight Surfing

Bird

Every policy’s whole life as a tree you can click through, and your whole book —

with Bird to ask “when did this happen?” (Part 10).

Dashboard Where the book stands: premium in force, new leads and binds, renewals, TIV,

the pipeline, intake against bound. Reports (owners only) sit behind a tab.

Agency Team Your roster, roles and status. Licensing is a tab here.

Carriers The direct-bill carriers you are appointed with and the wholesale brokers you

place through, with who to call at each (11.4). Owners and Managers only.

Settings Your account, the agency’s time zone, appearance, what Bird remembers for

the agency, your Bird usage, the letterhead documents print on (and the legal

name the ACORD forms print), and the Claude connector.

Brella OS has two looks, and Settings → Appearance switches between them. Light is warm paper — a

cream page with white cards, near-black type and one accent, terracotta, on the active menu item, the

reference codes, the ticks and the charts; red is kept for something that is wrong or about to be, and a soft
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rose marks a suggestion — a Mirage flag (5.7) — that you may use, dismiss and move on from. Dark is warm

charcoal with a neon accent used as a marker, never a fill. The screens in this guide are in the light look.

Click a group’s heading — Work, Insight, Agency — to fold its items away, and again to bring them back.

Brella remembers what you folded on this computer, and the page you are on stays in view even inside a

folded group. A User’s menu is shorter: Today; Work — My leads, Policies, Customers, Signatures; Insight —

Surfing Bird; and You — My licensing and Settings. The foot of the menu names the release you are on: v5 ·

Surfing Bird.

An Owner’s menu, open on Team — Agency holds Team,
Carriers and Settings.

A User’s menu: their own work, Surfing Bird, and You.

TIP Every dialog holds one size while you work in it — switching a tab, filtering a list or typing

never makes it grow or shrink, and nothing moves under your cursor. Long lists scroll

inside the dialog, and a problem (“Could not send…”) appears at the bottom beside the

buttons rather than pushing the form down. While something loads, its place is held at its

full size and a small turning mark, with a few words beside it, says what is in hand — it

holds still if your computer is set to reduce motion, and a quick load simply appears.

1.2

Signing in, and who can do what

Sign in at your workspace address ( brellapartners.com/os/<your-agency> ) with your email and

password, Google, Microsoft, or a code emailed to you. Nobody can sign up on their own: people join by

invitation from Team.
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The sign-in screen.

ROLE SEES CAN

Owner The whole book Everything, including team, reports, billing-level settings, removing

people

Manager The whole book Work any policy, assign leads, manage licensing, surplus lines and

carriers; read the team

User Only leads and policies

assigned to them

Add leads (they are assigned to them) and send clients the

onboarding link; work their policies; set reminders; use Bird on

what they can see

WHY IT WORKS

THIS WAY

Access is re-checked on every request. Suspend or remove someone on Team and they

lose access on their next click — including anything they connected to Claude.

1.3

Today

Today is where the day starts. It collects every item across the book that needs a person — renewals in

their window, certificates without the endorsement behind them, claims gone quiet, unanswered

questions, licences at risk, surplus lines obligations with no deadline — and ranks them. Nothing on Today is

invented: each item comes from a rule the rest of the product already uses.
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HighFair’s Today: 56 things need a person, 28 overdue.

The work (below the fold) is one ranked table with tabs, search and five rows a page. The first row is the

first thing to do. Point at a row and the bird appears on it: hand that task to Bird in one click. Under each

row’s title is just the company it concerns — the reference is inside. A pile slides open to its rows, each

one under the other with no line down the side, and the marker under the tabs slides to the one you

pick.

Tick a reminder — in the table or in the schedule — and the box checks and the title is struck through; a

moment later it is marked done and folds out of the list, and the next one moves up. Should Brella fail to

save it, it comes back unticked.

A lead you recycled comes back on the day you chose to try again, as Re-approach, with Reopen on

the row (5.3).

1

2 3 4

5 6

7

8

The headline: how much needs you, and how much is

late

1

Needs you — split by how urgent2

Your reminders due today3

Renewals by runway: ≤30, 31–60, 61–90 days4

Intake: leads in vs. leads worked5

Calendar — expand for month/week views6

“Use the Bird” — or ⌘J7

New reminder8
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Every document out for signature is on Today as an upcoming task — “Out for signature — …” with the

document’s title, due on the day its next automatic reminder goes, with Remind now. After five quiet

days it becomes “Waiting on Maya Okafor — …” and needs you; after fourteen it is late. A signer who

declined, a link that expires within three days or ran out unsigned, and a draft left unsent for two days

are there too (8.5).

Records to complete is kept apart from the headline: a coverage nobody documented or a GL decision

nobody made is true every day, so it is shown, but not counted as today’s work.

Renewal bands are 90 / 60 / 30 days — working a renewal at 90–120 days out is the standard; first

appearing at 30 is how books are lost.

Rows give dates in words — a renewal reads “Term ends Nov 1, 2027”.

A User sees only what is assigned to them; Owners and Managers see the agency.

The calendar always shows six weeks, so it is the same size every month. Its expand button opens the

full calendar — month and week views, the day you pick and its agenda, and Add a reminder for that day.

The full calendar holds one size whatever month, view or day you are on: a busy day shows two items

and “+N more”, and the day’s list and the reminder form scroll on their own.

1.4

Notifications

The bell rings for three kinds of event: Leads (a new submission, an assignment), Quotes (a stage move, a

change request, a claim) and Messages (a customer wrote, answered your questions or uploaded

something). It is polled every 30 seconds and pauses when the tab is hidden. A new lead is also emailed to

every active Owner and Manager — whoever added it themselves is left out — with a button that opens it.
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The bell after Maya’s evening in the portal: a change request, a loss report, a

message, answered questions and three uploads — each a link to where it
happened.

1.5

Bird, in one page

Bird is the agent built into Brella OS. It is not a chatbot that points you at screens: you give it a task —

“record GL on BRL-TCV5MD”, “fill in the new location from the public record”, “issue the certificate to the

landlord” — and it does the work using the same actions you would, under your login, and tells you what it

changed.

KIND OF ACTION WHAT BIRD DOES

Reading Runs on its own — look up a policy, a document, the book.
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KIND OF ACTION WHAT BIRD DOES

Writing to the record Runs on its own — fill fields, add a location, record GL, set a reminder. Everything it changed

is listed under What changed, with a link. What it may write is the record’s rule, not Bird’s: an

answer the buildings’ own records contradict (a roof “updated in the last 20 years” on

buildings last roofed in 1987), a code its sources only call likely, or a figure nobody gave it is

not written — Bird asks you, once, with what the record says, and writes what you choose.

On a policy that is bound or in force, a change to what it insures — a limit on a line sold, or a

line taken off, among them — goes to the carrier first: Bird drafts the change request (7.3),

and the record stays as it is until the carrier endorses it — then Apply to the policy on the

request writes it, from the tab or from the chat. A correction of a figure that was simply

wrong goes straight onto the record only when you said so in your last message or two —

“that’s a typo” said an hour ago does not unlock a change you ask for now. Bird says where a

write went: recording a coverage as purchased on the Coverages record does not put it on

the policy, and Bird says so and offers to record the line.

Anything a customer

sees, anything a

certificate asserts,

anything that cannot be

undone — and who can

see a policy, and what Bird

remembers for everyone

Stops and shows a Needs your go-ahead card — one per action. The card says who it

reaches, read from the record — To the policyholder, their e-mail and the business with its

reference — and, under the title, anything to check first (“There is no e-mail on file…”).

Nothing happens until you press Confirm; after the last card Bird carries on with the task.

Typing a reply instead declines every card still waiting.

A decision only you can

make

Asks, with the options as buttons and its recommendation first. Which policy? comes with

a search box — type part of a name, a BRL number, an email or a phone number and pick from

the matches. A count or an amount gets a number box. For a value the workspace has a list

for — GL limits, a deductible, a construction type, a state — the card offers the same

dropdowns the policy tabs use, already set to Bird’s suggestion; anything to type gets its

own box — a year, an amount, a date, an address — so several values arrive as one card,

never as a question after a question. Change any and press send, or just type the answer in

a sentence (“1M / 2M, products excluded”) and Bird reads it. Bird never asks what the record

already holds: a question about an address offers the policy’s own addresses as one tap,

and a form comes filled with what the record knows.
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Bird asks for the GL limits with the Liability tab’s own lists, preselected — pick, or

say it in a sentence.

Bird works quietly and writes the way you would: you see each step tick by and a short brief at the end —

what changed, on which record — not a running commentary; names, stages and dates in words, never

internal ids, field names or how its tools work. Its own slips — naming a record that is not there — go back to

Bird to put right and never appear as a step; a step shows as failed only when something really did fail, such

as an action you confirmed that could not be done. When there is an obvious next step it offers to do it, and

once you say go it keeps going until something needs your answer or your go-ahead. It reads a single

building or location on its own, so even a schedule of hundreds of locations stays in reach. A change that

would remove rows from a list (hazards, payroll classes) runs only when you asked for the removal;

underwriting answers are changed one question at a time, never rewritten as a whole list.

You reach Bird four ways: the Use the Bird button on Today (or ⌘J anywhere), the bird bubble at the

bottom right of every other page — which knows which policy you are looking at — the bird that appears on

a row of Today’s work when you point at it, and the bar at the bottom of a policy in Surfing Bird, which

answers by showing you the step (Part 10). Everything Bird does is recorded on the policy as “<your name>

via Bird”; what a customer, a lender or a document reads carries your name alone. Conversations are private

to you and kept until you delete them — search them from the list on the left, open an old one to carry on,

delete one with its bin, or clear them all with Delete all, quiet at the end of the list. What Bird did is also on

the policy’s log.

The Bird page opens on What shall we finish, <your name>? with a search box under it — Search a client,

email, phone, entity or BRL… — that finds a lead, a policy or a client account in your book as you type; click

one (or ↑ ↓ and Enter) and Bird works on it: a line under the search reads Bird works on Ellsworth Storage

Partners LLC · BRL-22F8K6 · Policy, with × to stop, and the cursor waits in the message box for the task.

Nothing opens — the policy stays one click away in your book. Under the search, From today offers today’s

work as tasks; click its heading to fold them away, and Brella remembers that on this computer. At the top

left, Back returns you to where you came from — “Back to Juniper & Rye Kitchen LLC” when you opened Bird

BRELLA OS · AGENCY GUIDE 12



from a record, Back to today otherwise. At the bottom left of your chats, the panel button folds them to a

slim strip — Back and New task stay on it — and opens them again; Delete all sits beside it. What changed,

on the right, folds the same way with the button at its top right: folded, it is a slim strip with a count of the

changes Bird made in the open chat. Brella remembers both on this computer.

The Bird page: Back to today at the top left; your chats —

search, grouped by date — with the fold button and Delete all

at their foot; under the heading the book search and today’s

work; What changed on the right.

A finished task, found with Search chats and reopened, with

What changed on the right.
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The book search: “Raman” finds two leads and their client

account, Raman Family Holdings.
A pick hands the policy to Bird: “Bird works on Ellsworth Storage
Partners LLC · BRL-22F8K6 · Policy”, × to stop, and the cursor in

the message box.

Both folded: the chats down to a strip with Back, New task and

the fold button; What changed down to its button at the right.
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1.6

The two policies this guide follows

JUNIPER & RYE KITCHEN LLC · BRL-
GN9TAU

LAKESHORE RESIDENTIAL HOLDINGS
LLC · BRL-TCV5MD

Applicant Daniel Reyes — 64-seat restaurant and bar,

Wicker Park

Maya Okafor — owner of apartment

buildings

How it arrived Restaurant questionnaire (42 questions) +

workers’ comp payroll

Three buildings entered by address, filled

from public records

What you build BOP: contents and business income, GL on

sales, workers’ comp on $670k payroll

Commercial property on four buildings

($48.1M TIV), GL, deductibles by peril

Servicing shown Landlord certificate with additional-insured

endorsement

Lender certificate, a water claim, a limit

increase and a new-building request
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P A R T  0 2

Intake
Your customers apply through your own link, or you fill it in for them.

Every lead lands in Leads, ready to work.

Your onboarding link

Sending it to a client

Adding a lead yourself

The Leads inbox

Previewing, assigning, opening
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2.1

Your onboarding link

Every agency has its own application link: brellapartners.com/onboarding/<your-agency> . Put it on your

website, in your email signature, in a renewal letter. Submissions through it land only in your workspace,

and every Owner and Manager is emailed the moment one arrives. (The Policyholder guide walks the

customer’s side screen by screen.)

What arrives is already structured: contact and business address, the business type and its liability class

codes, a carrier questionnaire or a property record per building (filled from public records), workers’ comp

payroll by class, documents labelled by Bird, and a completed application PDF produced the moment they

pressed Submit.

Leads, for every role: send a client your link, or add the lead yourself.

2.2

Send it to a client

1 2

Send onboarding — email a client your link1 Add lead — fill the application in yourself2

On Leads, press Send onboarding. On a lead’s preview it is Resend onboarding, with that client’s

name and email already filled in.

1

Type the client’s name and email, and a line from you if you like. The right-hand side is exactly what

they will get: the subject, your note, and a Start your application button.

2

Press Send. It comes from you at your agency, carries your email signature (Settings), and opens

your own onboarding link. When they submit, the lead lands in Leads like any other. Send it again

whenever you need to.

3
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Sending Marcus the application. The preview is the email itself; the link underneath is there to copy for a text message or your

website.

TIP Any role can send it — a User as much as an Owner. If email is not set up for your

workspace, Brella says so, and Copy link is right there.
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2.3

Add a lead yourself

When a client calls, or would rather you did the typing, fill the application in for them. Add lead opens the

same onboarding your customers use, full screen, written about the client instead of to them. It builds the

same record: the business type and its questionnaire, properties filled from public records, workers’ comp,

documents.

Press Add lead. Pick the business type, then fill in Who’s the client? — a name, an email and an

address are enough.

1

Every address is one row: Street, City, State and ZIP. Type in Street and pick the match from the list

— the pick fills all four boxes; with no match, type the four yourself. Is their mailing address

different? → Yes opens a second row for the mailing address.

2

Continue through the rest; nothing after the client’s details is required. What you typed carries

forward: on a property lead the first property opens at the business address, its public record

already loading — Change address if the building is somewhere else (Keep this address goes back)

— and a carrier questionnaire’s own “Mailing address” and “Location address” questions arrive filled

in. ✕ closes it and keeps your draft for later; Start over throws the draft away.

3

A business that answers a carrier questionnaire — a restaurant, a contractor — is asked on the

questionnaire’s last page, above the general liability question, Do they also want to cover a

property they own? Yes adds a Properties step after the questionnaire — the same address lookup

and public record the property path uses, opening at the business address — and files the lead as

Commercial Property with its business type and every answer kept, so its forms include the ACORD

140 and the schedule of values. No, or no answer, changes nothing. (Hotels and the other types that

already take their building are not asked.)

4

The last step, One last look, is written to you: a questionnaire left blank reads “you can finish the

details on the lead after adding it”, and the classification codes say to correct the class on the lead if

none fits. Press Add lead. It is assigned to you at once — whatever your role — and the client is

emailed their reference with a link to set up their dashboard.

5

Open the lead takes you to it; Add another starts a blank form.6
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Adding Northside Fades: Existing client? at the top, then the client’s details — the business address as one row, Street · City ·

State · ZIP.
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Adding Brandt Bistro, a restaurant: Do they also want to cover a property they own? answered Yes — Properties joins the steps
on the left and the lead is filed as Commercial Property.

Added: assigned to Rosalind, and the client told.
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WHY IT WORKS

THIS WAY

A lead you add is not second-class. It gets the same completed application PDF, the same

record and the same Today items as one the client sent — and your Owners and Managers

are notified, on the bell and by email, that you added it. The application says what

happened: “Entered by <you> (<your agency>) on the applicant’s behalf on <date>. The

applicant has not signed this application.” — and leaves the signature and date lines blank

for the client.

A lead for a client you already have

One client often owns several businesses — LNC Properties holds LNC Twin City, LLC and LNC Madison

Court, each its own entity with its own policies. Existing client?, at the top of the client step, files a new

lead under the client you already insure instead of starting a stranger.

Search by the client, an entity, a contact or an email — the matches drop down over the form — and

pick the client. An Owner or Manager searches the whole book; a User finds only the clients they

hold a lead or policy for.

1

Which entity is this lead for? — one it already has, or A new entity, which takes its name from

Business name below.

2

The first time a second entity joins a client, Brella groups them under a client account: Group under

a client account named… is filled with the first entity’s name — type the name you use for the client.

It can be renamed later from the account (11.2).

3

Contact — one of the client’s people, or A new contact, typed below. The line under it says who will

see the lead: “They see this lead in their portal, with every entity of Juniper & Rye Restaurant Group.”

Not this client starts the search again.

4
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A second restaurant for Daniel: Juniper & Rye Kitchen LLC picked, A new entity, grouped as Juniper & Rye Restaurant Group,

Daniel kept as the contact — and Business name, no longer optional, naming the new entity.

TIP Without a pick, a lead is filed exactly as before: by the contact’s email. The pick is kept

with your draft, so a reload or ✕ does not lose it. With A new entity, Business name is

required — it loses its “(optional)”, says “Name the new entity — the lead is filed under it.”

while it is empty, and Continue waits for it. If Brella refuses the lead when you press Add

lead, the reason is printed right beside the button.
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2.4

The Leads inbox

Leads lists everything not yet bound, in three tabs: Open — new, in progress and quoted — then Recycle

(with each lead’s re-approach date and reason) and Dead (with its reason), 5.3. The table shows reference,

customer, stage, who it is assigned to, coverage, number of properties (locations your team added count

too) and when it arrived. Each row’s stage is a pill you can change right there — every pill the same width

with its caret at the right edge, so the carets line up down the column. Above the table, one slim strip of

counts, each with a few words that give it a scale: Open leads (“+2 this week”), Unassigned (“need an

owner”), Quoted (“waiting on the client”) and Untouched 14+ days (“still at Lead”) — a User’s strip counts

their own leads and has no Unassigned. Above the rows, search finds a lead by reference, business,

contact or email, and the filters narrow it by stage, coverage and assigned — a list longer than ten has a

search box at the top, so a few letters find a coverage or a teammate, and a short list opens whole, with no

scrolling; below them, the row count and Page 1 of 5 — pick a page or step with the arrows. The Assigned

column picks a teammate by first and last name. The reference stays put while a wide table scrolls

sideways; the pin in any column’s heading freezes or unfreezes it, and every table remembers your pins on

this browser. An Owner or Manager has a bin on each row: it moves the lead to Agency → Bin, where it can

be restored for 30 days (11.7). The Customer column is the business’s name alone — the contact and their

email are inside the lead, one click away — and search still finds a lead by either. The name opens the lead’s

preview (on Policies, the policy itself); the client’s customer file (11.2) is a click away — Customer file in the

preview and in the policy’s header — or open it from Customers in the menu.
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HighFair’s Leads: 51 open, with the Recycle and Dead tabs beside them, the strip of counts above, and each stage a pill of one

width.
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2.5

Preview, assign, open

The preview for Trillium Rentals, a property lead: the name,

then its stage, assignee and the day it arrived; the contact box
with Resend onboarding; its building’s record summary; and

the actions in one row at the foot.
The preview for Nakashima Transport LLC, a questionnaire

lead: its first six answers of 28.

Click the customer’s name for a preview: the reference and what it is filed as along the top; the

business name on a line of its own; under it the stage, who it is assigned to, the day it arrived and

Customer file — the client’s every policy and lead (11.2); then a box with the Contact, Email and

Phone — the email and phone open your mail and phone apps, and Resend onboarding sits under

the email; then the first answers or properties. Enough to decide who takes it. Its actions sit in one

row at the foot: Move to bin at the left, in quiet red (Owners and Managers), and Remind me,

Proposal and Open full policy on the right.

1

Click Unassigned in the row and pick a teammate. Anyone who can work — any role, active or invited

— can be assigned. They are notified.

2

Resend onboarding, under the email, sends that client your link again (2.2).3

Proposal opens the proposal tool on the lead without leaving Leads — the carriers’ quotes against

what the client pays today, as a PDF for them (5.8).

4

Open full policy opens the policy workspace (Part 3).5
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Assigning Trillium Rentals. The list is everyone on the team who can take work — short enough to open whole, with no search box.
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P A R T  0 3

The policy
workspace
Every lead and policy opens in the same workspace. Learn its layout

once and every policy reads the same.

The header

Four sections, twelve tabs

Overview: lines sold, activity and the conversation

Exporting the log and the conversation
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3.1

The header

Kensington Parish’s workspace, opened on Overview: the lines sold, the activity log with its own Export, and the conversation

beside them.

1 2 3 4 5

6

7

8 9

10

11

12

13

14

Back to policies — a button, like the four beside it1

Review — Mirage (every form, page by page, before you

quote, 5.7) and Surfing Bird (this policy’s whole life as a

tree, Part 10)

2

Tools — Remind me (a private reminder on this policy),

Proposal (quotes against what they pay today, as a PDF

for the client, 5.8) and Application (the customer’s

completed application PDF)

3

Stage — a box tinted in its stage’s colour: move the

policy along its lifecycle, or set its term

4

Assignee5

What it is filed as — click to re-file coverage or business

type

6

The insured’s name — click it or its pencil to correct it7

The contact’s name, email and phone8

Customer file — every policy and lead the client has

(11.2)

9

Four sections: Overview · Risk · Servicing · File10

Lines sold — what was sold, line by line (5.4)11

Export the activity as a spreadsheet12

Export the conversation as a PDF13

Bird, scoped to this policy14
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Back to policies (or Back to leads) sits at the left of the toolbar, a button like the rest. The toolbar holds

two menus — Review (Mirage, every form before you quote, 5.7; Surfing Bird, the policy’s whole life, Part

10) and Tools (Remind me, 7.4; Proposal, the carriers’ quotes against what the client pays today, 5.8;

Application, the customer’s completed application as a PDF; and, for Owners and Managers, Move to a

client, 11.2) — then the stage and the assignee. All four are one kind of control: the same height, the same

corners and hairline, a name and a caret. The stage is a box tinted in its stage’s colour — on the Leads and

Policies tables it stays a small pill — and a User, who cannot reassign a policy, sees the assignee as a plain

box with no caret. The insured’s name and the contact’s name, email and phone print on every form, so you

correct them where you read them: click the value or its small pencil, type, and press Enter — Esc puts it

back. Each change goes on the activity log with what it was before. At the end of the contact line,

Customer file opens the client’s file — every policy and lead they have (11.2).

3.2

Four sections, twelve tabs

SECTION TABS WHAT LIVES THERE

Overview — The lines sold — each with its insurer, policy number and

premium, opening onto the coverages it carries — the activity log

(everything that happened, each entry a link to its tab,

exportable as a spreadsheet) and the conversation with the

customer (exportable as a PDF).

Risk Details · Property ·

Liability · Underwriting ·

Coverages · Workers’

comp · Questions

What you are insuring and everything a carrier will ask about it.

Property and Liability appear on every policy but a workers’ comp-

only one — on a policy with no property yet, Property opens as

one question (4.1) — and Workers’ comp on commercial ones —

and on any policy whose comp worksheet already holds payroll.

Servicing Certificates · Claims ·

Changes

What happens during the term.

File Documents · Signatures Every document on the policy, the forms you generate, and what

was sent for signature (8.5). What will print blank is shown in

Mirage (5.7), on the forms themselves.
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3.3

Overview: lines sold, the log and the conversation

Lines sold comes first. Under its heading, the Policy management strip — the executives, the

representative, the department, the location, the group and the tags recorded at bind (5.4), or “No policy

management recorded…”; click it to change them. Then one row per line — Commercial Property, General

Liability, Umbrella and so on — with the insurer it is written with (and who it was placed through), the policy

number, the premium, the bill method and what your agency earns on it — commission, broker fee and

agency fee together. The card lays itself out by its own width, so nothing in it is cut off: wide, each of these

has its own column; a little narrower — Overview on a laptop screen, or Mirage’s Lines & premium — the

policy number sits under its insurer; narrower still, each row is the line and its premium, with the insurer

and policy number under the line. Click a line to see the coverages it carries, read from the policy’s own

records: for property, a small table per building — its name and address, then Coverage, Limit and

Deductible, each on one line — with the policy-wide deductible as one line under them; the six limits for

general liability, the umbrella’s limits, employer’s liability for comp. Edit lines changes them (5.4). A lead

shows Not bound yet and Bind; a policy bound before lines were recorded shows them read from the

record until you record them exactly.

The activity log records every event — submissions, uploads, stage moves, signatures, what Bird did —

with who did it, by name (“<name> via Bird” when Bird did it). Each entry links to the tab it concerns. A

document out for signature is logged as it moves — “Broker of record letter — sent for signature”, “— opened

by Daniel Reyes”, “— Daniel Reyes agreed to sign electronically”, “— signed by Daniel Reyes”, “— Completed”

— and so are a decline (“— declined by …”, with the signer’s reason under it), a reminder (“— reminder sent to

…”), a void and an expiry; each has Open signatures. A fact you correct on the record is logged with what it

was — “Changed the insured’s name from … to …”, “Corrected an answer: <the question> — <before> →

<after>”; a building’s premium or description names the building and its address under it — and a finished

Mirage run reads “Went through the policy in Mirage and filed 4 forms”, naming the forms, with Open

documents. Export, beside Refresh, downloads the log as a spreadsheet — date, time, who, their role,

what happened, the detail and the tab it links to — on your agency’s clock. To walk the same history as a

tree, press Surfing Bird in the header (Part 10). The conversation is the policy’s thread with the customer:

messages you send are emailed to them and ring their bell; theirs ring yours. Its Export downloads the

whole thread as a PDF on your letterhead — the insured, the reference and when it was exported, then

every message grouped by day with who sent it (agency or customer), the time and any attachments.

The composer is yours alone: attach a file, type, send — there is no Bird button in it. To have Bird write to a

customer, ask Bird from the dock or the Bird page (Part 9); a message to a customer always stops at a card

for you to approve.

BRELLA OS · AGENCY GUIDE 31



P A R T  0 4

Commercial
property, four
buildings
Lakeshore Residential Holdings arrived with three apartment

buildings. We price them, add a fourth, record general liability,

answer underwriting, document every coverage decision and ask

the customer for what is still missing.

Locations, buildings and the map

Coverage lines and deductibles

Adding a location — and letting Bird fill it

General liability

Underwriting

The coverage advisory record

Questions for the customer
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4.1

Property: locations and buildings

Risk → Property lists every location with its buildings. The applicant’s three addresses are already here,

each with the public-record facts and everything Maya typed.

A business with no property on the policy

yet — a restaurant, a contractor, a dealer —

gets the same tab, opening as one question:

Does this policy also cover a property the

business owns? Add property files the policy

as Commercial Property — its business type

and every answer stay as they are — and

opens Add location (4.3). From then on it is a

property policy like any other, with the ACORD

140 and the schedule of values. It is only for a

building the business owns; the coverage can

be changed back from the header (6.2). A

workers’ comp-only policy has no Property

tab.

Dearborn Electrical, a contractor with no property on file: the
question, and Add property.
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Kensington Parish’s location, 6946 E Ogden Ave: the parcel’s type, use, year built and tenant type, its size and buildings, where it

is and who is insured there — both rows on the same columns — then the map and the risk summary, side by side.

The map moves: drag it, zoom out and back in with − and +, and Recenter brings it back to the address.

Click it and Google opens on the address — its map, Street View and photos of the place. Satellite

opens the roof from above and Street View the front from the street, the two things an underwriter

looks at first. The map is Esri’s, credited in its corner.

The Risk summary — wind, hail, flood, wildfire and crime scores, the FEMA flood zone and the distance

to the nearest water, the questions an underwriter asks first — is looked up by itself: when the location

opens and straight after Add location, so there is nothing to press. It sits beside the map at the map’s

height, every row the same height with its rating at the right edge. Re-check looks again. Crime is an

estimate from the area’s median household income, not measured crime, and is labelled that way.

The strip under the address: Property type, Property use, Year built and Tenant type (who occupies

it) belong to the parcel and edit in place — the property lookup fills the first three, and a wrong one is

yours to correct. The ACORD 125 describes what is done at the premises from Property use, else

Tenant type, and the 140 its occupancy from the same two. Property type is the assessor’s class of the

parcel — a supermarket on a parcel classed “Office” is common — so no form prints it as what happens

there. A value you can change shows a hairline under it when you point at it and while you type; at rest it

is plain text, here and in every table on the tab. Sq ft and Units add up the buildings below, so you fix a

figure on its building and the strip follows.

Under the strip, where it is and who is insured there. The Address changes only through the address

search — type, then pick the match — and a new address re-pulls the location: its pin, county, public

record and hazard ratings. Beside it: Suite / unit; Named insured at this location, when the entity

1 2

3 4

5

6

7

8

Property type, use, year built and tenant type — click to

edit

1

Sq ft and buildings: the buildings below, added up2

Address — changed through the address search3

Suite or unit, named insured at this location, APN4

Satellite (the roof) and Street View (the front), on

Google

5

The map — drag it; click it to open the address on Google6

Re-check looks again7

Risk summary — looked up by itself, one even row per

score

8
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insured there is not the applicant (the 125 prints it as an additional named insured); and the APN, the

parcel number the 140 prints in each building’s remarks. Each change goes on the activity log with what

it was before.

The parcel holds location-level facts: occupancy, property type, land area, ownership, and a Public

record tab with what the lookup filled in for the parcel — stories, construction, roof, sprinklers, pool,

occupancy, vacancy, sewage, market and land value. Every one is editable, and the schedule of values

prints them for the location: a fact, such as its construction, on every one of its rows; an amount, such

as its land area, once, on its first. A building can carry its own market value, land value and flood zone

too: when it does, that building’s SOV row prints the building’s, and the 140’s building remarks print its

flood zone (“AE — Special flood hazard area”) — what a person entered on the building always wins over

the lookup. The parcel’s market or land value prints only while no building of it has its own: it is the value

of everything on the parcel, so beside a building’s own figure it would count that building twice. Only

missing filters to the blanks.

Buildings — one card per building. Expand it for the building’s facts and its coverage. Duplicate copies a

building — every fact, every limit, every deductible — as the location’s next building, for the identical

buildings a complex often has.

The building, at the top of an open card: its Description, Address line 2 (a suite or unit) and Property

premium — the schedule of values prints the premium, and the 125 too when no property line is sold.

Below them three tabs: Size, Construction and Use & occupancy, where a building states its own

occupancy, property type, use, vacancy and sewage. The forms print the building’s over the location’s;

one left blank shows the location’s in grey and prints it, and Same as the location clears one the

building has.

Two facts carriers ask for have their own fields: Inside city limits (Yes / No) on the location, which ticks

CITY LIMITS on the ACORD 125; and Electrical last updated (a year) under the building’s Systems,

which fills WIRING on the 140 and Electrical Year on the schedule of values. Systems also asks what the

wiring is — Electrical wiring: Copper, Aluminum, Knob and Tube, Romex (NM Cable), BX / Armored

Cable, Conduit, Mixed or Other — and the Electrical panel: Circuit Breakers, Fuses, Federal Pacific,

Zinsco or Other. A building recorded before October 9, 2026 may still say Circuit Breaker or Fuse Box

under wiring; it keeps that answer and prints it as written.

4.2

Coverage lines and deductibles

Expand a building to see its Coverage card: total insured value, the schedule of lines (Building, Contents,

Loss of Rent…) with each line’s limit and deductible, and how the total splits. Limits carried over from the

application show as such until you record them on the schedule.

Total insured value adds the building, other structure, contents, loss of rent, business income and any line

you added. Flood, equipment breakdown and ordinance or law are limits on the same building, not more of

it, so they are listed but never added — here, on the schedule of values, on the Dashboard or in a change
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request. A limit of $0 says the building has none of that line: the schedule keeps it, and no document prints

it — no “Flood $0” on the 140, the schedule of values, the application or the ACORD 28.

6250 N Kenmore: $6,795,000 TIV — Building 91.2%, Loss of Rent 7.7%, Contents 1.1% — every line at AOP $10,000.

Every deductible is a peril and an amount, and a line carries one per peril — a coastal building often carries

all three at once. The cell reads as one line (“W/H 2% · NS 5%”); click it to open the line’s deductibles, with

every peril on its own row: AOP (all other perils), W/H (wind/hail) and NS (named storm). Click a preset to

set that peril, click it again to clear it, or type any figure in its Other box. The panel stays open, so you can

set all three in one go, and each click saves as you make it. N/A at the foot stands on its own: it replaces

any figure on the line. A percentage prints as a percentage on every form; Brella never converts it.
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A coastal building in Mobile, AL: W/H 2% and NS 5% on the Building line, W/H on contents, N/A on business income, AOP on
equipment breakdown — each line one row tall.

The Building line’s deductibles: W/H 2% and NS 5% set, AOP

open — a preset or your own figure for each peril, N/A at the
foot.

A policy-wide deductible (Underwriting → Policy → Placement)
fills any line without its own — here AOP $5,000.

Every peril reaches the forms. The ACORD 140 has one deductible box per row, so a line with several perils

takes one row per peril — Building $372,782 with AOP $10,000, then Building W/H 1%, then Building NS 1%,

the limit printed once — and a policy-wide W/H 2% beside lines that are all AOP takes a row of its own, “All

coverages”. Every line gets its own row before any second peril does; a peril that still does not fit the five

rows prints in the 140’s remarks. The schedule of values has a column for each peril, and the application

lists them all.

WHY IT WORKS

THIS WAY

“N/A” is a recorded fact, not a blank. A line marked N/A prints “N/A” and stops the policy-

wide deductible filling in behind it — which is right for business income on a waiting

period.

BRELLA OS · AGENCY GUIDE 37



4.3

Add a location — and let Bird fill it

Maya is also buying a fourth building. Add location, type the address, pick the match, Add location. The

location arrives filled from the public record, the way the application fills a building: its property type, use

and year built, the parcel’s record, the map and the risk summary — and its first building carries the same

facts.

Adding 7000 N Sheridan Rd. The new location a moment after Add location: Multi-Family,

apartments, built 1916, its risk summary already looked up.

A public record leaves gaps — this one had no square footage or unit count — and the limits are yours.

Instead of typing the rest, Rosalind opened Bird on the policy and gave it the job in one sentence:

Fill in the new location at 7000 N Sheridan Rd from the public record — building facts

too. It is a 3-story, 24-unit brick walk-up; set the building limit to $4,800,000, loss of

rents $360,000, AOP $10,000 deductible.

Bird looked the address up, pulled the property record, noticed that the record’s square footage and unit

count were zero and used Rosalind’s figures instead, updated the location and the building, set both

coverage lines and the deductible — and said what it could not find.
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Bird’s report in the dock.

The fourth building, complete.

In the dock, Bird works on the policy you have open: “change the roof year on the new building” needs no

reference number.

BIRD A public record is not the insured. The record’s owner is often the seller, and its lender the

seller’s bank, so Bird never copies either into Named insured or Mortgagee: it tells you

who the record shows and asks you to confirm. Check both fields on any location you add.

4.4

General liability

On every policy except a workers’ comp-only one, the Liability tab opens as a question — “General liability

is not on this policy yet” — and says whether the applicant asked for it at intake (Maya did). Add general

liability records the standard limits and one hazard row per location; every figure is yours to change.
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Before: one decision. After: $1M each occurrence, $2M aggregate,
products/completed ops included, and the rest.

Limits are per policy; the schedule of hazards is per location. Each hazard row takes a classification,

class code, premium basis (area, sales, payroll, units…) and exposure. Its Location names the location

by number and street — “1 · 5050 N Sheridan Rd”.

When the business type has one GL class code, each new hazard row arrives with that code and its

classification filled in. When it has several, Class code stays empty with From intake: chips under it —

pick one and it fills both cells.

The 38 underwriting questions from the ACORD 126 are below, with Answer all Yes / No. A “yes” wants

an explanation — an unexplained yes prints as an open question on the 126, and only a “yes” prints its

explanation. The “Every question set to…” line goes away once you change an answer yourself.

Until GL is added — or the Coverages tab records that the insured declined it — the policy carries a

Today item, and Mirage shows the GL limits as blanks still to fill. When GL was asked for — a yes at intake,

CGL limits in the questionnaire, Purchased on the Coverages tab or a GL line sold — Mirage also says so

as a suggestion, with the applicant’s own limits one click away (5.7). Nothing records GL by itself.

Remove general liability is at the very end of the tab, under the line that says where GL prints — away

from the figures, so nobody clicks it by accident. It asks once, then takes the limits, hazards and

answers off the policy.

The end of the Liability tab: where GL prints, and Remove general liability.
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Lakeshore’s hazard schedule: one row per building, class 60010 (apartment buildings), rated on area.

A business with no property on file — a contractor, a dealer, a restaurant before it is filed — gets the same

tab, and the same question in the application. Add general liability records the same limits and one

hazard row for the business, with its class code already in it. The premium basis is left blank on purpose: it

comes with the class code in the carrier’s manual — usually payroll for a contractor, gross sales for a dealer

or a store — so pick it, and enter the exposure it measures. Once the limits are on the policy, Generate

forms produces the ACORD 126 beside the 125.

Dearborn Electrical, a contractor lead with no property, after Add general liability: one row for the business — class 92478 already
in it, the basis left for you.
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4.5

Underwriting

Risk → Underwriting holds the applicant block every ACORD 125 needs and the fifteen questions carriers

always ask.

Kensington Parish’s Applicant card: its four groups two by two — Business beside Classification, Size beside Addresses — each
fact one row, its label beside a box of one size. “40 years in business” under the start date; under the GL class its words; under an

empty business address “Same as mailing …”. The Public facts strip, with Ask Bird, sits at the top.

Applicant, in four groups — two side by side on a wide screen — each fact one compact row: its label,

then its value in a box of one height and width, the same for a dropdown, a date, a figure or text; an

empty one is an empty box. Business: entity type (a dropdown of the boxes the ACORD 125 has —

Individual, Corporation, Subchapter “S”, LLC, Partnership, Joint venture, Not-for-profit, Trust,

Unincorporated association or Other; exactly one is ticked), FEIN, NCCI risk ID, the date the business

started (“7 years in business” under it), industry and website — the website prints on the ACORD 125

and 130. Classification: SIC, NAICS, GL class and WC governing class. Size: revenue, payroll and

employees, money written as money ($1,230,000). Addresses: business and mailing — Same as

business, ticked, keeps the mailing address the business address. The line under each says what else

the policy holds for it, one click from the box: “From intake 60010 · 60011” and “Bird learned 60011” under

GL class, SIC or NAICS; “Comp worksheet 9082” under WC governing class, the NCCI risk ID, payroll and

employees; “The 125 prints Restaurants” under an empty Industry — the business type, which the 125

prints while the box is blank; and “Same as mailing …” under an empty address. When the GL class is not

a class the Liability tab’s hazard rows rate, the line names theirs — “Liability rates 41650” — with Update

Liability, which moves those rows to this class. Nothing is written until you click. Mirage’s Applicant &

details shows the same card (5.7).
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Public facts, at the top of the Applicant block: Ask Bird sends Bird to the web for the applicant — SIC,

NAICS, GL class, entity type, website, the date the business started, and the FEIN only where a public

record publishes one (an IRS exempt-organisation record or an SEC filing; most businesses’ EINs are

not public). The header then says how it went (“6 of 8 found”, or “Nothing public found for this

business”), with Use all N verified beside it when several verified facts are waiting. Each finding is one

row: its value with Verified or Likely, the site it came from (click to open it), Use and Not right; after Use

the row reads Filled, after Not right Not used — rows never move. Why under a row shows the sentence

that supports it. Everything that could not be sourced shares one last row — Not public · Website, FEIN…

— with its reasons behind Why; nothing is ever guessed. A GL class the insured itself contradicts is

dropped, never offered: a class for not-for-profits only on an LLC or a company (or one for profit-making

businesses on a not-for-profit), and a class for premises the insured’s own staff occupy on a policy for a

building it leases to others. Nothing is written until you press Use. Bird learns from it: the codes you

accept for a kind of business are offered on the line under SIC, NAICS and GL class — “Bird learned

60011” — on the next lead of that kind, with no search at all.

Policy, laid out the same way in two groups. Placement: the Carrier and Policy number (they print on

the ACORD headers and on certificates — the ACORD 25 and the ACORD 28) and the Policy-wide

deductible, which prints on the certificate, the ACORD 25 and any ACORD 140 row without its own.

Surplus lines fees: the Surplus lines tax and Surplus broker & inspection fee, which the schedule of

values prints and adds to its premium.

Underwriting questions: yes / no / N/A. A grey line under each says which answer needs an

explanation. Answer all: No sets every one without destroying an explanation you wrote; the banner

then names the answers that still need one, and the “Every question set to…” line goes once you

change an answer yourself. Nothing saves until Save underwriting — but nothing is lost either: switch

to another tab and back, and what you had not saved is still there. (Inside Mirage, 5.7, each answer

saves as you give it, and what the intake or the buildings already say is offered under a question nobody

has answered.)

The Policy card: Placement — carrier, policy number and the policy-wide deductible — beside Surplus lines fees.
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4.6

Coverages — the advisory record

The commonest E&O allegation is not a botched form — it is “you never offered me flood”. The Coverages

tab records what you offered and what the insured decided, per coverage, per term. What the policy

already carries — its form, its general liability and comp, and every line in Lines sold (5.4) — is counted as

purchased and never asked.

This is the record of the conversation, not the policy: Purchased here is the insured’s decision — the

ACORD 125 and the coverage acknowledgement print it — but it puts no line on the policy and nothing on a

certificate. A coverage the insured bought goes on the policy as a line in Lines sold, with its insurer, policy

number and limits — until it does, the Certificates tab lists it under Not on the certificates yet (7.1).

For each coverage press Purchased, Declined or Not offered — it records on the click.1

A decline asks for one line of why. A coverage that commonly needs a signed rejection asks for the

document too.

2

Defence file assembles the advisory record, stage history, certificates, changes, claims, documents

and the full conversation into one dated PDF — in the workspace’s own words (“Commercial

Property”, “Quoted”), with people’s names rather than email addresses and every time on your

agency’s clock (Settings → Time zone). It is generated on demand and never stored. Its header

carries the insured’s contact phone and mailing address.

3

Send for signature (beside Defence file; it waits until at least one decision is recorded) has the

insured sign the record. It opens the signature studio with Brella’s Coverage acknowledgement

already prepared from this policy, on your letterhead: every coverage they purchased — recorded

here, or carried on the policy itself — and every one they declined, with the reason they gave. “Not

offered” rows never print. The insured is the only signer; send it as in 8.2, and the signed copy is filed

on the policy under Signed documents like any other.

4
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Declining flood asks why — one line, recorded with who and
when.

The defence file, headed with the agency’s name: the policy in
the workspace’s words, times in Chicago time, and 11 of 11

coverages recorded for the term — who recorded each and

when.

BRELLA OS · AGENCY GUIDE 45



Every coverage answered for the term: Send for signature sits
beside Defence file.

The Coverage acknowledgement, prepared from Lakeshore’s
record: five purchased, and flood, umbrella and cyber declined

— each with Maya’s reason.

WHY IT WORKS

THIS WAY

The record is kept per term. If you record decisions before the policy has its proposed

term, nothing is lost: when you set the dates, those answers are carried to the first real

term. The tab marks each one “before the term was set”, and the defence file prints

“Recorded <date> (before the term was set) — carried to the term beginning <date>”.

4.7

Questions for the customer

Anything you need beyond the intake goes on Risk → Questions. Build the list in one dialog; each question

is short or long, for the customer or for your team, and every question can take a file.

Add questions (or Edit questions).1

Type what you need in plain words into Draft with Bird and press Draft — Bird writes the questions,

each with a one-line reason the customer will see. Edit them freely.

2

Add your own; switch any to Team for internal work (“pull the city’s violation history”).3
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From one sentence, Bird drafted five customer questions: rent

roll, two elevator certificates, boiler inspection dates, short-
term rentals.

Saved and notified. Maya answered all five from her portal that
evening — with the rent roll and both certificates attached.

Tick Make these the default for Apartment Buildings and every new lead of that type opens with a

copy.

4

Save. Nothing is sent yet — customer questions are invisible until you press Notify customer, which

posts one message listing them, emails the customer and rings their bell. With nothing unsent,

Notify sends a reminder.

5
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P A R T  0 5

Out the door
Before a submission goes to a carrier: find what will print blank and

fix it — or have Bird fix it — move the stage with a term, generate the

forms, and go through every one of them in Mirage, page by page,

before you quote — and put the carriers’ quotes in front of the client

as a proposal.

What will print blank

Bird fixes the gaps

Stages, terms and confirm cards

Bind — what was sold

Documents, versions and Generate forms

What the forms look like

Mirage — every form, before you quote

Proposals — today against each quote

BRELLA OS · AGENCY GUIDE 48



5.1

What will print blank

There is no separate checklist tab: what will print blank is shown in Mirage (5.7), on the forms themselves,

read from the same record they are printed from. It never blocks anything.

A blank the record should fill is shaded grey on the form, and its label on the left says · to fill. The

Summary lists every one under Still blank — what is missing, where (“Land area — 4470 Carnegie Ave,

Milwaukee, WI 53204”), why it matters — and Go to takes you to the field.

Answers that contradict each other come up as red flags from Brella’s own checks — Underwriting

says the alarms are centrally monitored, but a building records a local alarm or none; the same check

covers subcontractors and their certificates, prior cancellations, liens and bankruptcies, sprinklers, the

roof (“updated in the last 20 years” against each building’s roof year), wiring, plumbing and heating (the

last 25 years), a pool or playground, and a vacant building. They show whether Bird is switched on or off.

A missing term points at Set the term… in the stage menu (5.3); the term’s boxes are blanks like any

other.

What has no box on a form — the supplements a carrier usually expects with this kind of risk (for

apartments, the Apartment Building Supplement, a loss summary and the ACORD 810) — is on the list

Bird reads: ask Bird what is missing on the policy (5.2).

TIP Until October 2026 this list was its own tab, File → Before you send. A link to it that is still

in an email opens File → Documents with Mirage starting over it.

5.2

Hand the list to Bird

When Lakeshore first arrived the list of blanks was longer: the effective date, and city, state, ZIP and county

on three locations. Rosalind gave the whole list to Bird from the Bird page — Bird reads the same list of what

is missing that Mirage marks, contradictions included:

On BRL-TCV5MD: 5050 N Sheridan, 6250 N Kenmore and 1100 N Dearborn are missing

city, state, ZIP and county — fill them in. Then on the 7000 N Sheridan building:

circuit-breaker wiring, copper plumbing, boiler heat, EPDM roof last replaced 2020,

smoke detectors, condition Good.
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Four updates in one turn, each listed under What changed with a link to where it was made.

5.3

Stages, terms and confirm cards

The stage control in the header moves a policy through Lead → In progress → Quoted → Bound → Active,

then Renewal due and the closed stages. Choosing Bound on a lead — or putting it straight in force —

opens the bind dialog (5.4): a lead becomes a policy only with what was sold recorded. A bound policy

turns Active by itself on its effective date, and Renewal due and Expired follow from its term — nobody has

to move it. Putting a bound policy in force asks for the term when either date is missing, because the

documents print it and a policy manages its own renewal from its expiration date. A lead stays on Leads

through In progress and Quoted; the moment it is Bound it moves to Policies, and stays there. Every move

tells the customer one thing — “Your agent moved this package to Quoted”; anything else you want them to

know goes as a message.
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The menu’s last row is Set the term… — “Term: Nov 1, 2026 – Nov 1, 2027 · Edit” once it is set — and the

whole menu always fits the window, so it is never below the fold. It sets the proposed effective and

expiration dates on their own: the stage stays where it is and the customer is not notified. Effective and

Expires sit side by side; choose the effective date and the expiration fills in one year later (February 29

gives February 28 the next year). An expiration you chose yourself is never overwritten when the effective

date changes. Set it as soon as you know the dates; the forms and the coverage record both read it.

The stage menu on Northgate Congregation, a quoted lead:

the pipeline, in force, closed and Did not bind, with Set the

term… as its last row.

Set the term…: December 1, 2026 chosen, and Expires filled

with December 1, 2027. Save changes nothing else.

Quoted: review it in Mirage first

Quoted is when a lead’s forms go to carriers. Moving a lead to Quoted — from the stage control in the

header or from its row on Leads — when nobody has reviewed it in Mirage since it last changed asks Review

it in Mirage first?, with the Mirage mark and one line picked to make the point with a grin (“Use Mirage.

Save your job.”, “Measure twice, quote once.”, “Come on, work a little.”), then why: “Nobody has run this lead

through Mirage yet.”, or “It changed after the last Mirage run (<who>, <date>).”

Open Mirage starts Mirage on the lead (5.7). Its Summary ends with File forms & move to Quoted: the

forms are filed and the lead moves to Quoted in one step.

Quote it anyway moves it straight to Quoted. ✕ or Esc moves nothing.

A lead reviewed in Mirage and unchanged since moves to Quoted without asking.

It is a nudge, never a block.
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Moving Ferrante & Sons Motors, a lead nobody had run through Mirage, to

Quoted.

When a lead does not bind: Recycle or Dead

The menu’s Did not bind group, on a lead only, closes it one of two ways. Recycle — lost for now, worth

another try next year — asks why (price, coverage, carrier declined, went with another agency, no

response, not eligible, duplicate, or other with a note) and when to try again: the date starts 90 days before

the policy they have today expires, read from their application, and you can change it. On that day the lead

comes back on Today as Re-approach, with Reopen. Dead asks why. Either way the customer is not told,

the reason stays with your agency, and the lead moves to the Recycle or Dead tab on Leads. Reopen — or

moving it back to Lead — puts it back in the pipeline.
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Recycling a lead: why it did not bind, a note for the team, and when to try again.

Bird does the same work in the same order. Asked to move Ridgemont Storage Partners to Quoted with a

proposed term and to tell the client that three carrier options were out, it stopped twice — once for the

stage and term, then for the one message to the customer — each behind its own Needs your go-ahead

card. Each card names the policy in its title — “Move BRL-GU6SKN to Quoted” — and who it reaches under

To: the policyholder, their e-mail and the business, read from the record, never typed by Bird. On a lead not

run through Mirage since it last changed, Bird’s card for a move to Quoted says so — “Not run through

Mirage since its last change.” — followed by one of the same lines.
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The first card: “Move BRL-GU6SKN to Quoted”, To Hector

Castellanos at Ridgemont Storage Partners, the Mirage nudge

and the term — nothing else.

After Confirm, the stage is set and the message waits on a

card of its own, addressed to Hector — who reads it from

Rosalind, by name.

5.4

Bind — what was sold

Halstead Flats chose a package: property with Starstone through Element22, general liability with Markel,

an umbrella with RSUI. Choosing Bound opens the bind dialog, which records the sale once — so the forms,

the certificate and the account all read the same thing. When the policy’s file has documents nobody has

signed or sent, Brella first asks Get these signed before binding? — Send for signature opens the

signature studio on them and the bind carries on when it closes; Bind without signatures goes straight on

(8.5).

The dialog is named for the business — Bind Halstead Flats LLC, its reference and contact under it — and

runs top to bottom in sections, each with a line saying what it is for:
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Binder (Early beta) — Drop the binder PDF here, or click the box to choose a file. Bird reads it and

fills in what it says: the term, each line, its carrier and writing company, admitted or not, the policy

number, premium, commission and broker fee, the bill method — and the coverages: general liability

limits, employer’s liability, each building’s limits and deductibles. Every value it filled carries Bird’s

mark beside its label, and its notes, under the box, say what it decided (“I applied them to the

building and BPP coverages and left business income without one, so please check this”). Replace

swaps the binder. Nothing is saved until you press Bind.

1

Term — Effective and Expiration side by side: the expiration fills in a year after the effective date

(February 29 → February 28) until you change it, and one you typed is kept when the effective date

moves — and the sold date, today unless you change it. Lead source starts from how the lead came

in.

2

Lines sold — a table, one row per line: the line (Commercial Property, General Liability, Umbrella /

Excess, Workers Compensation, Commercial Auto, Flood, Cyber… or Other, named by What was

sold), the Carrier you placed it with (Carrier or broker in the pop-up, which offers the carriers and

wholesale brokers on your Carriers page, 11.4), the Writing company whose paper it is when that is

someone else — an MGA’s insurer — the Policy # (it can come later), the Premium, your

Commission (%), Broker fee and Agency fee, the Revenue it earns, Admitted or Non-admitted,

and Bill (Direct or Agency). Wider than the dialog, it scrolls sideways with the line held on the left and

the row’s ✎ and × on the right. Add a line, under the table, opens a pop-up with every box — already

carrying the carrier and writing company of the line above, since most packages sit with one — and

its Add line puts the row on the table; click any row (or its ✎) to open the same pop-up on that line

and Save line. Money boxes always show their $ and the commission its %, and a figure tidies itself

when you leave the box (“96000” becomes “96,000”). Revenue is worked out, never typed:

commission plus broker fee plus agency fee. The agency fee is your agency’s own fee to the client

on that line — it counts in revenue and prints on no form. Each line takes the limits a certificate prints

for it: an umbrella its each-occurrence, aggregate and retention; a commercial auto line its

combined single limit or its split limits (bodily injury per person and per accident, property damage)

and its Covered autos — Any auto, Owned autos only, Scheduled autos, Hired autos only, Non-

owned autos only; and cyber, crime, EPLI, D&O, professional, liquor, inland marine, equipment

breakdown, earthquake and Other their each claim / occurrence, aggregate and deductible /

retention. (General liability’s limits stay on the Liability tab, comp’s employer’s liability on the comp

worksheet, property’s on each building.) A line with its own limits also says what it is Written on —

Occurrence or Claims-made — and whether the third figure is a Retention or a Deductible: the

certificate ticks the matching boxes on the umbrella row and names them for any other line, and

leaves them unticked when the line does not say. A line bought later than the package — an umbrella

placed mid-term — takes its Own term starts and Own term ends; left blank, a line runs on the

policy’s term, and its certificate row prints whichever it has. Nothing is lost by a stray click: Cancel on

the pop-up with changes asks “discard them?”, × on a row asks Remove or Keep, and closing the

dialog with unsaved work turns Cancel into Discard changes — and nothing is saved until Bind /

Save. The footer adds it all up: “3 lines · $112,400 premium · $11,490 revenue”.

3
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Binding Halstead Flats with the binder dropped in: Bird’s notes under the box, the term it read, and the lines — Commercial

Property through Element22 on Starstone’s paper, CPP-1182, $96,000 — Bird’s mark beside every value it filled.

Policy management — who looks after the policy inside your agency, and how you file it. Primary

executive (who the business is credited to — it starts as whoever the policy is assigned to), Other

executive, Primary representative and Other representative (the account managers who service

it), each picked from your team; Department — Commercial lines, Personal lines, Benefits, Life &

health or Specialty; Location (your office or branch) and Group, each offering what your agency

typed before; and Policy tags — type one and press Enter, with your agency’s earlier tags offered as

you type. None of it prints on a form, and none of it changes who the policy is assigned to. It shows

on Overview as the Policy management strip (3.3).

4

Coverages — From the binder — will be applied lists the coverages Bird read and where each goes.

A location the binder does not tie to a building has Place on… — on a policy with one building, that

building is chosen for you. Untick Apply these coverages to keep the record as it is.

5

Press Bind. The binder is filed under Binder, the lines recorded, the coverages applied, the stage

moved to Bound — and each non-admitted line opens its surplus lines filing already filled in (11.4; an

owner’s or manager’s job — a User is told who can). The dialog says so in the middle — “Halstead Flats

LLC is bound” — with a line for each filing it opened and anything it left for you. Open the policy goes

to it.

6
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Oyelaran Automotive’s umbrella: Kestrel, KES-UMB-1001, $5,000,000 each

occurrence and aggregate, written on an occurrence form with a retention —
and no own term, so it runs on the policy’s.
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A click on a row opens its pop-up — here Oyelaran Automotive’s commercial

property: Carrier or broker, the writing company, the policy number, premium
and fees, its own term (blank: the policy’s), and the premium and revenue at the

foot. A value Bird read off a binder carries Bird’s mark. Save line puts it back on

the table.

Further down: Policy management, then the coverages that
will be applied — the GL limits, and the property limits placed on

the policy’s one building.

Halstead Realty Partners, bound the same way: its two non-
admitted lines each opened a surplus lines filing, and a location

the binder named that is not on the policy is left for you.

Each form prints its own line: the 140 the property line’s insurer and policy number, the 126 general

liability’s, the 130 workers comp’s (with its premium and bill method), and the 125 the main line’s — with

every line sold ticked and priced in its own box and a LINES SOLD remark naming each. On the ACORD 25

certificate each insurer has a letter, each line its own row and policy number, and the auto, umbrella and
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comp rows carry their own limits; the ACORD 28 names the property line’s insurer and policy number.

Where a line has a writing company, that is the insurer printed.

Kensington Parish on Overview: three lines, $17,300 — Commercial Property open on its building: Coverage, Limit and Deductible,

each on one line.

A policy from before lines were recorded shows the lines its premiums imply — the main line and general

liability under the package’s insurer and number, as before. An umbrella or a flood line read from its

premium is a policy of its own, so it shows no insurer or policy number until you give them: the property

policy’s number is never borrowed for it.

Edit lines on Overview — or a click on the Policy management strip — reopens the same dialog — titled

Lines sold — Halstead Flats LLC, with Save where Bind was — to change a line or add one, or to drop in a

binder that arrived after you bound.

BIRD Bird binds from the chat too: drop the binder and say “bind BRL-SNEEAY from this binder”.

Bird reads it with the same early-beta reader, tells you what it read, and stops at a Needs

your go-ahead card listing the term, each line and the filings it would open — nothing is

bound until you confirm. Asked simply to “move it to Bound”, Bird binds it this way, so the

lines are always recorded.
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5.5

Documents, versions and Generate forms

File → Documents lists every file on the policy in groups. What you produce from the record comes first,

always in this order — Generated ACORD forms, the Brella application form, the Schedule of Values and

Proposal — then everything else, what the customer sent and what you filed, in the order it first arrived.

From here:

Generate forms produces the ACORD set the policy needs — 125 always; 140 with property; 126 with

GL; 130 with workers’ comp — filled from the record, plus the application as your team has curated it and,

on a policy with property, the schedule of values. The customer sees the ACORDs and the application in

their portal (never the schedule of values), so when Bird generates them it asks first, with a card

naming each form and who will see them. Generating again adds a new version of each form; the earlier

ones stay, and the customer’s own completed application is never touched. Mirage (5.7) files the same

forms once you have read them through; those versions are marked Mirage.

The Schedule of Values keeps itself current. Its group says “Built from the property record — it re-files

itself whenever a location or building changes”, and its current version reads ● Current — point at it for

“matches the property record”. It is the workbook — one row per building — and a PDF copy,

SOV_<reference>.pdf , one block per building with every filled column, which can be sent for signature

(8.2). Whenever you open Documents or the schedule itself, Brella checks it against the Property tab

and, only if a location or building changed since, files both again as a new version — filed by “Brella OS”,

marked “updated from the property record” — with the earlier ones kept. Because it always follows the

record, it takes no hand-made New version. (It used to be a button on the Property tab; that button is

gone.)

Every generated document is dated on your agency’s clock — Settings → Time zone (11.6). An agency

that never set one takes the time zone of the first of its people to open Today; Settings still changes it.

Add a document files one on the customer’s behalf; they see it in their portal.

Each file is one quiet line: its icon, its name and state (● Current, Mirage) on the left; Agency only, the

day, time and who, and its size on the right; then New version and View. A file the customer cannot see

in their portal carries a small lock and Agency only — a proposal not yet shared (5.8), a carrier quote,

the schedule of values, a file on a team answer. A file without it is in their portal too.

Request documents sends one message asking for named kinds (loss runs, dec page…), which emails

the customer and sits in the thread as proof you asked.
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Kensington Parish’s Documents: the Schedule of Values — PDF and Excel, each ● Current and Agency only — then the completed

application, one line per file.

Nothing is replaced, nothing is deleted

Every file shows the day and time it was filed and who filed it. When a document is made again — a

certificate re-issued because the carrier asked for a change, the forms regenerated, an edited loss run —

the newest is marked Current and the earlier ones fold under it (3 earlier versions), each with its own day,

time and who, each still open. New version on any file but the schedule of values files an edited copy

beside it, and the original stays. Nothing on a policy can be deleted. That is your paper trail if a policy is ever

disputed or audited.
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Lakeshore’s lender certificate: re-issued on October 9 at 11:03 AM on the ACORD 28, its seven earlier issues — ACORD 25 and 28

that morning, and the Brella certificates of September 24 and October 1 — still on file.

Bayside after a Mirage run (5.7): the ACORDs and the curated application filed as new versions, each marked Mirage, the

schedule of values after them — and the application Simone submitted, untouched, below.
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5.6

What the forms look like

These are the actual forms Brella produced for Lakeshore — nothing retyped.

ACORD 125, page 1, dated on HighFair’s clock: the agency’s legal name with its letterhead address,

phone and email, carrier and policy number, commercial property and general liability with the GL

premium — POLICY PREMIUM left blank, because the property line has no premium on the record yet —
Boiler & Machinery for the equipment breakdown bought on the Coverages tab, the schedule of values

attached, the proposed term, and the applicant with GL code 60010, SIC, NAICS and FEIN.

BRELLA OS · AGENCY GUIDE 63



ACORD 140, premises 1: Building $18.5M, BPP $250k and rents $1.4M, each AOP $25,000, and the policy-

wide W/H 2% on its own row as “All coverages”; occupancy, condition and systems in the building

remark, carried on to the Additional Remarks page; brick and concrete, 1932, 14 stories, 118,000 sq ft;
roof, plumbing and heating update years; “Monitored Alarm · Sprinklered”, central station ticked; the

lender as mortgagee.

What each form prints

A box prints what the record says. A box the record does not answer stays blank — Mirage lists it among the

blanks to fill (5.7) — and is never guessed from another fact: an owner-occupied building is not printed as

letting nothing to others, and a building’s storey count is not printed as the floor its staff work on.
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FORM WORTH KNOWING

Every ACORD The Agency box prints the agency’s legal name from Settings → Letterhead (8.7) — the

workspace name until one is set. No name is ever typed into a signature box, and no

signature date. Whoever the policy is assigned to is its producer: their name prints as the

agency contact on the 125 and as the producer on the 125, 126 and 130, with the state

licence number and NPN from their producer record in Team → Licensing (11.3); an assignee

with no producer record prints by their name on the team with the numbers blank, and with

nobody assigned the agency owner’s name prints. Reassign the policy — in the header or in

Mirage — and the forms name the new producer at once. Remarks lead with the adverse

underwriting answers and their explanations; a remarks box too small for its text says

“Continued on the Additional Remarks page attached”, and that page is added. Any other

box too small for its value prints what fits ending “… See Remarks”, and the whole value goes

on that form’s remarks page under the box’s name — nothing is cut off. Areas print with

commas (118,000), money with two places when it has cents ($1,234.50), and US phone

numbers as (312) 555-0148, however they were typed.

125 Ticks Commercial general liability whenever a 126 goes (never on a comp-only policy),

names Workers Compensation under Other when a 130 goes, and ticks Umbrella, Boiler &

Machinery, Crime, Cyber, Inland Marine and Business Auto for what was bought on the

Coverages tab — anything bought with no box is listed in remarks. The agency’s legal name,

address, phone and email come from Settings → Letterhead (8.7) — the email is the

letterhead’s, and the owner’s sign-in email only while the letterhead has none. The mailing

address is the applicant’s mailing (or business) address — never the first premises; with

neither it is blank. NATURE OF BUSINESS is ticked from the business type alone, else OTHER

in the business type’s words, and the description of primary operations is the Industry, else

the business type — never the insurance type. An entity given as “Nonprofit LLC” ticks NOT

FOR PROFIT ORG. The policy’s one employee count is not a split, so it prints in the remarks as

a total (“Employees: 24 in total…”); the full- and part-time boxes are filled only from the

comp worksheet’s own split. The status DATE box prints only on a bound policy. POLICY

PREMIUM prints the total only once every ticked line has its premium; until then it stays

blank rather than show part of the price as the whole. ATTACHMENTS ticks only what travels

with it — the schedule of values and the additional premises schedule; ask Bird in Mirage

which supplements a carrier will expect.
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FORM WORTH KNOWING

125 — premises and

history

Each premises prints INTEREST: Owner for a building the insured insures and CITY LIMITS

from the location; its description of operations is the location’s Property use, else its

Tenant type; ANY AREA LEASED TO OTHERS is Y for a Tenant Occupied or Seasonal / Short-

term parcel and otherwise blank; OCCUPIED AREA is blank, because Brella records how full

a building is, not how much of it the applicant occupies. A location’s named insured prints as

an additional named insured; the first premises’ mortgagee prints as the additional interest

and the rest go to remarks. LOSS HISTORY lists the claims recorded in Brella and the losses

the applicant listed in the questionnaire’s loss table — date, line, description, paid, reserved,

open or closed — latest first, the rest in remarks, with TOTAL LOSSES added up; the comp

worksheet’s years with a claim or money are named in the remarks, and “no prior losses” is

ticked only when nothing — no claim, no listed loss, no comp loss year — says otherwise.

PRIOR CARRIER row A is the present insurer the questionnaire names — carrier, policy

number, expiration date and premium, in its line’s column — and the comp worksheet’s years

fill the rows left. Q10 (any judgement or lien) prints N only when the underwriting answer

about judgments and liens is No, and an answer the comp application gives Yes is never

printed No here.

140 Every building gets its own section — buildings past the second print on Additional Premises

pages before the signature page. PROT CL and the burglar alarm are left blank (Brella does

not hold them); % SPRNK is 0 for a building that is not sprinklered and 100 only when the

underwriting answer says the buildings are fully sprinklered, else blank. WIRING comes from

Electrical last updated. ROOF MATERIAL is the roof covering, never its shape, and PRIMARY

HEAT is ticked only for a boiler, or a heat pump as Other — central air or a split system says

how a building is cooled, so the box is left for you. The occupancy description is the

building’s tenant type, else the location’s Property use — never its Property type. The

coverage rows hold every priced line (a line with no limit, or a $0 limit, is never printed — no

“Flood $0”), then each line’s further perils on their own rows with the limit printed once, then

a policy-wide peril on a row of its own — “All coverages, 2%, W/H”. A priced line past the fifth

row prints in that building’s remarks with its limit and every deductible it carries — “Business

Income $250,000 · AOP $5,000”. A peril that still does not fit prints in the page-2 remarks,

beside the property underwriting answers. Occupancy, vacancy and roof shape go in the

building remark, read from the location when the building does not hold them. A building’s

suite prints after the street (“400 N Main St, Suite 101, Tampa, FL 33602”), and the fire alarm

in words (“Central station and local alarm”, “No fire alarm”).

126 An explanation prints only under a “yes”, and one too long for its line continues on the

attached remarks page; an N/A is listed in remarks. Hazards are grouped by location, HAZ #

counted within each, a long class description wraps onto two lines in its row, and a hazard

past the eighth row keeps its basis, exposure and territory in remarks. # APTS and total

apartment area come from the buildings when lodging is yes and every location is an

apartment property; a schedule with shops or offices on it leaves them for you. Hired & non-

owned auto bought on the Coverages tab prints under Other Coverage with “ACORD 137 to

follow”, and the additional-insured endorsement recorded on the Certificates tab prints

under Other Coverages.
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FORM WORTH KNOWING

130 The agency box prints the agency’s legal name with its address on the lines under it, under

the box’s label, and the phone and email from Settings → Letterhead (8.7), as on the 125.

The mailing address is the applicant’s mailing (or business) address, never a premises. Each

location prints once, with its LOC # — street, suite, city and county, then the state beside

its ZIP (“Houston, Harris, TX 77027”); HIGHEST FLOOR is left blank — Brella does not record

which floor the employees work on, and the building’s storeys are not it. A fourth or later

location is named in remarks. NATURE OF BUSINESS is the comp answer, the Industry or the

business type — never the insurance type. Full- and part-time counts, SIC and NAICS sit in

their own columns. LOSS RUN ATTACHED follows the Workers’ comp tab’s answer, or a loss

run on file. Each state, and each further 14 classes, gets its own rating sheet (SHEET 2 OF

3…). The comp line’s premium prints in page 1’s TOTAL ESTIMATED ANNUAL PREMIUM ALL

STATES, and on the rating sheet as well only when that one sheet is the whole policy. A “yes”

prints its explanation on the line under the question; the medical and indemnity

deductibles, the dividend plan and the additional endorsements print in their own boxes;

officers past the fourth and loss years past the fifth are listed in full in remarks. Remarks

carry only the comp-related underwriting answers.

Application The one in the generated set is your curated version, so the set never disagrees with itself:

each location and building as the Property tab holds it now — a suite right after the street,

as every form writes it (“400 N Main St, Suite 101, Tampa, FL 33602”) — intake answers as

corrected (6.1), the agency’s workers’ comp record (“Workers’ compensation — as recorded

by the agency”), locations your team added (“Additional location (added by the agency)”),

the mailing address and start date, and both deductible perils (“AOP $25,000 · W/H 2%”).

The copy filed when the customer submitted stays exactly as they sent it. Both copies are

on your agency’s paper — its legal name from Settings → Letterhead at the top and the foot

of every page, and only a small “Built with Brella OS” under the footer; the Applicant block

prints the FEIN and the entity type; a date answer reads “November 15, 2026”, in a table too

(“January 22, 2025”), and a money column — paid, reserved, incurred, a limit — reads

“$48,500”; a $0 limit is not printed; an answer that matches none of a question’s boxes (an

N/A, an “Other” write-in) is printed rather than dropped; and a question never sits alone at

the foot of a page with its answer overleaf.
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Schedule of values

The SOV workbook has one row per building and 113 columns — location, building, coverage, GL, condition,

premium and contacts — under a heading that names your agency (its legal name from Settings →

Letterhead). Interest Type is Owner; Flood Zone has its own column (the building’s own zone when it has

one, else the lookup’s); Building Address is the location’s address with the building’s suite after the street

(“400 N Main St, Suite 101, Tampa, FL 33602”); Protection Class, Estimated Equity and Year Renovated are

left blank rather than guessed; money cells are numbers you can add up. An amount prints once per what

it counts, so every column adds up to the record’s total: a location’s amounts — # Buildings, Total Units,

Total Bldg Sqft, Lot Sqft, Mortgage Balance, Total Bldg Value and its GL Exposure — on its first building’s

row, and the policy’s premiums, taxes and fees — GL, Umbrella and Flood Premium, Surplus Lines Tax, Broker

Fee, Surplus Broker & Insp and Annual Premium — on the schedule’s first row; the rows after are blank for

them. A fact — the address, the property type and use, the construction — repeats on every row. Market

Value and Land Value are the building’s when entered; the parcel’s prints once, on the location’s first row,

and only when no building of it has its own. A $0 limit is no coverage, so its cell is empty. TIV adds building,

other structure, contents, loss of rent, business income and any line you added — never flood, equipment

breakdown or ordinance or law. The coverage columns for Lakeshore:

BUILDING BUILT STORIES UNITS SQ FT BUILDING CONTENTS LOSS OF
RENT

AOP
DED.

W/H
DED.

TIV

5050 N Sheridan Rd 1932 14 112 118,000 $18,500,000 $250,000 $1,400,000 $25,000 2% $20,150,000

6250 N Kenmore Ave 1969 4 36 38,400 $6,200,000 $75,000 $520,000 $10,000 2% $6,795,000

1100 N Dearborn St 1939 12 88 84,500 $14,750,000 $150,000 $1,100,000 $25,000 2% $16,000,000

7000 N Sheridan Rd 1916 3 24 21,600 $4,800,000 — $360,000 $10,000 2% $5,160,000

Total 260 262,500 $44,250,000 $475,000 $3,380,000 $48,105,000

Every building also carries the GL band — $1M each occurrence, $2M aggregate, class 60010 — and the

wind/hail deductible comes from the policy-wide figure because no line set its own. A Named Storm

Deductible column sits beside the other two; it is blank here because nothing on Lakeshore names one.

5.7

Mirage — every form, before you quote

Mirage, in the header’s Review menu, reads every form a lead goes to quote with — the ACORD 125, 140,

126 and 130, the completed application and the schedule of values — page by page, with the policy’s own

fields beside each page. Type on the left and the form on the right shows it letter by letter. Nothing is filed

while you are in Mirage; finishing files the forms you picked, once, and can move the lead to Quoted. Mirage

replaced the read-only Review.
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Getting Bayside Early Learning Center’s forms ready: every
form drawn — the ACORD 125 and 140, the schedule of values

and the application — and Bird done reading, eight flags, with a
line to keep you company. On the left the policy is read; on the

right the forms stack up as each lands.

Four forms, all ticked, each with its pages, its fields, the blanks

still to fill and its flags.

Open Review in the header and choose Mirage. If a tab still holds a change you have not saved,

Mirage asks Save your changes first? — Save and open Mirage, Discard and open Mirage or

Cancel — because it reads the forms from the saved policy.

1

Getting your forms ready draws every form fresh from the policy and ticks each off as it lands —

“ACORD 125 · 4 pages”, “Schedule of Values · 2 buildings” — while Bird reads them for anything worth a

second look — and under the list a new line every few seconds keeps you company (“Dare not skip

Mirage.”, “Typos fear Mirage.”). Press Continue once the forms are in; Bird never holds you up.

2

Which forms are you sending to quote? lists every form, ticked, with its pages and what it holds —

“52 fields · 1 to fill · 7 flags”. Untick any you are not sending: you read every page of the ones you keep,

and only those are filed. A form you untick stays home, and nothing that goes says otherwise — the

ACORD 125 and the application are drawn again without its line: leave out the 130 and the 125 ticks

no Workers Compensation and prints no comp premium, no WC governing class code and no NCCI

risk ID, and the application has no comp worksheet; leave out the 126 and neither names general

liability; leave out the 140 and the 125 carries no property line; leave out the schedule of values and

the 125 attaches none. The 125 you file is the 125 you previewed. Press Start Mirage.

3

Walk the pages with Next, section by section, fixing as you go.4

At the summary, check what changed and what is left, then press File forms & move to Quoted — or

File forms to file them and leave the stage alone.

5
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The walk

Mirage goes section by section — Applicant & details, then every location and building, General liability,

Workers’ comp, Underwriting questions, Loss history, Lines & premium — and inside each section page

by page, through every page of the picked forms where that section prints. Then the Summary. A section

with nothing left on the forms you picked is not walked: leave out the 130 and the Workers’ comp step

goes, unless the 125 still prints comp facts such as the prior carriers or comp losses; leave out the 126 and

General liability goes, unless the schedule of values still prints its GL band. A step that stays for those

says so under its name — “ACORD 130 left out · on ACORD 125”. A flag about forms you left out, and nothing

that goes, is neither shown nor counted; the picker still counts each form’s own. The steps run down the

left (below), every location and building a step of its own under a Property heading — built for a book of 120

locations and 400 buildings, where Find opens the property as a tree with a search box (an address, a

building’s name or a number), Flagged only, a tick where you have been and a rose dot where a flag is

open; ↑ ↓ and Enter work in the list, and only the rows on screen are drawn, so a long list opens instantly.

The left side is the policy’s own fields set as a plain sheet: a heading for each block, a small caps label over

each value and one quiet line under it — except the Insured, Applicant and Policy blocks, which are

compact rows: the label beside the value, in plain words, each value in a light box of one size. A value tints

when you point at it and its line firms up while you type; each intake answer’s Correct says what you can

change right here. Applicant & details opens on the Insured block, read like a form: under Contact, the

insured’s name, the contact, the email and the phone; under Policy, Coverage (the coverage and business

type — click the box to change them; it sits under its label, the width of the card, so a long one reads on one

line), Assigned to, Effective and Expires. While nobody is assigned, the forms name the agency owner as

the contact and the producer, and the line under Assigned to says so — “Nobody yet — the forms name the

owner, Rosalind Hargrave”. The term saves like Set the term… (5.3): a new effective date fills the expiration

a year later unless you chose it yourself.
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Westbrook Advisory Group’s first page: Applicant & details on the ACORD 125, page 1 — the steps down the left, the policy’s own

fields in the middle, the form on the right. The page opens on its first field, Assigned to; its box here, the contact name, is

outlined.

Next is the one button you need, and it says where it goes — Next: ACORD 125 · page 2, Next section:

Location 1, Review the summary. Back steps back. Between them sits Ask Bird (below). ⌘→ and ⌘←

do the same as Next and Back from anywhere but a box you are typing in.

The steps, down the left, are numbered in the order Next walks them — 1 Applicant & details, then each

location and building under a Property heading, then the rest, and Summary last — each in a circle on

1

2

3

4

5

6

7 8

9 10 11

12
13

14

15

16 17

Where you are — “Step 1 of 7” — and how many steps are

checked

1

The step you are on — a solid green circle; what is left on

it, in words

2

Its pages — the one on screen in green; click any to go

there

3

Property — a heading; each location and building is a

step of its own

4

Guided review — recommended: the forms show only

this step; other steps’ boxes are locked

5

Edit agency letterhead — Settings, in a new tab; Mirage

stays open

6

Every suggestion on the forms7

Bird — on or off for everything Bird does in Mirage8

This page’s fields, blanks and flags — ↑ ↓ step through

them

9

Follow scroll — the form follows this side as you scroll10

A tab for each form you picked, with its pages — the one

on screen underlined

11

The field you are on — its label and dot in green; a dot

beside each field on this page

12

A blue line from the field you are on to an outline round

its box

13

The agency’s own boxes — quiet grey: set in Settings →

Letterhead, not here

14

Each box this step fills, highlighted15

Ask Bird — questions for this page; the answer floats

above

16

Next — the next page, then the next step17
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one line: a tick once you have read it, a dash where the forms you picked print nothing of it. Only the

step you are on is highlighted — a tint and a solid green circle; under each step, in words, what is left on

it — “6 to look at · 1 to fill”, or “All clear” — and a location’s street or a building’s name. The step you are on

lists its pages — “ACORD 125 · page 2”, “Schedule of Values”, “Application · page 3” — the one on screen

marked; click one to go there (a long step shows six around the one on screen and All 11 pages). Click

any step to jump to it; ↑ and ↓ move through the steps and pages from the keyboard. The top says

where you are — “Step 2 of 6”, and “2 of 5 checked” over a rule. A schedule of more than twelve locations

and buildings is one step under Property: the one you are on (“Location 37 of 120 · building 2 of 4”), ‹ › a

whole location at a time, and Find.

Guided review, at the foot of the steps, is the recommended way through, and it is on until you turn it

off (Brella remembers your choice on this computer). On, the form shows only the section you are on —

its boxes, its blanks, its flags — and a box of another section is locked: point at it and its card names its

section and says Guided review gets there in order; click it and Mirage says the same, and nothing

moves. Off, every box with a field behind it is a way in: its card adds “Click to go to Building 1.2”, the click

opens that section with the field focused, and the form shows every section’s blanks and flags.

Edit agency letterhead, under Guided review, opens Settings at the Letterhead card (8.7) in a new tab

— where the agency’s name, address, phone and email that every form prints are changed — and Mirage

stays open where you were, every step you read and every change kept. Come back to it and the form

on screen is drawn again, and each other form when you next open it, so a letterhead you changed is on

the paper. Nothing about the agency is edited on a policy, so the left side does not list it.

At the head of the left side, level with the form’s toolbar, the page’s fields, the ones still to fill and its

flags are counted, and ↑ and ↓ (⌥↑ and ⌥↓ on the keyboard) step through those fields one at a time —

“Field 7 of 13”.

On the left is the policy’s own panel for the section — the tab’s own fields, drawn as a quiet sheet: a plain

heading for each block, a hairline between blocks, a small caps label over each value and one quiet line

under it that firms up while you type — no boxes — so a fix here is a fix on the policy. A small dot beside a

field’s label marks each one printed on this page: the field you are on has its label and dot in green, a

blank the forms want filled says · to fill after its label, and a field a suggestion is about has a rose dot

and a small rose flag after its label. Click a field, or type in it, and it is the one you are on — the blue line,

its box’s highlight on the form and its suggestion follow it, even straight after a save has moved the walk

to another page.

On the right, the form is marked like a highlighter: a soft fill on each box the section fills, stronger on the

field you are on, grey on a blank the record should fill, a soft rose on a flag. Boxes that sit together — an

address on three lines, a city beside its state and ZIP — are marked as one continuous shape, and every

mark sits exactly on its box at any zoom. Each page opens on its first field, and a blue line runs from the

field you are on, across the divider, to a blue outline round its box; focus another field and the form flies

and zooms to its box, and the line follows; if either end is scrolled out of view the line is dashed and a

small Field is above / Box is below button brings it back. Click a box and its field opens on the left —

Mirage opens whichever tab or card holds it. Point at any box and its card names the section it belongs

to, the field and what printed; a box that belongs to another section is locked while Guided review is on

and says so, and with it off adds “Click to go to Building 1.2”, and the click goes there. A box whose value
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is not the policy’s to change — the agency’s name, address, phone and email, and the producer’s name

— gets only a faint grey wash, never the highlighter. Point at one and its card says where it is set, with

the one thing to do: the agency’s boxes read Click to edit in Settings → Letterhead, and the click

opens Settings at the Letterhead card (8.7) in a new tab, Mirage staying open; the contact name is

whoever the policy is assigned to, so it reads Click to change who’s assigned — the click brings up

Assigned to on the left — or, for anyone who is not an Owner or a Manager, “An owner or a manager can

reassign it.”

The form’s toolbar has a tab for every form you picked, with its pages — “125 5p · 140 6p · 126 4p · SOV ·

Application 10p” — the one on screen underlined and the ones this section prints nothing on fainter;

then “Page 2 of 5”, counted as the form scrolls; then − / + and Fit. Click a tab to look at another form.

Whenever the form on screen is not where the walk is — another form, or a page you scrolled to — ↩
Back to 125 p2 floats at the form’s top right; the form never jumps back by itself, and Next or Back

carries on with the walk.

Follow scroll, in the left side’s head (off until you turn it on; Brella remembers your choice on this

computer), makes the form follow the left side: small ticks mark a reading line a quarter of the way

down, the field at that line becomes the one you are on as you scroll, and the form moves to its box

without changing the zoom — only when the box is not already in view. Scrolling or zooming the form

yourself holds it off for a moment, and it catches up when you let go, so it never fights your hand.

Some boxes can be filled by more than one field — the 125’s description of operations at a premises

prints its Property use, or, while that is empty, its Tenant type; an insured’s name is the business name,

or the contact’s. When a box prints the second choice, Mirage says so twice: its card reads “Property

use is empty — filled, it prints here instead.”, and under the empty field on the left a line says what the

form shows in its place — “Empty — the 125 shows “Commercial - Office” from Tenant type”. A field whose

own line already says it — Industry’s “The 125 prints Day Care Centers”, where a tap fills it in — says it

there, once. Nothing is filled in for you: the left side simply never looks blank where the form is not. A

click on such a box goes to the field that printed it.

Every letter you type on the left is on the form at once, in the form’s own type, in its own box; a Yes / No,

a dropdown pick or a tick flips its box the moment you choose. From the moment you leave the field (or

pick) until the form has been drawn again with it, everything it prints breathes — its boxes on the form,

its dot and “· updating” after its label on the left — and a suggestion on it changes to “Checking your

change — the form is being drawn again…” instead of offering Use or Dismiss. Once the new drawing

lands, Mirage asks the record’s own checks again — so a fix that settles a suggestion on another field

takes that one away too, and a change that creates a contradiction raises one. A suggestion on the

card that your save settled says Resolved · <field> for a moment, its sentence struck through, then

goes. Bird’s own suggestions step aside when a value they are about changes, and Bird reads the forms

again at the Summary. Leave the field (or press Enter) and it saves: the form is drawn again — Updated

in the toolbar — and the new drawing takes the place of your typing without a flicker. If a save fails, the

form keeps what was saved and the field says why. Underwriting answers save one by one inside

Mirage; the tab keeps its Save underwriting. An intake answer that is wrong on the forms is corrected

here: Applicant & details lists every one with Correct (6.1).
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Underwriting questions the record already answers are not asked again. Under a question nobody has

answered, Mirage shows what the intake or the buildings say about it — “From intake · No · “Are there any

animals on the premises?” No”, or “The buildings say · No · All 3 buildings: not sprinklered” — and the

answer in that line is one tap: No writes the answer, with its explanation in the record’s own words when

that answer needs one (“From the intake: …”), and the activity log records both. If the record has

changed since — the question answered, the intake corrected, a building changed — it writes nothing. It

is offered only where the logic carries: an intake question counts only by its exact wording, and only for

the answer it settles (a swimming pool on the premises answers Yes to “pool, playground or trampoline”,

never No); the buildings answer only when every one of them records the fact the same way, and to

“fully sprinklered” and “fire and burglar alarms centrally monitored” only No — a building marked

sprinklered is not a fully sprinklered one, and the buildings record the fire alarm, not the burglar alarm.

Two sources that disagree offer nothing, and prior losses are never offered: that answer is the insured’s

to give. These lines are not flags and are never counted as one; the Underwriting tab itself does not

show them.

Lines & premium holds the Policy block — carrier, policy number, the policy-wide deductible, the

surplus lines tax and broker fee — the lines sold, and the coverage decisions (4.6).

The × at the top right closes Mirage, and nothing is filed. Esc never closes it, so closing a menu cannot

throw a walk away.
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Bayside on the ACORD 125: ↓ has stepped to the SIC code — field 7 of 13 — and the form has flown to its box and zoomed in. Above
it, Industry is empty, so the 125 prints the business type there — the line under it says so, and a tap on Day Care Centers fills it in.

1 2

3

4 5 6 7

Field 7 of 13 — ↑ ↓ step through the page’s fields1

Flown to and zoomed: 238%2

Industry is empty: the 125 prints the business type — a

tap fills it in

3

The field you are on — its label and dot in green4

A blue line from the field you are on to an outline round

its box

5

Its box on the form, flown to: a stronger fill6

A blank the record should fill: grey7
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Guided review on Westbrook’s first building, ACORD 125 page 1: the form marks only Building 1.1’s boxes. Pointing at the insured’s

name — a box of Applicant & details — shows its card: locked, and Guided review gets there in order; a click there moves nothing.

1

2

3

A box of another step — locked: its card says Guided

review gets there in order

1

The step you are on — the form marks only its boxes2

Guided review — on; turn it off and every box is a way to

its step

3
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Rosalind retyping Bayside’s FEIN: “36-44718”, half typed, is already in the FEIN box of the ACORD 125, in the form’s own type.

Leaving the field saves it.

1

2

Typing on the left…1 …is on the form as you type2
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Westbrook’s Location 1 on the ACORD 125, page 2. The premises’ description of operations prints the location’s Property use —

empty here — or else its Tenant type: the box’s card says “Property use is empty — filled, it prints here instead.”, and under

Property use the left side says what the 125 shows in its place, and from Tenant type.

1

2

3

The empty field — what the form shows in its place, and

from which field

1

The field that printed it2

The box — its card names the field that printed, and the

empty one that would print instead

3
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Westbrook’s Building 1.1: its number of stories changed from 5 to 7 under Bird’s suggestion that the location says 7 and the

building 5. Until the ACORD 140 is drawn again, the field says · updating, its box on the form breathes with the new value, the

toolbar says Updating…, and the suggestion waits — “Checking your change — the form is being drawn again…”. Once it is drawn,
the card says Resolved · Number of stories for a moment, the sentence struck through, and the suggestion goes.

1

2

3

4

The field you changed — “· updating”, its dot breathing1

Its box on the form breathes until the form is drawn

again with it

2

Updating…3

The suggestion it answers waits: “Checking your

change…”

4
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Bayside’s Underwriting step: nobody has answered “Any dogs or other animals kept on the premises?”, but Simone answered “Are

there any animals on the premises?” No at intake — so Mirage says so under the question, and No writes it.

Bird in Mirage

Everything Bird does in Mirage follows the Bird switch in its header: off, there is no Bird anywhere in Mirage

— no suggestions of Bird’s, no Ask Bird bar, no Public facts card — and the checks that need no Bird still run.

On, Ask Bird sits in the footer between Back and Next — “Ask Bird about this page…” — and, when you point

at it or click into it, offers questions for the page you are on — Fill the blanks in this section when the

section has any, Check this field for the field you are on, what is wrong on this page, explain the field, is

anything contradicted elsewhere, and on Applicant & details “Find the missing FEIN, SIC, NAICS and GL

class” — or type your own. The answer floats just above the footer, over the form, without a window or

leaving Mirage; the suggested questions step aside while it is up, the same bar takes a follow-up, and ×

hides it. What a click cannot do — a locked box, a value set elsewhere — is said for a moment just above the

bar. Bird knows the section, form, page and field you are on, and which boxes are still blank.

Bird fills the left side itself. Asked to fill the blanks, it looks each one up — the public record, the property

lookup, the documents on file, or what you tell it (“the lot is 9,800 sq ft”) — writes what a source gives into

its field, and says which blanks it could not fill and why. Asked to check a field, it reads it against the forms

and the record and corrects it when it is wrong. For the applicant’s public facts it says Searching the

1

2

The question, still unanswered1 What the record already says — here the applicant’s own

answer at intake. Its No writes the answer, with its

explanation when that answer needs one, and logs it

2
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web…, fills what a source states outright, offers the likely ones as choices, and says plainly what is not

public. Whenever Bird fills or changes a field while Mirage is open — asked from this bar, or by a suggestion’s

Use — the left side and the forms update by themselves, and the fields that changed flash once on both

sides.

Suggestions — advice, not errors

Bird reads the forms as they are drawn and flags what looks wrong: answers that contradict each other, a

figure that is implausible, wording a carrier would query — never a blank; the grey marks show those. Brella’s

own checks flag the contradictions they can see for themselves, such as an alarm answer a building

disagrees with, or an insured named “… Corp.” whose entity type says LLC, and those stay even with Bird

switched off. Each flag is a suggestion, and advice, so it is a soft rose — never red, which is kept for

something that actually went wrong, such as a form that could not be drawn or a save that failed. On the

left, a field a suggestion is about has a rose dot and a small rose flag after its label; on the form, its box has

a soft rose wash.

A suggestion shows in one card docked at the foot of the left side, below the fields — it never covers

one, and nothing on the left moves when it comes or goes. It opens when the field you are on has a

suggestion, and when you click a rose box on the form. Its head says who suggests it — Bird suggests,

or Mirage suggests for one of Brella’s own checks — and which field it is about; click the field’s name to

go back to it. When the section has more than one, “1 of 3” and ‹ › step through them, each step going

to its field, and the form follows.

Under the head, the whole sentence — three lines, then More for a longer one (Less brings the buttons

back) — and what you can do: Use “…” when Bird has the corrected value and you can edit the policy

(Set Building limit to “…” when the value goes in another field), Dismiss, and, for an Owner or a

Manager, Always — Bird remembers.

The card’s × folds it to one line — “Bird suggests · Insured name — Insured name is all lowercase…”, with “1

of 3” when there are more. It stays a line on every suggestion until you click the line to open it again, and

Brella remembers that on this computer. × only folds the card; it resolves nothing.

With Guided review off, a rose box whose suggestion is about another section shows too; click it and its

card opens over the form instead, with the same words and buttons; its × or Escape closes it. With

Guided review on, another section’s suggestions wait for its turn — the chip in the header still lists them

all.

When Bird is sure what a value should be — a typo, a malformed email, phone, FEIN or ZIP, capitals where

they belong, a year with its digits swapped — its suggestion carries the corrected value: Use “Ferrante

& Sons Motors LLC”. Use writes it into the field, the forms are drawn again, the suggestion goes, and

the activity log records the change. If the field has changed since Bird read it, Use refuses and says so

in the card — it never writes over a later change. A contradiction Bird cannot settle has no Use; that one

is yours.

The chip in the header (“13 to look at”, or No suggestions) lists every open suggestion on the forms:

what kind (Contradiction, Looks wrong, Wording), who raised it (Bird, or a Check), and Use “…” · Go to

field · Dismiss · Always — Bird remembers.
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A Contradiction is always two fields whose values disagree: Bird never raises one where the values

agree once the format is set aside (“$54,700” and “54700.00”), and a suggestion about one field alone

is Looks wrong — an implausible value — never a contradiction. A long sentence ends at a whole word

with “…”, never in the middle of one. A suggestion Bird raises on exactly the fields and values one of

Brella’s checks already raises shows once, as the check’s.

Dismiss says the value is fine as it is, on this policy — kept with who and when, until a value it is about

changes. It stays dismissed when Bird reads the forms again, however Bird words or classes the

problem the next time. What Bird found stands the same way: a change anywhere on the record has

Bird read the forms again, and that reading adds to the list — a suggestion goes when you fix, dismiss or

change what it is about, never because Bird read again. A suggestion that calls its own finding fine

(“plausible — no issue”) is never shown. Bird shows up to 12 open suggestions on a policy, and a

dismissed one never takes one of those places: dismissing makes room for the next. Always — Bird

remembers does that and also keeps one sentence in Settings → What Bird remembers (9.4), such as

“Mirage: "Agency" = "HighFair Insurance Agency, LLC" is correct for this agency — do not flag it again.”,

and Mirage says “Bird will remember — it won’t raise this again on any of the agency’s policies.” A

suggestion about the agency’s own boxes — its name, address, phone, email or producer — then never

appears on any policy of the agency while those values stay the same; any other, Bird simply knows not

to raise. Resolved suggestions fold away under the chip’s list — “Resolved by Rosalind Hargrave · Oct 7,

2026 · 9:22 PM” — each with Restore, which brings back one dismissed on this policy. To lift an Always,

delete its sentence in Settings → What Bird remembers.

The Bird switch beside the chip turns Bird’s suggestions off and on, and Brella remembers your choice

on this computer. Off, Bird is not asked at all.

General liability asked for, none on the record. When the applicant said yes to general liability at intake,

or gave CGL limits in the questionnaire, or GL is marked Purchased on the Coverages tab or sold as a line —

and the policy holds no GL limits and nobody declined it — Mirage walks a General liability section even

though no ACORD 126 is made: its left side is the Liability tab’s question with Add general liability, and

Mirage suggests “General liability: asked for at intake ($1,000,000 each occurrence / $2,000,000

aggregate); no limits on the record, so the ACORD 126 won’t be made”. The suggestion shows on Applicant

& details and Lines & premium too. Where the questionnaire gave the limits, Use the applicant’s limits

writes them all onto the Liability tab in one click, each on the activity log; the ACORD 126 is then made, and

it is ticked under Forms to file at the Summary. Nothing adds GL by itself — without limits from the

applicant, record them on the Liability tab, or record the decline on Coverages.
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A rose box on Westbrook’s ACORD 125, clicked: Bird sees the occupancy print as “Y” on some forms and “Tenant Occupied” on

others. Its suggestion opens in the card at the foot of the left side — Bird suggests · Location 1 · Occupancy type, 5 of 5 on this

step — the field comes into view with its label in green, and the blue line runs to the box.

1

2

3 4 5

6

The box you clicked — outlined in blue, its wash rose1

The field it is about — brought into view, its label in green2

Who suggests it, and the field it is about — click to go

back to it

3

5 of 5 — ‹ › step to the next, and its field4

× folds the card to one line5

Dismiss · Always — Bird remembers6
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Ferrante & Sons Motors, its name typed in lower case for this picture: Bird’s suggestion in the card docked below the fields — Bird

suggests · Insured name, the whole sentence, then Use “Ferrante & Sons Motors LLC”, Dismiss and Always — Bird remembers

— and the name’s box on the 125 washed rose.

1

2

3

4

5

6

A field a suggestion is about — a small rose flag after its

label

1

Bird suggests · the field — click its name to go back to it2

The whole sentence — three lines, then More3

Use — Bird’s corrected value, written into the field4

× folds the card to one line5

The box it is about — a soft rose wash6
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After Use: the name is corrected on the left and on every form, both flash once, the card goes — no other suggestion on this step

— and one fewer is left: “4 to look at”. The activity log reads “Changed the insured’s name from ferrante & sons motors llc to
Ferrante & Sons Motors LLC”.

1

2

3

The field, with Bird’s value1

Its box on the form, redrawn2

One fewer — 4 to look at3
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The chip’s list on Westbrook: every open suggestion, its kind

and who raised it, and what you can do with each — with Use

“…” too when Bird has the corrected value.

The card folded with its ×: one line — who suggests it, the field
and the start of the sentence. Click the line to open the card

again.

The agency’s name on the 125 is set in Settings → Letterhead, not on the policy:

its card names the step, says where it is set, and a click opens it in a new tab.

1

2

3

The chip — 9 to look at1

What kind, and who

suggests it

2

Go to field · Dismiss ·

Always — Bird

remembers

3

1

Click the line to open

the card again

1
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Location 1 on the schedule of values, walked as the grid the carrier gets — Schedule of Values marked in the step’s pages. The

page opens on its first field, the location’s named insured: empty, so the schedule prints the policy’s insured in its cell, and the left

side says so.

The summary, and filing

The Summary — the last stop on the map, or Review the summary at the end of the walk — shows What

changed on the forms (each change once, with what it printed before and after, on each form — matched

by its field, not its page, so a building added that pushes later boxes onto the next page is not read as

boxes emptied and filled; a box that several fields fill — a remarks box, a total — is named as the box, one

line for it, not one per field), the Flags still open and the ones resolved, what is Still blank — each with its

fix and Go to — and the Forms to file, where you can still untick one — the 125 and the application are then

drawn again without it, and What changed shows the difference; a form your changes in Mirage brought

into being, such as the ACORD 126 once GL’s limits are recorded, joins them ticked. Keep going goes back

to the walk.

1

2

3

4

5

15 fields · 1 to fill · 6 flags on this page1

The page on screen, in the step’s list2

The SOV’s tab, underlined3

The field you are on — empty: the schedule prints the

policy’s insured, and the left side says so

4

Its cell on the schedule of values5
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Bayside’s summary: nothing changed on the forms this time, eight suggestions open, fourteen blanks left, four forms to file — File

forms, or File forms & move to Quoted on a lead.

File forms & move to Quoted files the picked forms and moves the lead to Quoted in one step; File forms

files them and leaves the stage alone — on a policy already quoted or bound it is the only button. Each form

is filed once, as a new version on the Documents tab marked Mirage (5.5), with the earlier versions kept,

and the activity log reads “Went through the policy in Mirage and filed 4 forms”, naming them.

1 2

3

4

5 6 7

What changed on the forms — before → after, form by

form

1

Flags still open, and the resolved ones2

Still blank — each with Go to3

Forms to file — untick any4

Keep going — back to the walk5

Ask Bird about the policy6

File forms — on a lead, File forms & move to Quoted

beside it

7
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5.8

Proposals — today against each quote

A proposal is what you send the client before they decide: what they pay today, what each carrier quoted,

and what each line covers — as one PDF on your letterhead. It works on a lead, at renewal and in the middle

of a term. Open it from the header’s Tools menu → Proposal, or from a lead’s preview on Leads (Proposal,

beside Resend onboarding). It is one dialog with four steps down the left — Quotes, Today, Pages,

Generate — and Proposals, the ones already made, under them. Every change saves itself a moment later

(“Saved” at the foot); until you change something the footer says “Prefilled from the record — not saved

yet”.

Lakeshore’s Tools menu: Remind me, Proposal, Application

and — for an Owner or a Manager — Move to a client.

A lead’s preview on Leads: Proposal in the footer’s row of
actions, between Remind me and Open full policy.

1 · Quotes — let Bird read the carrier’s quote

Drop a carrier’s quote PDF on the box, or Choose PDF. Bird reads it — Early beta — and fills in an option for

you to check: its name, each line with its carrier, writing company, admitted or not and premium, the date

the quote lapses — and a few sentences on what it read but could not place (a blanket limit not tied to a

building, fees printed as separate items, an umbrella limit that does not say per occurrence or aggregate).

The PDF is filed on the policy under Carrier quote, for your agency only. Add an option by hand adds a

blank one; a proposal compares up to four.
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Velocity Risk’s quote as Bird read it into Option 1: three lines on Lloyd’s Syndicate 2623 paper, non-admitted, $227,740 with taxes
and fees.

Each option has a name, its lines (Add a line for another), Taxes & fees and your Broker fee — printed

beside the premium, never folded into it — Valid until and a Note to the client (“Wind/hail deductible

drops to 2%”), which prints under the option. Its Total is worked out as you type.

Recommended marks the option the proposal leads with — one at most. With none marked, the lowest

total leads.

Attach the carrier’s PDF to the proposal appends the carrier’s own quote, whole, behind a divider

page. Untick it to leave it out.

Check what Bird read. Taxes and fees printed as separate items are left blank for you to add up; a figure

it could not place is said in its notes, not guessed.
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Two options: Velocity Risk, recommended, with its taxes and fees, valid until October 30; and the Northwind renewal, typed by
hand.

2 · Today — what they pay now

The column every option is measured against: its heading (“2026–27”, “Current”, “Expiring”), the current

carrier, and a premium per line. It starts from the lines already recorded on the policy; add a line or change a

figure. Leave a premium blank when you do not know it — the proposal prints “—”, never a guess. A new

client’s proposal can stand with no comparison at all.
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Lakeshore today: Commercial Property $168,900, General Liability $11,400 and an umbrella at $8,200 — $188,500 with Northwind.

3 · Pages — what it says

The title (“Renewal Proposal”), and the pages: the cover always prints; untick any other to leave it out.

Welcome & your team (your note — the box beneath the list — and who looks after them), Proposal at a

glance, Premium comparison (a chart and the table behind it), Coverage summary (limits, deductibles

and the paper behind each line), Schedule of locations, Coverages to consider (what you offered this

term that they declined or have not decided, from the Coverages tab, 4.6 — the decision only, never the

reason you recorded; a coverage nobody has answered, one marked Not offered, and one the proposal or

the policy already includes are left out), Notices & compensation (the disclaimer, how your agency is paid,

and the surplus lines notice when a line is non-admitted), Acceptance & signature, and Carrier quotes

(appended). Show the premium per square foot adds a per-square-foot row when the buildings’ area is

on the record. On the right, today’s total, the leading option’s and the change — premium against premium,

because today’s column has no taxes or fees. An option that leaves out a line they have today says so

beside its saving.
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The pages, all ticked, and the comparison on the right, premium against premium: $188,500 today, $216,500 for Velocity Risk —
+$28,000 (+14.9%).

4 · Generate — Light or Dark, and Mirage first?

Two questions every time — nothing is picked for you. Which version? Light (white paper, forest green —

prints well and reads as a document) or Dark (charcoal with one short neon rule — made for the screen);

the pages are the same. Review it in Mirage first? Yes — open Mirage reads the proposal there before it is

made; No — generate now makes it straight away. Then Share with the client when it’s ready: ticked, it

goes in the client’s portal and they are notified and emailed as soon as it is made; left unticked, you look at

it first and share it from the list.
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Generate: Light, no Mirage, and shared with Lakeshore as soon as it is ready.

With Mirage, the button reads Review in Mirage. Mirage opens on the proposal alone — Mirage · Proposal

— and walks it page by page: the rail down the left reads Pages, a row for each page with the part of the

policy whose fields sit beside it — Page 1 · Applicant & details … Page 8 · Location 1 — and Summary at the

end. Next: page 2 moves on. A figure that is wrong is fixed on the record and the page redraws (5.7). The

summary reads Ready to generate the proposal, lists what changed on the proposal, the flags and blanks,

and the proposal under To generate; its last step is Generate proposal instead of File forms. × closes

Mirage and nothing is made.
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Mirage on Westbrook’s proposal, walked page by page: page 1

of 8, the cover, its insured’s name traced to the field it came

from — one tab, Proposal 8p, and the pages down the left,
each with the part of the policy beside it.

The summary: nothing changed on the proposal, the proposal

under To generate, and Generate proposal.

It is made on the server

Generating happens on Brella’s side, so you can close the dialog the moment you press it: the proposal

shows in Proposals as “Rendering — you can close this; the bell says when it’s ready”, and your bell says

Proposal ready when it is (with “shared with …” when you ticked Share). Opening the dialog again while one

is rendering lands on the list.

The proposals list — Open and Share

Every proposal made on the policy, newest first: its title, Light or Dark, when and by whom, and “Ready · 11

pages · not shared” or “Shared Oct 7, 2026 · 7:59 PM”. Open reads it right there in the dialog (New tab to

take it out; ← Proposals goes back). Share asks “Put it in Lakeshore Residential Holdings LLC’s portal and

notify them?” — Share again puts it in their portal, rings their bell and emails them the PDF. A client with no

portal login yet is emailed an invitation link to see it. Nothing reaches the client until someone shares it.

Six proposals on Lakeshore — two shared, four only the agency

has seen.

Open reads the proposal in the dialog.
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Each proposal is filed on the policy’s Documents under Proposal as a new version, the newest Current,

the earlier ones folded under it (5.5) — and it is there the moment it is filed, with no reload, even if

Documents was open while it rendered. Only the shared ones are in the client’s portal; the carrier quotes

Bird read stay agency-only under Carrier quote. Each version the client cannot see carries a small lock and

Agency only in the list, and a proposal loses it once you share it.

File → Documents: Lakeshore’s proposals as versions of one document, under Proposal. Agency only marks every version
Lakeshore cannot see; the shared ones carry no badge.

What the client gets

A cover with the insured’s name, the proposed term, the annual premium and the change against today; a

welcome page in your words with the people who look after them; at a glance — today, the proposed

option and the difference, the lines and who writes each, and every option compared; the premium

comparison chart and table (with per square foot when asked); what each policy covers; the schedule of

locations; the coverages they have not bought; the notices; an acceptance page to tick an option and

sign; and the carriers’ own quotes, each behind a divider page that lists that quote’s lines and premiums.

The premium change is premium against premium, with taxes, fees and your broker fee shown beside it; an

option that leaves out a line they have today says so. Every figure comes from the dialog and the record.
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The cover, Light. Premium comparison: today against

each option, line by line.

The same cover, Dark: your agency’s

name in place of the logo.

A proposal made somewhere else

A proposal you made outside Brella — a wholesaler’s, or your own from before — goes on the policy through

File → Documents → Add a document. A file named like a proposal is filed under Proposal by itself. An

uploaded document is the client’s to see: it is in their portal at once and their bell says you added it.

Nakashima Transport: the proposal made in Brella (agency-only until shared) and one uploaded from a wholesaler, both under

Proposal, above the completed application.

BRELLA OS · AGENCY GUIDE 97



P A R T  0 6

A restaurant, with
payroll
Juniper & Rye arrived through the restaurant questionnaire with 24

employees. We re-file it as a business owner’s policy, complete the

comp worksheet, rate GL on sales, and let Bird do the typing —

including catching a contradiction.

Reading a questionnaire lead

Re-filing coverage

The workers’ comp worksheet

GL rated on sales

Bird fills the underwriting — and pushes back

The premises, coverages and forms
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6.1

A questionnaire lead

Risk → Details lists every intake question in the questionnaire’s order, with the ones left blank shown as

“Not answered” — the heading counts them: “Intake answers · 49 of 127 answered”. A questionnaire lead

arrives without a coverage line (the business type decides the questions, not the line) — so until you file it

the Risk tabs are Details, Property — which asks whether the policy also covers a property the business

owns (4.1) — Liability, Underwriting, Coverages and Questions, plus Workers’ comp because Daniel’s payroll

is already on the worksheet. (Had Daniel answered Yes to “Do you also want to cover a property you own?”

at the end of his questionnaire, it would have arrived filed as Commercial Property with his building already

on the Property tab.)

Daniel’s intake answers on Details: 49 of 127 answered.

An answer that is wrong on the forms — a figure the applicant mistyped, a Yes that should be No — is

corrected on the Details tab, or in Mirage’s Applicant & details section (5.7): every intake answer has

Correct. Pick Yes or No; pick from the question’s own list (several can be ticked where the question allows
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more than one, then Save); or type the right answer and press Enter. The answer then reads Corrected ·

<who> · <date>, with “Applicant said: …” under it, and every form that goes out prints the correction. The

application the applicant submitted keeps what they said, and the activity log keeps both.

6.2

Re-file the coverage

Click the coverage label under the reference to open What this policy is filed as: the coverage decides the

tabs; the business type decides the class codes. Pick with the mouse or the keyboard, then Save; Esc or a

click outside closes it without saving. Filing Juniper & Rye as a Business Owner’s Policy turns Property

from the question into the schedule itself.

The coverage list.

Workers’ comp, already holding Daniel’s payroll: the class codes

in full, headcounts, SIC and NAICS.

6.3

The workers’ comp worksheet

Everything Daniel entered in the application — state, class rows, headcounts, payroll — is already on the

worksheet: $670K payroll, 24 employees, 2 class codes. A row with a description code — the suffix some

states put on a class code — shows a Descr column too. What is left is what a carrier asks that an applicant

rarely knows:

Owners, officers and working relatives — each one included or excluded, with duties, ownership %,

class and pay. More fields adds date of birth, state (a picker) and location # as columns, beside the

name and the class code; each prints on the ACORD 130, and one a person already has (from the

application) shows on its own. Daniel is included at $85,000 under 9082, born 03/12/1984, in Illinois at

location 1.
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Experience modification — rated or not, and if not, why (“premium below the state eligibility

threshold”). A rated mod takes its rating effective date, the NCCI Risk ID or another bureau’s id, and the

Rating bureau, when not NCCI (WCIRB, NYCIRB…).

Prior carriers and losses — five years, every year — and Loss runs attached (Yes / No). Left unset, a

loss run filed on the policy counts as attached on the ACORD 130. The ACORD 125 prints the latest years

in its PRIOR CARRIER rows, after the present insurer the questionnaire names, and names each year

with a claim, a payment or a reserve in its remarks, its money counted in TOTAL LOSSES.

Coverage requested — employers’ liability limits (each accident / disease-policy / disease-each

employee), Part 1 and Part 3 states, and the lines asked for: Part 1, Part 2, Part 3, U.S.L. & H., Voluntary

Compensation and the rest. Each line asked for has a Limit (“Statutory”, “$1M / $1M / $1M”) and a Note,

both printed in the 130’s remarks. Monopolistic states (ND, OH, WA, WY) are flagged: only stop-gap can

be written there.

Other facts on the ACORD 130 — the employer’s NCCI Risk ID and any other bureau or state

registration id, the state with the highest payroll (every state in the worksheet — on a payroll row, an

officer or here — is picked from a list and stored as its two-letter code, which is what the form’s state

sheets and the monopolistic-state check read), the medical and indemnity deductibles, the assigned-

risk plan, an ownership change in the last five years, common ownership with another entity, where

payroll records are kept, and notes for the 130’s remarks. What the applicant answered at intake is

already in them.

A cell saves when you leave it and never locks while it saves, so you can carry straight on to the next.
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The completed worksheet for Juniper & Rye: payroll by class code, Daniel included at $85,000, and the experience mod.
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Further down: Parts 1, 2 and 3 asked for, each with its limit, and the other facts the ACORD 130 prints.

More fields: date of birth, state and location #, each saying
where it prints on the ACORD 130. A field somebody already

holds stays on and says how many people have one.
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6.4

GL rated on sales

Restaurant liability is rated on sales, not area. On the Liability tab the hazard row takes class 16910

(restaurants with alcohol under 30% of receipts, table service), basis S — Gross sales (per $1,000),

exposure $2,150,000 — the applicant’s own estimate.

The hazard row for 1560 N Milwaukee Ave.

6.5

Bird fills the underwriting — and pushes back

Rosalind asked Bird to fill the applicant block from what Daniel told them, set a $2,500 AOP deductible, and

answer the fifteen questions: one loss, “everything else No”. Bird read Daniel’s completed application to

find his description of operations — and found something else:

His application says he does hire subcontractors ($18k/year, COIs required). You said

“everything else No” — should the subcontractors answer stay No as instructed, or
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should I flip it to Yes to match his application?

Bird asks, recommending the answer that matches the
application.

Done: entity, operations, SIC, NAICS, GL class, revenue, payroll,
FEIN, deductible and all fifteen answers.

BIRD An underwriter who saw “subcontractors: No” on the 125 and “$18,000 of subcontracted

work” in the application would come back with a question — or a declination. Bird checks

your instruction against the file before it writes.

Brella holds Bird to the same line. An underwriting answer the buildings’ records contradict, a SIC, NAICS or

GL class its sources only rate likely, or a figure nobody gave it — a deductible copied from another building

— is not saved: Bird asks once, with the evidence (“The buildings’ records say No: Building 1 · 3592 E Market

St: roof updated 1987…”), and saves what you choose. Once you have answered, it does not ask about that

field again.
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6.6

Premises, coverages and the forms

Bird then added the premises — a 3,400 sq ft ground-floor lease in a 1937 masonry building — with BPP

$185,000 and business income $300,000, and pointed the GL hazard at it. The coverage record was

completed (EPLI, equipment breakdown, hired & non-owned auto purchased; cyber, flood and umbrella

declined with reasons), the term set to November 15, 2026, and Generate forms produced four ACORDs.

ACORD 125, 140, 126 and 130 for Juniper & Rye.
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ACORD 130 rating worksheet: Illinois, 9082 at $612,000 and 8810 at $58,000 — headcounts, SIC and

NAICS in their own columns — with the experience-rating remark and the comp-related underwriting

answers.

BRELLA OS · AGENCY GUIDE 107



P A R T  0 7

Servicing
What happens during the term: certificates, claims, mid-term

changes and reminders.

Certificates and the endorsement rule

Claims

Changes — raised by you or by the customer

Remind me

Carrier and policy number
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7.1

Certificates

Servicing → Certificates keeps every certificate holder, what each requires, and every certificate ever

issued — each reissue is added, never replaced. A holder shows its latest certificate with the day, the time,

why (initial, re-issue, renewal) and who issued it; N earlier issues opens every one before it. A holder you

no longer certify to is archived, not deleted: it leaves the list, and every certificate issued to it stays on file.
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Adding a lender as mortgagee on Ellsworth Storage Partners: its loan
number, and the premises it lends on — 9582 W Fulton Market.

Add holder — name (ISAOA/ATIMA for a

lender), email, notice of cancellation

days, address (no certificate is issued

without one), the holder’s interest

(none, mortgagee, loss payee or

lender’s loss payable — on a policy with

property it means the ACORD 28, which

ticks Mortgagee only where the

schedule names that holder as

mortgagee and otherwise states the

interest in its remarks), what it relates

to under Re (a contract, a job), and

what they require: additional insured,

waiver of subrogation, primary & non-

contributory. For a lender’s interest two

more appear: Loan number (the

ACORD 28’s loan number box) and

Premises — the locations this lender’s

evidence is for. Pick none and it covers

the premises where the schedule

names the lender as mortgagee, else

every premises.

1

The pencil on a holder’s row edits it —

any field, a loan number or the

premises included; clear a box to

remove it.

2
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Not on the certificates yet. A certificate prints each line from Lines sold (5.4). When the record knows of

a line a certificate would leave out or print half-blank, a card above the holders says so before anyone

Issue produces the certificate on the

form the row shows and files it in

Documents — the customer sees it in

their portal. It waits, greyed, on a holder

with no address, and an ACORD 28 that

would name no insurer and no policy

number, or show no building or

contents limit, is refused with the

reason. A certificate states that cover

is in force, so none is issued on a lead, a

quote, or a cancelled or expired policy

— Issue says why, and Reissue all

issues nothing. You sign it: the

authorized representative is the person

who issued it. It is dated on your

agency’s clock (or, before that is set,

the clock of the browser that issued it),

and carries its own certificate number

— the policy’s reference and a code for

the holder, “BRL-GN9TAU-FA5390” —

with a revision number that counts the

reissues to that holder.

3

Send e-mails the holder its current

certificate, the PDF attached, to the e-

mail on the holder, from your agency —

a reply comes to you. It asks first (an e-

mail cannot be called back), then the

row says when it went and to whom

(“Sent Oct 15, 2026 · 6:13 AM to

loan.servicing@example.com”), and the

policy’s activity logs every send. Issuing

alone files the certificate; Send is what

puts it in the holder’s hands.

4

Reissue all reissues to every holder, for

example after a renewal or once a

policy number arrives.

5
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issues: a line read from the policy’s premium but never recorded (“Umbrella / Excess: not recorded in Lines

sold, so the certificate leaves it out”), a recorded line missing its insurer, policy number or limits — an

umbrella’s, an auto line’s and its covered autos, comp’s employer’s liability — and a coverage marked

Purchased on the Coverages record (4.6) that no line carries. Edit lines sold opens the lines right there;

save, and the card says what is left, or goes.

Radcliffe Shine Co. carries a $9,400 umbrella premium, but its lines were never recorded — so the card says the certificate would
leave the umbrella out. Edit lines sold records it with its insurer, policy number and limits.

Which form. A certificate is the licensed ACORD 25 — Certificate of Liability Insurance. A holder with an

interest in the property — mortgagee, loss payee or lender’s loss payable — on a policy that carries property

gets the ACORD 28 — Evidence of Commercial Property Insurance, the form a lender asks for. Each

holder’s row says which before you press anything: on a policy with property it has an ACORD 25 | ACORD

28 switch, set to the right form for that holder, which you can flip for one issue (it is not kept); on a policy

without property it reads “Issues as an ACORD 25”. Every issue in the history names its form — “ACORD 28 ·

Re-issue · Rosalind Hargrave”. A certificate issued before October 9, 2026 was a Brella certificate and still

opens as one.

The endorsement rule

A certificate never makes anyone an additional insured — only an endorsement does. So a holder that

requires AI shows Endorsement not on file until someone records the endorsement itself on the policy

(Endorsement on the policy → Record, e.g. CG 20 11 04 13 ). A file merely named like an endorsement

never counts.
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Ellsworth Storage Partners’ property manager, Summit Realty Trust, requires AI and a waiver. With CG 20 11 recorded:

“Endorsement on file”, the latest certificate — an ACORD 25, re-issued October 14 at 10:36 PM — the ACORD 25 | ACORD 28 switch,
the pencil that edits the holder, and the issue before it.

Its lender, Ellsworth Credit Union, as mortgagee: “Loan DEMO-19368 · for 320 W Devon Ave”, the switch set to ACORD 28, Send

beside Reissue — and “Sent Oct 15, 2026 · 6:13 AM to loan.servicing@example.com” once it went.
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The landlord’s ACORD 25: HighFair as producer, Northwind as
insurer A, the BOP’s general liability limits with Y under ADDL

INSD because CG 20 11 is on file, certificate BRL-GN9TAU-

FA5390 at revision 4, and the lease, the endorsement and the
waiver the landlord asked for in the description. SUBR WVD

stays empty: no waiver endorsement is on file, so the waiver is

stated as a request.

The lender’s ACORD 28: Northwind’s commercial property
policy, loan LSR-2026-0418 from the holder’s Re, the premises

where the schedule names Harbor Street (5050 N Sheridan

and two more, listed on page 2), their building and contents
limits, rental value and deductibles, and Harbor Street ticked

as mortgagee.

On the ACORD 25, each line sold (5.4) is its own row with its insurer’s letter, its policy number and its limits

— the umbrella and employer’s liability included — and ADDL INSD is marked only on the general liability row,

only when an endorsement is recorded. Once the lines sold are recorded, the general liability row prints the

Liability tab’s limits only beside a general liability or BOP line — limits recorded for GL placed elsewhere

never tell a holder a property-only policy carries it. The umbrella row ticks Occurrence or Claims-made and

Retention or Ded as the line says (5.4) — neither, when it does not say; the auto row prints the auto line’s

combined single limit or split limits and ticks its covered autos; a line with no row of its own — cyber, crime,

EPLI, D&O, professional, inland marine and the like — prints its limits on the blank row, or is named with its

insurer, policy number and limits in the description; and when the comp worksheet excludes an officer, the

description names who. A box Brella does not hold — an NAIC number — stays blank rather than guessed,

and a requirement it cannot evidence is written in the description as a request. The ACORD 28 evidences

only the holder’s Premises — or, when none are picked, the premises where the policy schedule names the

holder (every premises, when it names them nowhere) — with their limits added up, every deductible and

how many buildings it applies to — “AOP $25,000 (1 of 3 buildings)” — and a line saying whether the

schedule shows the holder’s interest. A tick says the interest is on the policy, so Mortgagee is ticked only

where the schedule names that holder as mortgagee; an interest the holder asked for that the schedule
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does not show — loss payee and lender’s loss payable included — is said in the remarks as requested, never

ticked. A $0 limit is no coverage and is not listed. What does not fit its boxes continues on its second page,

the remarks. Valuation terms Brella does not record — coinsurance, replacement cost, perils insured — are

left blank.

BIRD Bird issues certificates too — “issue the lender an evidence of property” — on the form

you name, or the holder’s own when you name none, and its Needs your go-ahead card

says which form and which holder before anything is issued. A holder with no address is

asked for one first — typed as you have it, a PO Box included — and a lender whose

evidence would cover every premises is asked which premises it is for; a reissue’s card

lists every holder it reaches. “Send the lender its certificate” is a card of its own: To the

holder and the address it goes to, what is attached, and whether it already went. The card

and Bird’s reply say what the certificate states — each requirement as evidenced by the

endorsement on file, or only as the holder’s request — and what it leaves out (the card

above). A holder’s requirements — additional insured, a waiver, primary & non-

contributory, notice days — are set only from what you said or answered: your agency’s

standing instructions can suggest one, never set it, so Bird asks.

7.2

Claims

A customer can report a loss from their portal; you can too, from Report a loss. Either way it appears under

Servicing → Claims and on Today. Brella records the notice of loss and what the carrier says about it; the

carrier decides the claim.

BIRD Bird reports a loss too, behind a Needs your go-ahead card that names the policyholder

it reaches. A loss dated outside the policy’s term is asked about first — check an earlier

policy, report it anyway, or hold — because a loss before the term belongs on the policy

that was in force then.

Open the claim. Carrier & adjuster: record the carrier, the carrier’s claim number and the adjuster’s

name, phone and email.

1

Record what the carrier said: pick the new status (acknowledged, under review, closed) and write

what they told you. It is shared with the policyholder unless you tick Keep this note internal.

2

Add photos and documents; add internal notes or send the customer an update.3
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Maya’s water claim on the Claims tab, with Northwind’s claim
number and the adjuster — and a line saying the loss came

before this policy’s term.

Inside the claim: Northwind’s acknowledgement on record, and

the carrier, its claim number and the adjuster.

Brella checks the date of loss against the policy’s term. Report a loss warns when it falls outside, and still

files the claim; the claim then carries the line “Date of loss is before this policy’s term — check the prior

policy” (or after it — check the renewal). Maya’s loss was on September 21 and this term began on

November 1, so the policy in force on that date is the one to notify.

The ACORD 3 notice

A liability claim — Injury to a person or Third-party property damage — has ACORD 3 notice beside

Attach in the claim. It fills the ACORD 3, General Liability Notice of Occurrence / Claim, from the claim and

the policy — the agency, the carrier and policy number, the insured and the contact, where and when it

happened, what happened and who was involved; POLICE OR FIRE DEPARTMENT CONTACTED reads Yes

when the claim says they were, and is otherwise left blank — and files it under the claim on the policy’s

Documents, a new version each time you press it. It sends nothing to anyone: you send it to the carrier, the

way you send everything else. The customer sees it with the claim’s other documents.
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Bucktown Events & Catering’s slip-and-fall, CLM-RY3HK7:

ACORD 3 notice beside Attach, and the notice it filed.

The ACORD 3, page 1: Kestrel Mutual and the policy, Constance
Okonkwo as contact, the location, the date of loss on the

agency’s clock and what happened, in the reporter’s words.

POLICE OR FIRE DEPARTMENT CONTACTED is blank: nobody
said.

The loss history on the Claims tab — every loss, open or closed — has Copy for an application, so a

renewal application gets the real history rather than one filled in for you.

7.3

Changes

A mid-term change — a location, a building, an insured, a limit, a cancellation, a vehicle or driver on an auto

policy — is a request against the bound policy, with its own questions and lifecycle: draft → submitted →

endorsed | declined | withdrawn. Each request keeps what was asked for, frozen at the moment it went to

the carrier.
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BIRD On a policy that is bound or in force — before its start date as after it — Bird never edits

what it insures straight onto the record — a new unit, a sprinkler system, a building sold or

added: it drafts the change request at once, without asking whether to, fills in what you

told it and what the record holds (the location, when the policy has one), and puts every

question still open — the effective date included — on one card. The record stays as it was

until the carrier endorses it. When the record was simply wrong (“that year is a typo, it

was 1998”), say so and Bird corrects it instead.
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Asked to “add a building” on Copperfield Yacht Basin, in force: Bird drafts CHG-2 at once and asks everything still open on one

card — the effective date, a box for each figure, the construction list, sprinklers. The location is already known: the policy has one.
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The New change menu on Lakeshore, a property policy:

locations, insureds and limits — no vehicles.

CHG-1 on Kensington Parish, with the carrier: its status as a

pill, what is changing, the carrier’s questions in grey with the
answers beside them, the note to the carrier, and the panel to

record their answer.

New change — pick what is changing. The menu lists only the changes that fit the coverage (no

vehicle or driver changes on a property, BOP, landlord, homeowners, flood or comp policy), opens on

Add a location, then Add a building (at a location already on the policy, or a new one) and Change a

building (units, area, sprinklers or alarms, occupancy), and ends with Something else. Add the

effective date and, if you like, a line on what is changing, where, and from when.

1

Answer what the carrier will ask (for a limit: which coverage, current and requested limit, what

changed).

2

Draft with Bird writes the description and the covering note to the carrier from the policy’s facts —

on a change your team raised, from your side, never “you asked”. It fills the fields; you edit and Save.

3

Send it to the carrier the way you always do — Brella does not talk to carriers — then Record as sent

to carrier. Bird never offers to submit a request: a draft stays a draft until you say it went out. What

was asked for is frozen at that moment, with money written as money (“$19,800,000”).

4

When the carrier answers, record it in the Record the carrier’s answer panel at the foot of the

request: Carrier endorsed it needs the endorsement number or the carrier’s words — at least one,

and the button says so while both are empty — and Carrier declined it takes their reason. Withdraw,

at the right, closes a request you no longer need. The customer is notified.

5
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Endorsed: END-03, “Approved effective 12/01/2026. Additional premium $1,180 pro rata.” — and Apply to the policy, since the

record still has the old limit.

Apply to the policy. An endorsement changes the carrier’s policy, not Brella’s record — until it is applied,

certificates and forms print the cover as it was. An endorsed request says so, with Apply to the policy. It

opens the request’s own answers as a form for you to confirm, and writes them where you point:

A limit raised or lowered — pick the limit it changes from the policy’s own (each building’s coverage

lines, the general liability limits, a line’s limits, employer’s liability), each with what it holds today; the

endorsed figure comes from the request.

An additional insured — the holder, its address, the contract and what it requires go onto Certificates

as a new holder, and the endorsement form the carrier issued is recorded on the policy — so certificates

naming them say “Endorsement on file”.

A location or a building added — the address (or the location it is at) and the building’s facts and limits;

a location removed — it moves to the Bin, restorable for 30 days; a building changed — its new building

limit, while what else changed is edited on the building (Open Property).

A cancellation — the policy moves to Cancelled, noted with the endorsement number.

Anything Brella keeps no record of — a vehicle, a driver, a named insured — you say what you updated,

and that is recorded.

Brella never guesses where words go: when the request’s words fit more than one record — “the building

limit” on a policy with three buildings — the form waits for you to pick. Once applied, the request shows

Applied to the policy — when, by whom, and what was written (“Loc 1 · Main building: Building: none →

$3,000,000”) — and a request is applied once.
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Applying CHG-2 on Oyelaran Automotive: the holder, address, lease and
requirements from the request, and the endorsement form the carrier issued —

CG 20 11 04 13.

BIRD Bird applies an endorsed change too — “the carrier endorsed CHG-1, put it on the policy”.

It reads what the request can write, asks which record a figure goes to whenever the

request’s words fit more than one (“The request says Building limit, and the policy has

three buildings — which one?”), and stops at a Needs your go-ahead card that says

exactly what changes: “Loc 1 · Main building: Building: $1,535,000 → $4,500,000”.

Applied: the holder added and CG 20 11 04 13 recorded on the policy, with who applied it and when.

TIP Read Bird’s covering note before you send it. It states the policy’s term, schedule and

total insured value from the record — here $48,105,000 across four buildings — so a figure

that is wrong on the record is wrong in the note too.

A change the customer asks for from their portal arrives the same way, as a draft only you can see until you

act on it.
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CHG-2, raised by Maya: add a fifth building at closing.

7.4

Remind me

Remind me — in any policy header, under Tools (or New reminder on Today) — takes a note, a date and a

time — or say it in a sentence and Bird fills the three fields. Reminders are private to you; they appear on

Today on their day and ring your bell at their time. The reminder box is one size from the search to the

saved reminder: “Bird filled these”, or anything that went wrong, appears beside Save, and your other

reminders on the policy scroll.
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“chase Maya for the rent roll next Tuesday at 10am” → the
note, Tuesday October 20, 10:00 — and under it, the reminder

already on this policy.

7.5

Carrier and policy number

Each line sold has its own carrier, writing company and policy number (5.4), and each prints where it

belongs — the line’s own form and its row on the ACORD 25 (the ACORD 28 prints the property line’s). Edit

lines on Overview changes them. Underwriting → Policy (4.5) holds the main line’s carrier and policy

number (and a policy’s only ones, before its lines are recorded) — press Save underwriting. Or give Bird the

job across policies (“both policies bound with Northwind Casualty — record the policy numbers and reissue

the certificates”). Bird records them, then stops at a confirm card before reissuing, because a certificate is

something a holder relies on.
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Bird recorded both policy numbers, then asked before reissuing certificates.
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P A R T  0 8

Signatures
Send anything to be signed — a broker of record letter, a no known

loss letter, the insured’s coverage acknowledgement, any PDF —

filled from the policy, printed on your letterhead, and filed back on

the policy the moment the last person signs.

The Signatures page

The signature studio

What the signer sees

Track what you sent

From a policy, before binding, and on Today

Templates

Your letterhead

My signature

Asking Bird

BRELLA OS · AGENCY GUIDE 126



8.1

The Signatures page

Signatures sits in the menu under Work, after Policies. It has three tabs: Sent — everything you sent and

where it stands; Templates — the documents you send again and again; and My signature — your own

signature and initials. Send for signature is at the top right of every tab. Anyone on the team can send.

Brella fills the document from the policy — the insured, their address, the carrier, the policy number and

dates — and prints it on your agency’s letterhead. Any PDF goes too, fillable or not: you place its

signature, date and answer boxes on the document’s own lines — or tick Bird places the fields and Bird

places them for you to check.

Each signer is emailed a link of their own. To open it they type a six-digit code emailed to the same

address, agree to sign electronically, fill in the highlighted boxes and sign. A policyholder signed in to

their portal signs from there, without the code.

Whoever has not signed is reminded by email every few days — every 3 by default — until they sign or the

link expires (30 days by default).

When the last person signs, everyone is emailed the signed PDF with a certificate of completion at the

back — signers and anyone you copied — and the copy is filed on the policy under Documents → Signed

documents.

8.2

The signature studio

Press Send for signature — on Signatures, on a policy’s File → Signatures, or Use on a template — and the

signature studio opens over the whole screen. The bar across the top names the policy, the three steps —

Documents, Fields and Review & send — whether the draft is saved, and Back and Next, which walk the

same three steps; a step you have been to opens again from the bar. × closes it, and the draft is kept (see

the tip below).
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Documents — what needs signing

On this policy’s file — every PDF on the policy’s file, grouped as ACORD forms, Application, Schedule

of values and Supplementals & uploads, each with where its signature stands: Out for signature, or

Signed with the date. Tick any of them. An ACORD Brella generated says signs on its own lines — its

signature and date boxes are already on it.

Templates — tick a template to add it. The Broker of record letter then asks which letter — the

insured’s Broker of record letter or the Master broker of record authorization — and Include ACORD

36 — Agent/Broker of Record Change, ticked to start. New template, beside them, makes one without

losing what you picked: the studio steps aside, the template opens in the editor (8.6), and its Use

brings the studio back with the new template in the envelope (Back to the studio returns without one).

Any PDF — Drop PDFs here, or browse: a carrier’s supplemental, a rejection form, anything — fillable or

flat.

Opened from Signatures, Policy is at the top: find it by insured, contact, BRL number, email or phone —

or choose Continue without one for a one-off document. Templates and Any PDF are there before you

choose; Next waits for the policy. Opened from a policy, it is already chosen.

On the right, In this envelope lists what you picked; drag a row to set the order, or × to take it out. Under it,

The fields: Bird places the fields, unticked to start. Unticked, you place every box yourself on the next

step; ticked, Bird reads each PDF and places them for you to check. Brella remembers your choice on this

computer. Then How it goes out: One PDF — every document merged in that order, one email, signed in

one sitting, filed as one PDF — or Separately — one email per document, each with its own link, reminders

and signed copy. Up to 11 documents at a time. Press Next.
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Salcedo Auto Works: a carrier supplemental uploaded, the completed application ticked from the file and a No known loss letter —

three documents, going Separately, with Bird places the fields ticked.

Locked PDFs. A PDF locked against changes — most carrier forms are — goes in as it is: Brella signs an

unlocked copy and says so under it (“locked against changes — signed as an unlocked copy”). One that

needs a password to open asks for it the moment you add it or tick it — This PDF is locked: type the

password and press Unlock. A wrong one is refused and nothing changes; with the right one Brella keeps

an unlocked copy, and for a document on the policy’s file that copy is filed as its new version, the locked

original kept beside it (“unlocked with its password”). Cancel leaves it out.
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A carrier supplemental that needs a password to open: a wrong one is refused in

a sentence.

Fields — where everyone signs

With Bird places the fields unticked, each PDF with no boxes of its own says Nothing placed yet: place

them from the panel on the right (below), or press Ask Bird on that one document. Ticked, every such PDF

is read by Bird the moment Fields opens. While it reads, the lines, blanks and boxes Brella measured on

each page show faintly and a thin line moves under the document’s banner (“measured 510 lines, blanks

and boxes…”). Then its boxes arrive, in reading order: a Signature, Date signed or Name on a signer’s line,

a Text or Paragraph box on a blank, a Checkbox on a printed box — each in its signer’s colour. Where the

policy already holds the answer — the insured, the policy number, the address, the FEIN — Bird prints it on

the page; on a fillable PDF it fills the form’s own boxes from the policy and leaves the rest for the customer.

Bird’s notes, on the right, say what it printed and what it left blank, and why.
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Bird reading the carrier supplemental: the places it measured on the page, and the line moving under the banner.

Done: 19 fields placed and 47 values printed from the policy, with Bird’s notes on the right — Looks right marks it checked.

Check what Bird did — move, change or delete anything that is wrong — then press Looks right on the

document’s banner. Ask again has Bird read it afresh. Sending waits until every document Bird worked on is

checked.

Save as template, at the top of a PDF you dropped in, keeps it for next time with every box on it: name it,

choose a category and press Save template. It is in Templates at once — here and on the Signatures page
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— and this envelope is not changed. A printed value that is one of the policy’s own fields, like the insured’s

name or the policy number, becomes that field, so each policy it is sent on prints its own; any other fact

printed for this policy is left out, and the dialog says how many. Check Bird’s work first. A document from

the policy’s file belongs to that policy and has no Save as template.

The carrier supplemental, checked, kept as a template: its 19 boxes for the
insured and the producer, 14 that print from each policy, and the 33 values

printed for Salcedo Auto Works left out.

The panel on the right places a box yourself. Choose who it is for under Placing for (+ Signer adds one, in a

colour of its own), pick a field — Signature, Initials, Date signed, Name, Title, Company, Phone, Text,

Paragraph or Checkbox — and click the page where it goes, or drag it there. Drag a box to move it, drag its

corner to resize it, nudge it with the arrow keys, and select it to change who fills it, its label or whether it is

required. Text from the policy prints a fact on the page. Documents, on the left, jumps to any page; − and

+ under the page zoom (or pinch on a trackpad); drag the edge of either side panel to make it wider. Letters

and the ACORD 36 sign on their own lines, so a step with only those has nothing to place, and says so.

Review & send

On the left, Review and send says in one line what goes where — the policy, the documents, the signers,

one email or several — and whether it can go: Ready to send, naming who signs first, or Before you send,

one line for each thing still needed. Fix on a line takes you to the very box; Open the fields goes back to

Bird’s work. Below it, one section each:
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Recipients — each signer, on their own colour with their initials, in the order they sign; In order (each

emailed when it is their turn) or All at once. The insured is chosen from the policy’s contacts and your

agency’s signer from your team — never typed, so nothing can go to someone who is not on the policy;

only an outside party is typed. Add a copy (CC) adds someone who signs nothing and is emailed the

signed copy once everyone has signed.

Documents — each with its pages and fields (“4 pages · 19 fields, all placed by Bird”), and the signature

page when one is added; View shows it on the right, Change goes back to Documents.

Details — only what the documents print and the record did not have, marked Required; Optional

boxes may stay blank; everything the record filled is folded into one line you can open to correct.

Nothing moves while you type.

Email — the Subject (also the heading of the signing page) and a Message.

Expiry and reminders — how many days the link stays open, and how often whoever has not signed is

reminded. Both start from Settings → Letterhead (8.7).

On the right is the document exactly as it will be sent, each signer’s boxes outlined in their colour: page

through it, zoom, or open it Full screen. Sent separately, choose which envelope to look at. Change a detail

and Update preview draws it again. Drag the line between the two sides to give either one more room.

Ready to send: Adaeze Zabala signs first, then Nadia Ferrante — the ACORD 126 on the right, at page 1 of 13.

Press Send for signature — or Send 3 envelopes when they go separately. The studio confirms what went,

each with its reference, and offers View in Sent, Send something else and Done.
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Three envelopes, one per document, each with its own SIG reference.

TIP The draft is kept as you go. Close the studio and it waits under Sent → Drafts; Finish

opens the studio on it again.

8.3

What the signer sees

The signer gets an email from your agency — “HighFair Insurance: please sign …” — with your note and a link.

The page it opens carries your logo. They type the six-digit code we email them, agree to sign

electronically, and press Start, which takes them from one highlighted box to the next. Sign opens Adopt

your signature — draw it, type it, upload it or sign on a phone — and Finish signs. Other actions has

Download the PDF, Print and Decline to sign, which asks why. The Policyholder guide walks it screen by

screen.

First, the code emailed to the signer’s own address.

Then the document, one highlighted box at a time.
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When everyone has signed, the signed copy has two parts: the document with each signature in place, and

the certificate of completion.

Daniel’s signed letter: his drawn signature, printed name, title

and the date.

The certificate of completion: a fingerprint of the document as

it was sent, and for each signer how they proved it was them,
when they viewed, agreed and signed, and the signature they

adopted.

8.4

Track what you sent

Sent lists every document with its signers and where it stands. The tabs filter it — All, Out for signature,

Completed, Drafts, Declined, voided & expired — and the search box finds a document, an insured or a

signer. Tick rows to Remind, Void or Download them all at once. The ⋮ on a row has Open, Remind signers,

Download and Void…, which asks for a reason.
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Sent, with the three envelopes that went together ticked — “1 of 3 sent together” under each: Remind 3, Void 3, Download 3.

Click a row to open it. Details lists the signers in order and when each signed; Document shows it; the

Audit trail records every event — who, when, from which address and browser — and the fingerprint of the

document as sent and as signed. Download signed copy saves the PDF with its certificate. While it is out,

Details also shows Copies (CC) and Reminders — “Every 3 days until signed · next Oct 10, 2026”, or Off.

When it completes, the audit trail records each copy sent: “Signed copy sent to … (copied)”.
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Out for signature: Dana copied, the next automatic reminder
on October 10.

Signed: the last entry records the signed copy sent to Dana.
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The audit trail of Daniel’s BOR letter: created, sent, emailed, opened, code sent,

identity verified, agreed, signed, completed.

A signer who declines gives a reason. You are emailed it, it shows on the document and on Today — send

a corrected version as a new document.

Voiding stops anyone signing; anything already signed stays signed, and the reason is kept on the audit

trail.

A link that runs out unsigned is marked expired. Send it again.

8.5

From a policy, before binding, and on Today

On the policy

Every policy has File → Signatures: its documents and where each stands, Send for signature with the

policy already chosen — the studio does not ask for it again — and its templates a click away under Use a

template:. Signed copies are also filed in Documents under Signed documents.
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Salcedo Auto Works’ Signatures tab: what is out, and the drafts waiting to be finished.

Before binding

A policy is meant to be signed before it is bound. When you choose Bound and the policy’s file has

documents nobody has signed or sent, Brella asks first — Get these signed before binding? — with them

listed and ticked. Send for signature opens the studio on them; when it closes, sent or not, the bind

carries on (5.4). Bind without signatures binds now. It never stops you binding.

Halstead Flats: the completed application and the schedule of values, unsigned

— ticked, ready to go before the bind.
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On Today

Every document out for signature is on Today — first as an upcoming task, so you can see when Brella will

chase it for you:

Out for signature — …, due on the day the next automatic reminder goes (“In 2 days”, and on the

Schedule that day): waiting on whoever has not signed, with the line under it saying who, and when the

next reminder goes (“Waiting on Maya Okafor · reminder in 2 days, then every 3 days” — hover it to read it

whole) — or “reminders off — follow up yourself”. Remind now opens it to remind them today.

After five days with nobody signing it needs you: Waiting on Maya Okafor — … (Remind signers), and it

is late after fourteen.

Within three days of expiring it reads Expires in N days (Remind signers).

A signer declined (Read why and resend), it expired unsigned this week (Send it again), or a draft has

sat unsent for two days (Finish and send).

Today, filtered to “sign”: four documents prepared and not yet sent, opened — pointing at Juniper & Rye’s row brings up the bird on

that row only.

BRELLA OS · AGENCY GUIDE 140



8.6

Templates

Templates holds Brella’s built-in documents and your agency’s own. Each card shows its parts, who signs

and how often it has been sent. Use starts a document from it, Edit opens it, and ⋯ has Duplicate (and

Archive, for your own).

BRELLA’S TEMPLATES WHAT IT IS

Broker of record letter Appoints your agency as broker of record. When you send, choose the insured’s

appointment letter — signed by the insured alone — or a master broker of record

authorization on your letterhead signed by both agencies. The ACORD 36 goes with either

unless you untick it; it carries the insured’s signature only.

No known loss letter The insured certifies that a property has had no losses, claims or incidents since a date —

on their own letterhead, signed by the insured alone. Before Bird sends one, it checks the

claims on file: a claim on or after “No losses since” stops it, with the claims listed, and you

decide — a later date, or send it because those claims were elsewhere. A bulk send names

every policy whose claims contradict the date on its card.

Coverage

acknowledgement

The insured signs your Coverages record (4.6), on your letterhead: what they purchased

and what they declined, with their reason — “Not offered” rows never print. Signed by the

insured alone. Sent from Risk → Coverages → Send for signature, or Use here.

Brella’s three built-in templates and HighFair’s own loss run authorization, each ready to Use or Edit.

New template starts one five ways:
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Upload a PDF — kept as it is, fillable or flat (one locked with a password asks for it first, as in the studio).

Place its boxes from the panel, or tick Bird places the fields — beside the zoom — and Bird places them,

as in the studio (8.2), printing merge fields — the insured’s name, the policy number, the address — so

each policy it is sent on fills in its own facts. Check them, Looks right, and Save.

Write a letter — a sheet of your letterhead with a place for the insured to sign.

Write with Bird — say in a sentence what the document is for.

Rebuild a PDF as a letter — drop in a sample; Bird rewrites it on your letterhead, turning its names,

dates and blanks into fields and its signature lines into signature blocks.

Paste text — a blank sheet with the cursor in it, ready for a paste.

The five ways in — Upload a PDF first.

Write with Bird: a loss run authorization, in two sentences.

You can also make a template without leaving the studio: New template beside its templates, or Save as

template on a PDF you placed boxes on (8.2).

An uploaded PDF opens in the editor on the studio’s own canvas — the same palette, the same Bird, Bird

places the fields and zoom above the page — and the boxes placed on it are the template’s, so every

document started from it has them.
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HighFair’s loss run authorization, uploaded as a PDF: the insured’s details printed from each policy, a paragraph for the losses, the

signature lines for the insured and the agent — checked.

Bird’s draft opens in the editor unsaved, with a note on top saying what it did — and that nothing is saved

until you press Save.
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The editor: Parts on the left, the page in the middle, Signers and Variables on the right.

Parts — a template can send several documents as one PDF: A letter, the ACORD 36, or Upload a PDF….

Each part has a title, what prints at the top (your letterhead, or the insured’s name and address for a

letter written from them) and who signs it. Let the sender leave this out makes a part optional; Offer

as an alternative to… makes two parts a choice, as in the BOR letter.

The page is the document as it prints. Type {{  or press Field to drop in a field — the insured’s name,

the policy number, today’s date, your agency’s details — or a New variable… the sender types each time.

Signature places a signature block for a signer.

Signers — who signs (the policyholder, someone at your agency, or anyone else with an email) and who

fills each one in by default. Variables — each one’s label, whether it is required, a line of help, and the

record fact it starts from.

Customers — Share with customers lets policyholders start the document themselves from their

portal, fill it in and sign it.

Preview PDF shows it filled in; Save keeps it; Use sends it.
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Typing {{ opens the fields: this template’s variables first, then

the record’s.

Share with customers, on.

8.7

Your letterhead

Settings → Letterhead is the top of every document you send for signature, and Brella’s built-in templates

print on it too: your logo (PNG or JPEG — Brella resizes it), a brand colour for the agency name and the rule

underneath, and your address, phone, email, website and licence number. How it prints shows the result

as you type. E-signature defaults set how many days a signing link stays open (30 to start) and how often

signers are reminded (every 3 days to start; No automatic reminders turns them off) — each document

can change both in its Add a note step. Owners and Managers change it and press Save; everyone else

sees it. The same letterhead fills the agency’s boxes on the forms: the legal name and address on every

ACORD, the phone on the 125 and 130, and the email in the agency contact box of the 125, the 130, the

ACORD 25 and the ACORD 28 — the owner’s sign-in email prints there only while the letterhead has no

email. The legal name is also the name at the top and the foot of every page of the completed application

and the defence file — Brella keeps only a small “Built with Brella OS” under the footer — and the heading of

the schedule of values. In Mirage those boxes are grey, and a click on one — or Edit agency letterhead —

opens this card in a new tab while Mirage stays open; back in Mirage, the forms are drawn again with what

you changed (5.7).

Legal name on forms is the name your agency is licensed under — “Your Agency, LLC” rather than the

name on your door. It prints in the Agency box of every ACORD form (125, 126, 130 and 140) and in the

producer box of the ACORD 36, with the address above it. Leave it blank and the forms print your

workspace name.
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HighFair’s letterhead: logo, navy, the legal name for the forms, the Wacker Drive address and licence number.

8.8

My signature

Signatures → My signature keeps your own signature and initials, so any box you sign in Brella is one tap

away — you still choose to adopt it each time. Add opens Adopt your signature:

Draw — with a mouse, a finger or a pen, in black or blue. On a laptop turn on Trackpad mode: click (or

press Space) to put the pen down, move, and click again to lift it — no holding the button.

Type — your name in one of five handwriting styles.

Upload — a picture of your signature.

Phone — point your phone’s camera at the code, sign with your finger on the page it opens, and tap

Send; it appears on your screen. The code works once, for ten minutes.
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Drawing with Trackpad mode on. Phone: scan the code…

…sign with your finger on the page it opens, and tap Send to

your computer…

…and it arrives in the dialog, ready to save.
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Rosalind’s saved signature and initials.

8.9

Asking Bird

Bird sends documents from the chat. Ask “send a broker of record letter to this customer” on the policy you

have open (or name it) and Bird picks the template, prepares the document from the policy, asks for what

the record does not hold — a date comes with a date picker — fills it in, and stops at a Needs your go-

ahead card naming the document, the signers and the values it set. Nothing reaches the customer until

you press Confirm. Bird can also tell you what is out for signature, remind signers, void a document (after a

card) and bulk send. It signs what is already on the file too: “send the ACORD 125, the loss runs and the SOV

on Lakeshore for signature” prepares those documents — the insured and the producer signing, ACORDs

on their own lines, and Bird’s own fields placed on any PDF that has none — in one envelope, or one email

each if you say “separately” — and stops at the same go-ahead card before anyone is emailed.
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Bird prepared the letter for Kensington Parish and asks for the
one thing missing: the date the change takes effect.

The go-ahead card: the BOR letter and ACORD 36 to Colleen
Cassidy, its only signer.

BIRD Read the card before you confirm: it lists every value the letter prints. Here the umbrella is

not on Kensington Parish’s record, so the letter names the carrier and policy number

Rosalind gave. A value nobody gave Bird is never put on a letter — it asks for it.
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P A R T  0 9

Bird, in depth
Where Bird lives, what it can and cannot do on its own, and how to

get the most from it.

The Bird page and the dock

How to ask

The go-ahead line

What Bird remembers

Bird for your customers

Claude
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9.1

The Bird page and the dock

The Bird page (from Today, or ⌘J) is for tasks across the book: your chats on the left, the conversation in

the middle, What changed on the right. The dock — the bird bubble at the bottom right of every other page

but Surfing Bird, which has its own Bird (Part 10) — is Bird scoped to what you are looking at, so “fill in the

new location” needs no reference number. Workspace pages leave room on the right for the bubble, so it

never sits on top of a button — and on a wide screen the same room on the left, so the page sits in the

middle. The open panel floats over the page: opening or closing it never moves what is underneath.

Your chats are kept until you delete them, grouped by date — Search chats finds one by what was said,

and Load older chats at the foot of the list reaches further back.

Hover a chat for its bin to delete it. Delete all, quiet at the end of the list, asks once and clears every

chat. What Bird did stays on each policy’s log either way.

The panel button at the top left folds the chats to a slim strip and opens them again; Back beside it

returns to the record you came from, or to Today. Under the heading, the book search opens any lead,

policy or client account (1.5).

Bird has a monthly allowance per person, shown under Settings → Bird usage (11.6).
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The Bird page in dark mode, with today’s work offered as tasks.

9.2

How to ask

INSTEAD OF TRY

“Help with Lakeshore” “On BRL-TCV5MD fill city, state, ZIP and county on the three original locations.”

Typing 40 fields “Fill in the new location from the public record; it is a 3-story, 24-unit brick walk-up.”

Checking twelve renewals “Which renewals in the next 30 days are missing loss runs? Line them up.”

Drafting from scratch “Draft the questions: rent roll, elevator certificates, boiler dates, any short-term rentals.”

Getting forms signed one

by one

“Send the ACORD 125, the 140 and the SOV on BRL-GN9TAU for signature.” — one envelope

(or “separately”, one email each), Bird’s fields placed on any PDF without them, the insured

and you signing, after your go-ahead.

Drop a PDF or CSV into Bird and it reads it once — a loss run, a schedule — and can file it where it belongs.

Photos are not accepted.
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A read-only question across the book: four renewals inside 30 days, none with loss runs on file — and an offer to request them.

9.3

The go-ahead line

Bird writes to the record on its own because the record is yours to correct. It stops for your go-ahead on

anything that reaches a policyholder — a message, a document request, sending questions, a stage move

and its note, reporting a claim and a claim status, filing a document on the policy, generating the ACORD

forms (the customer sees them in their portal) — anything a certificate will assert, anything that cannot be

undone, assigning a policy (that decides who on your team can see it), and what it remembers for the

agency. Each card shows what will actually go out — the note the customer reads, the message in a signing

email, the real name of what is being removed — and who it reaches, from the record: To the policyholder,

their e-mail and the business. Anything to check first is listed under the title. That line is fixed; there is no

setting to remove it. Each such action gets its own card, so a stage move and the message about it are two

cards, confirmed one after the other.

What Bird writes for a customer stays on the facts: it never repeats what your agency told it to remember

(9.4) and never adds claims about the market of its own. It will not file a whole premium as general liability

premium on a policy that has no GL.
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BIRD Bird acts as you. It sees exactly what your role sees — a User’s Bird sees only that User’s

policies — and every change is logged as “<you> via Bird”. What a customer, a lender or a

document reads carries your name alone.

9.4

What Bird remembers

Tell Bird “remember that we always offer flood in writing, even in Zone X” and it keeps that sentence for the

whole agency, read at the start of every task. Owners and Managers add and delete these; everyone’s Bird

reads them. Bird shows you the exact sentence on a go-ahead card before it keeps one, or deletes one.

They are listed on Settings → What Bird remembers. Answering a Mirage suggestion with Always — Bird

remembers (5.7) adds one too — “Mirage: "Agency email" = "service@…" is correct for this agency — do not

flag it again.” — and Bird stops raising that suggestion on every policy of the agency. Delete the sentence

here (its ×) and it can come back.

Settings: the agency’s time zone (11.6) and its standing instructions to Bird.
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9.5

Bird for your customers, and Claude

Your policyholders have their own Bird in the portal. It answers questions about their own policies and

points them to the right page; it cannot change anything. Separately, Settings → Claude connects Claude

to your workspace with the same tools and the same go-ahead line, under the permissions you grant.

Through Claude, a fact found by researching the business — its SIC or NAICS code, GL class, entity type,

FEIN, website, start date or industry — is saved only once you have confirmed it: Brella cannot see how sure

Claude’s source was, so Claude asks you first.
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P A R T  1 0

Surfing Bird
Every policy’s whole life on one screen — what it is and everything

that happened to it, as a tree you click through — with Bird at the

bottom to ask when something happened and who did it.

A policy as a tree

Click a step

Ask Bird

The timeline and Replay

The whole book

BRELLA OS · AGENCY GUIDE 156



10.1

A policy as a tree

Surfing Bird is under Insight in the menu. It opens on your book (10.5): type a policy number or an insured’s

name into the search at the top, or choose Surfing Bird from Review in any policy’s header to open that

policy straight away. Back, first in the bar, returns to wherever you came from. The address ends in the

reference — …/surfing-bird/BRL-TCV5MD  — so a link opens the same policy for anyone on your team who

can see it.

Lakeshore in Surfing Bird: the policy top left, then its groups, each reading left to right. Building 1 at 5050 N Sheridan is unfolded
to its three coverage lines; the other buildings wait behind their handles.

The policy card is top left, and its groups run down the page: Lifecycle — every stage move, a chain left

to right in time; Property — each location, its buildings, and each building’s coverage lines with their

limit and deductibles; Documents — every file, with the files Brella generated together as one card

(“ACORD form generated · 5 files”); Signatures, Coverage decisions, Claims, Changes and

1 2 3 4 5 6

7

8

9

10

Back to where you came from1

Where you are: Book › type › policy2

Find a policy by number or insured3

Replay its life, step by step4

Graph or Timeline5

Frame everything (F)6

A fold handle: “+3” unfolds the building’s coverage lines7

The legend: who did it, the lit path, and the keys8

Ask Bird9

The whole tree in small — drag it to move around10
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Certificates; the Conversation; and People — the contact, the agent and everyone who acted on the

policy. A group appears once something is in it, and a long one shows its latest six with the rest folded

into one card (“2 earlier”).

A card with something under it has a round handle on its right edge: click it to fold or unfold what is

under the card. A folded card counts what it holds (“+3”). A building opens folded, so the tree starts

short.

Each card shows who did it: a tinted tile for something the customer did, a plain one for your agency,

and a quiet outline for what Brella did on its own. The Legend in the bottom-left corner says so, with the

path and the keys. The tree keeps clear of it while it is open; close it and it stays closed on this

computer. The small map in the bottom-right corner is the whole tree, with where you are.

A policy opens at a size you can read, however you came to it: the whole tree when it fits, or else its top

left — the policy and its first groups — with the rest a drag away. Drag the background to move around

and scroll to zoom; F frames everything, clear of the bar at the top, the legend and Bird. Drag a card to

move it — what is under it comes along — and Tidy puts every card back.

10.2

Click a step

Click any card and a card opens beside it. At the top, what the step belongs to (“Broker of record letter —

Juniper & Rye Kitchen LLC”) and what happened; then when — the day and the time — and who, and

whether that was your agency, the customer or Brella; on a step in a thread, where it sits (Step 3 of 5); and

how long ago it was, and how long after the step before. See … opens the tab the step belongs to (See

signatures), Ask Bird asks about it, and The whole thread lists each of its steps with the time — click one

to go to it. At the foot, ← goes back a step and Next names the step it goes to; past the end of a thread,

Later goes on to the policy’s next step in time.

Beside it, the Documents window: In this step — the step’s own files; Earlier in this flow — the files that

came before it in the same thread; and On the policy by then — everything else the policy held at that

moment.
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Maya’s elevator certificate for 5050 N Sheridan: step 2 of the three files she sent from the portal on September 30. Beside it, her
rent roll earlier in the same flow and the three files already on the policy.

Whatever you open from here opens right here, over the tree: a file page by page, and a tab — signatures,

property, coverages, claims, changes, certificates — as the policy’s own tab, to read. On a signature step,

See signatures opens that document straight onto its signed copy, with who signed and the audit trail

beside it; any other document in the list opens the same way. Open in the policy goes to the workspace to

change something, New tab opens a file on its own, and Esc or × goes back to the tree.
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Lakeshore’s loss runs, opened from the Documents window without leaving Surfing Bird.

The tree keeps the path back to the policy bright and dims the rest. ← and → walk every step of the policy

in time, one card to the next, and the camera follows; Esc lets go.

10.3

Ask Bird

On a policy, Bird floats at the bottom of the tree: Ask Bird — when did this happen, who sent that… (or

press /). Ask about anything in the policy’s history. While Bird works the bar folds into a small capsule with

the wren riding a wave; a few seconds later the tree flies to the step, lights the path to it and opens the

step where that path ends — its documents beside it — and a card above the bar answers in one sentence,

on your clock. A longer answer scrolls inside the card, fading at its foot while there is more to read. The

answer stays until you close it with its ×.

When Bird has something to send — a message to the customer, a request for documents — its go-ahead

sits under the answer, with the exact message, who it goes to, Confirm and Not now; nothing goes until

you confirm. Once you do, the card says what was done (“Message sent to the policyholder.”), and the step

appears on the tree.

BRELLA OS · AGENCY GUIDE 160



When a question could mean more than one thing — Daniel signed four documents — Bird asks which: its

question is on the card, under anything it has already found, and the choices float just above the bar as

small buttons. Tap one, or type your answer.

Juniper & Rye: “When did Daniel sign?” — four documents, so

Bird asks which.
Lakeshore: “When did the loss runs come in, and who sent

them?” — the tree flies to the loss runs, opens the step with its
documents, and Bird answers.

10.4

The timeline and Replay

Timeline lays the same policy out by time: left to right, one band per group and one row per thread, with

the month along the top. Steps follow each other at an even pace, with a little more room after a long

silence. A long one opens on its first days, with the groups’ names and the months on screen, at a size you

can read; F shows all of it. Graph goes back to the tree.

Juniper & Rye on the timeline, opened on its first day: the loss runs Daniel sent with his application, then the application PDF
Brella made when he submitted. Its signatures sit further right, in October.

Replay plays the policy’s life from its first day, one step after another, each card appearing as it happened;

Stop ends it. The policy card’s Replay its life does the same.
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10.5

The whole book

Opened from the menu, Surfing Bird shows your book: Your book, then each type of policy, then its policies

— the first ten under each type and then “57 more”, which unfolds to the rest. A property policy is grouped

by its coverage line (Commercial Property, Business Owner’s Policy, Landlord / Rental); a policy that came

in through a business questionnaire is grouped by its kind of business — Construction & Contractors,

Automotive & Vehicles, Cleaning & Maintenance — and only a policy with neither sits under Not

classified yet, with “Choose a line on the policy”. The type menu at the top filters to one group

(“Commercial Property · 67”), and the breadcrumb takes you back. The dot on each policy says where it

stands — in force, renewal due, or still in the pipeline — and a dashed line ties two policies of the same

insured. A User’s book is the policies assigned to them.

Click a policy for its stage and type, then Surf this policy — or double-click the policy — to open its tree;

Open the policy goes to its workspace.

HighFair’s book: 118 policies, Commercial Property’s first ten, and “57 more”.
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P A R T  1 1

Running the agency
The views an owner or manager uses to see the whole book and

keep the agency compliant.

Dashboard and reports

Policies and customers

Team

Licensing

Carriers

Surplus lines

Settings

The Bin
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11.1

Dashboard and reports

Dashboard opens on one strip of figures, each with a few words of context: Premium in force (and how

many policies), New leads and Bound in the last 30 days (each against the 30 days before, as a count),

Renewals in the next 90 days (and how many are already past term) and Total insured value (and how

many locations — flood, equipment breakdown and ordinance or law are not added in, 4.2). Then Pipeline —

one bar split by stage, each stage’s count and share under it, then the close rate (of how many leads were

decided), the median time to bind and the leads with nobody assigned; Intake vs. bound — leads

received as bars and policies bound as a line, month by month for a year; Renewals — every policy in force

by the days until its term ends, in four cells you pick from: Past term (ended and not renewed), 0–30, 31–

60 and 61–90, each with how many policies and the premium on them, past term in red. Under them the

picked cell’s first five, each with its end date, reference, premium and how far off it is in words (“In 12 days”,

“Yesterday”, “3 months ago”), past term most recently lapsed first and the rest soonest first; “Showing 5 of

9” and The rest on Policies when there are more. The list keeps one height whichever cell is picked. At the

foot, Next 12 months: a bar a month for the terms that end in it, with the total and its premium — the

months inside the 90-day window drawn strong; Policies by line of business; and Recent activity beside

Coverage mix. In dark mode the charts are drawn in the neon accent. Reports (owners) trend production

month by month.
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Dashboard: the strip of figures, the pipeline with its close rate and time to bind, intake against bound, and renewals — nine past

term ($138.7K of premium), four in the next 30 days — with the year ahead month by month.

Policies by line of business tallies the book in force today — Bound, Active and Renewal due — by the lines

sold: a donut beside a table of Line, Policies, Premium and Share, with All in force at the foot. A package

with several lines counts once under each, so the lines add up to more than the policies in force. Policies |

Premium at the top right sizes the donut and the share by policy count or by premium; the table keeps its

order.

HighFair’s 47 policies in force by line: general liability on 37, commercial property on 28, umbrella on 16 — $1,424,150 in premium.
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Reports.

11.2

Policies and customers

Every policy from the moment it is bound, with its stage, owner, coverage, properties and expiry, searched

and filtered the same way as Leads, the Customer column the business’s name alone. The strip above it

counts In force (“of 60 policies”), Renewal due (“work them now”), Past term (“not renewed yet”) and

Started this month (effective in the last 30 days).
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Policies: the strip of counts, then every stage a pill of the same width, its caret at the right edge.

Customers

Customers, in the menu under Policies, lists every client in your book — one row per client, a client account

with several entities counted once. The strip above counts Customers, those With a policy in force and

those with Leads only (nothing bound yet). Each row shows the customer’s name, their contact, how

many policies are in force, how many policies and open leads they have, and their latest record. Search

finds a customer by name, contact or email — the table shows names only. Click a row to open the

customer file. A User sees the customers with records assigned to them, counted over those records.
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Customers: 118 clients, 39 with a policy in force and 51 with leads only — names only, search by name, contact or email.

The customer file

Open it from Customers, from Customer file at the end of a policy’s contact line (3.1), or from Customer

file in a lead’s preview (2.5). At the top, the client’s name and each contact with their role, email and phone.

Then every policy they have, one row per policy number — the number opens the policy, with its BRL

reference under it — then its Lines (the first line, and “+ 1 more line” when there are more), the insurer (and

who it was placed through), the term, the total premium and the stage. Every policy starts folded: the caret

beside the number, or the lines cell, unfolds its lines under it, each with its own premium. The tiles show the

total premium, the lines on current policies and how many are in force, and the leads still open; below,

those leads. Click a policy number to open the policy on that line’s coverages (3.3). A User sees the

account’s policies that are assigned to them. The back link at the top says where you came from — ←

Customers, ← Leads or ← Policies.
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Kensington Parish’s customer file, opened from Customers: Colleen Cassidy, Owner, with her email and phone; $17,300 across

three lines in force on one policy, and no open leads.
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Halstead Flats’ account: its three lines each carry their own policy number — CPP-1182, GL-2231, UMB-0091 — so each is a row;

$112,400, bound for a term that starts December 1, so none is in force yet.
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Lakeshore’s account: one policy number, NCC-CPP-2611048, carrying two lines — unfolded, Commercial Property and General
Liability each on a row of its own.

One client, several entities

A client who owns several businesses is one client account holding each entity — the LLCs and

companies the policies are written for. You create one by picking the client in Add lead → Existing client?

(2.3) or with Move to a client below. The account page then says “Account · 2 entities”, prints the account’s

name in its header, and lists each entity under its own heading with its policies and leads; the tiles add

them all up. An Owner or a Manager renames the account with the pencil beside its name — type, Save

(Enter) or Cancel (Esc).
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Raman Family Holdings, opened from Leads: Raman Granville LLC with Priya Raman, and Raman Fresh Market LLC with Anil Mehta

— “Sees: Raman Fresh Market LLC” — each with its own policies and leads, and the pencil that renames the account.

Everyone who is a contact of any entity in the account sees every entity’s packages in their portal, each

labelled with its entity name — and nobody outside the account sees any of them. The one exception is the

client’s own choice: an owner on the client’s side can invite a teammate to only some entities, or narrow

what a teammate sees, from Team in their portal. Such a contact reads “Sees: Raman Fresh Market LLC” on

the account page, in the header and under each entity they see — not under the one their login happens

to belong to; a contact with no such line sees every entity and is listed under their own. An entity with no

contact listed says who sees it anyway: “Seen by Priya Raman”.

Move to a client

A record can sit under the wrong customer — two businesses sent in from one email land on one customer.

An Owner or a Manager moves it from the policy header: Tools → Move to a client.
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Bell Barbers West Loop, already its own entity under Bell Barbers Group:

“(current)” marks where it is filed, and Bell Barbers LLC is picked.

The contact stays on the record when they belong to the new client; otherwise the new entity’s contact

takes it, so nobody is left without one. The record’s customer notifications follow it, and the activity log

reads “Changed the client from Bell Barbers LLC to Bell Barbers Group · Bell Barbers West Loop LLC” (press

Refresh on Activity to see it straight away). Nothing is deleted — no customer, contact or account — and

there is no merge.

Search for the client and pick it (Another client goes back to the search).1

Which entity? — one the client already has, or A new entity, named for the record’s business; the

first time a client gains a second entity, name the account under Group under a client account

named…. The entity it is filed under now reads (current) and cannot be picked.

2

Read the line at the foot — it names who gains portal access: “Marcus Bell will see it in their portal,

with every other entity of Bell Barbers Group.” Then press Move BRL-…. The dialog confirms where it

went — “Moved to Bell Barbers Group · Bell Barbers LLC.” — and Done closes it.

3
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11.3

Team and licensing

Team is the roster: role, who they report to, status, joined date. Invite, change role, suspend, reactivate,

terminate — each takes effect on the person’s access on their next request. A person is on the roster once:

inviting an address that is already on the team is refused (use Resend invitation in their row’s menu

instead). Licensing tracks every producer’s licences, appointments and CE, and derives the dangerous

case automatically: a lapsed resident licence invalidates every non-resident licence issued on it. Expiring

soon lists what falls due — when, whose, what (licence, appointment or CE) and a Status badge — overdue

first. Each producer is a card headed by their name and small chips (resident state, NPN, how many

licences and appointments); open it for Licences, Carrier appointments and Continuing education,

each a short table with its add button beside its title, and CE as two bars — hours and ethics against what

the state requires — with any missing flood or annuity training as a small warning.

Licensing also feeds the forms. The producer block on the ACORD 125, 126 and 130 — producer’s name,

state licence number and national producer number — and the agency contact on the 125 come from the

person the policy is assigned to and their producer record here. With no producer record, their name on the

team prints and the numbers are left blank (with nobody assigned, the agency owner’s), so add every

producer here before you generate forms.

A seat Brella removed reads Seat removed by Brella: the person can’t sign in and nothing is deleted. An

Owner or Manager can use Transfer work… on that row to move their leads, policies and reports to a

teammate — their reminders and Bird chats stay theirs. An Owner can still terminate the row. Only Brella

restores the seat.
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Team: Terrence’s seat was removed by Brella.

Transfer work… moves Terrence’s leads, policies and reports to Nadia.

Trials

While your agency (or your own seat) is on a trial, a quiet line under the top bar counts down its last seven

days. Once the trial has ended, a red banner says so on every page, with Contact Brella. Nothing locks

either way — your book, Bird and everything else keep working while you talk to Brella.
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The last week of a trial: “Your agency’s trial ends in 5 days (Oct 8).”

Licensing: one resident lapse invalidating a non-resident licence, Expiring soon with its Status column, and each producer’s card
with its chips.

11.4

Carriers

Carriers (under Agency, between Team and Settings) is your agency’s list of the direct-bill carriers you are

appointed with and the wholesale brokers you place through — and who to call at each. Each row shows the

name and website, the type, the contact’s name, email and phone (click to write or call), and your notes.

Search finds a carrier or a contact; the Any type filter narrows to Direct bill carrier or Wholesale broker.
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Owners and Managers see Carriers and keep it up to date; Users don’t have it in their menu.

HighFair’s carriers: two direct-bill carriers and a wholesale broker, each with its contact.

Add carrier opens a dialog: Name (the only box it needs), Type, Contact name, Email, Phone,

Website (a bare address like example.com  is fine) and Notes — an agency code, appetite, how they

like submissions.

1

The ⋮ on a row has Edit and Remove, which asks first.2
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Add a carrier — here the wholesale broker.

11.5

Surplus lines

Policies → Surplus lines is the filing and premium-tax calendar for non-admitted placements. Brella holds

no jurisdiction’s deadline, rate or fee — they are state law — so an obligation with no date is shown as an

open question (“Set the deadline”) rather than guessed. Deadlines come from you, or from your agency’s

own rule book. Record as filed records what a person did elsewhere.
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Surplus lines: obligations with no deadline are the first thing on the page.

11.6

Settings, your time zone and Bird usage

Settings holds your account, appearance,

what Bird remembers (9.4), Bird usage, the

Letterhead your signature documents print

on and the legal name the ACORD forms print

(8.7), the Claude connector and your email

signature. Under Organization is the

agency’s Time zone: Owners and Managers

pick it from the list; everyone else sees it.

Settings → Organization: HighFair works on Chicago time.

Every date on a generated document is on this clock — the ACORDs, the application, the schedule of

values’ “Generated” line, the defence file, certificates. An agency that never set one takes the time zone of

the first of its people to open Today — from their browser, once — so a US evening no longer dates a form
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tomorrow on UTC. Until then the row reads “Not set — documents use UTC”, and a certificate falls back to

the clock of the browser that issued it. A time zone someone chose is never changed that way; check it

here, and change it here if it is wrong.

Bird usage

Everyone has a monthly Bird allowance. Bird usage shows yours: what you have spent this month in dollars

and in credits — 1 credit is 1¢ — of your limit, what is left, and the day it resets (the 1st). An Owner also sees

Your team this month: each person’s spend, limit, top-ups and what is left.

Rosalind has used $18.42 of $50.00. Barrett has used his whole allowance, so his Bird is paused.

When someone reaches their limit, Bird pauses for that person until the 1st, with a calm note — “You have

used this month’s Bird allowance…” — and everything else in Brella keeps working. Brella can top an

allowance up; there is nothing to buy in the workspace. The agency also has an overall cap — if it is spent,

Bird pauses for everyone the same way. What an applicant does with Bird in your onboarding link never

counts against a person’s allowance.

What Barrett sees: his message not sent, and why.
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11.7

The Bin

Nothing you delete is gone at the click. An Owner or Manager deletes a lead or a policy with the bin on its

row (or Move to bin on a lead’s preview); a document removed from a change request, and a location or

building removed on the Property tab, go the same way. Each one leaves Leads, Policies, Today, search, the

bell and the client’s portal — with everything on it kept — and lands in Agency → Bin, under Settings.

Each row says what it is — a policy with its reference and stage, a document with the place it was filed

(“Change CHG-2”), a location, or a building with its address — who deleted it, when, and the day it goes

for good.

Restore puts it back exactly where it was: a lead or policy on its list with its documents, conversation,

coverages and history; a document on the request it came from, a location with its buildings, a building

at its location.

After 30 days in the bin it is deleted for good, automatically.

The Bin: Trillium Rentals, moved there by Rosalind on October 9 — Restore puts it back on Leads; on November 8 it goes for good.
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A P P E N D I X

Reference
Where each fact prints, the document set, and a checklist for a

clean submission.

What prints where

A submission checklist

Glossary
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A.1

What prints where

YOU RECORD IT ON IT PRINTS ON

The header — insured’s

name, contact

The name on every form and the certificate; the contact on the 125, the application and the

SOV

The header — assignee The agency contact on the 125 and the producer on the 125, 126 and 130 (with the licence

number and NPN from Team → Licensing); the producer contact on the ACORD 25 and 28

Application (customer) Completed application; 125 contact and addresses (the mailing address the applicant gave

— on the contact step, the comp step or their questionnaire — prints on the 125, the 130,

certificates and signature letters); the present insurer and the losses listed in the

questionnaire on the 125’s PRIOR CARRIER row A and LOSS HISTORY; 130 payroll, FEIN, SIC,

NAICS and NCCI risk ID from the comp step; SOV contacts

Property → location and

building

140 premises and building (WIRING from Electrical last updated; the APN in the building

remarks); 125 premises (interest, city limits, the description of operations from property use

or tenant type, area leased to others from occupancy, mortgagee; the named insured at a

location as an additional named insured); SOV property and building columns, a building’s

property premium included; the application in the generated set; the premises on the

ACORD 28, and its Mortgagee tick where a location names the holder

Property → coverage lines

and deductibles

140 subject rows (and a peril no row shows, in its remarks); SOV coverage columns and TIV;

the ACORD 28’s limits and deductibles; application deductible. A $0 limit prints on none of

them

Liability 126; SOV GL band; the general liability row of the ACORD 25; application

Underwriting → applicant 125 applicant block (GL code, SIC, NAICS, FEIN, entity); the FEIN and entity type in the

application’s Applicant block

Lines sold (Bind, Edit

lines)

Each line’s insurer and policy number on its own form — 140 property, 126 GL, 130 comp —

and the 125 header (the main line), its line-of-business boxes and premiums, and a LINES

SOLD remark; a row per line on the ACORD 25, umbrella and employer’s liability limits

included, and the property line on the ACORD 28; the GL, umbrella and flood premiums on

the SOV’s first row. The agency fee prints nowhere — it is your revenue, with commission and

the broker fee

Underwriting → policy The main line’s carrier and policy number (a policy’s only ones, before its lines are recorded);

the policy-wide deductible; the surplus lines tax and surplus broker & inspection fee on the

SOV’s first row, added into its annual premium

Underwriting → questions 125 page 4 and remarks (adverse answers first); 130 remarks (comp-related ones);

completed application
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YOU RECORD IT ON IT PRINTS ON

Workers’ comp 130 (coverage line limits and notes, and the notes on Other facts, in its remarks); the

application in the generated set

A corrected intake answer

(Mirage → Applicant &

details)

Every form that prints the answer, and the application in the generated set — never the

application the applicant submitted

Coverages E&O defence file; the Coverage acknowledgement the insured signs; hired & non-owned

auto on the 126

Certificates → holder The ACORD 25’s certificate holder block; the ACORD 28’s additional interest (Mortgagee

ticked only where the schedule names the holder; any other interest stated in its remarks),

its loan number (the holder’s Loan number, else a Re that starts “Loan # …”), the premises

the holder names, and the line saying whether the schedule shows the interest

Claims → a liability claim The ACORD 3 notice of occurrence: the date, place and description of the loss, the people

involved, police or fire contacted (Yes, or blank), with the policy’s carrier, policy number,

insured and contact

Stage and term 125/130/140/126 dates; SOV header; certificate

Team → Licensing Producer’s name, licence number and NPN on the 125, 126 and 130

Settings → Time zone The date on every generated document (until someone sets it, the time zone of the first

person to open Today)

Settings → Letterhead The top of every document sent for signature, Brella’s templates included; the legal name

and address in the Agency box of the 125, 126, 130 and 140 and the producer box of the

ACORD 36; the phone and email in the agency contact box of the 125 and 130 and the

producer block of the ACORD 25, 28 and 3; the legal name at the top and the foot of every

page of the completed application and the defence file, and at the head of the schedule of

values
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A.2

A submission checklist

Once for the agency: check the time zone (Settings), your legal name on forms (Settings →

Letterhead), and add every producer in Team → Licensing.

1

Assign the lead and say hello in the conversation.2

File the coverage correctly — it decides the tabs and the forms.3

Check every public-record value, and every named insured and mortgagee, on Property.4

Set each line’s limit and deductible (peril + figure).5

Add or decline GL.6

Complete Underwriting — carrier and policy number when you have them, and an explanation on

every answer that asks for one.

7

Set the proposed term (stage menu → Set the term…) and record every coverage decision on

Coverages.

8

Send the customer your questions (Notify).9

Run Mirage on every form before you quote: clear the contradictions first, then the blanks under Still

blank — or ask Bird to Fill the blanks in this section, section by section, and ask it which

supplements carriers expect. Finish with File forms & move to Quoted.

10
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A.3

Glossary

TERM MEANING

ACORD 125 / 126 / 130 / 140 Commercial application; general liability section; workers’ comp application; property

section.

ACORD 25 · 28 · 3 Certificate of liability insurance; evidence of commercial property insurance (what a lender

gets); general liability notice of occurrence / claim.

ACORD 36 The carrier form that changes the agent or broker of record on a policy.

Agency fee Your agency’s own fee to the client on a line sold. It counts in the line’s revenue, with

commission and the broker fee, and prints on no form.

Account A client: every policy their customer record carries, line by line, with the total premium. A

client account groups several entities under one name.

AOP · W/H · NS All-other-perils, wind/hail and named-storm deductibles.

Advisory record What was offered and declined, per coverage per term — the E&O defence.

Binder The carrier’s written confirmation that coverage is bound, before the policy is issued. Bird

reads one into the bind dialog (early beta).

Bird The agent built into Brella OS.

BOR Broker of record — the agency a carrier recognises on a policy.

Certificate of completion The last page of a signed document: who signed, how they proved it was them, and when.

Class code GL (e.g. 60010, 16910) or workers’ comp (e.g. 9082, 8810) rating code.

Copy (CC) Someone who signs nothing on a document sent for signature, and is emailed the signed

copy when everyone has signed.

Coverage

acknowledgement

The insured’s signed statement of the coverages they purchased and declined, from the

Coverages tab.

Current · earlier versions The newest copy of a document, and the copies before it — all kept, none replaced.

Dead A lead that will not bind; it keeps its reason. The customer is not told.

Direct bill carrier A carrier you are appointed with that bills the insured itself. Kept on Carriers with your

contact there.

Endorsement on file An additional-insured endorsement recorded on the policy — the only thing that makes a

certificate’s AI claim true.

Entity One business of a client — an LLC or company the policies are written for. A client account

holds one or more.
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TERM MEANING

Governing class The workers’ comp class with the most payroll.

Lines sold What was placed off a policy: each line of business with its carrier, writing company, policy

number, premium and what your agency earns on it.

Recycle A lead lost for now, with a date to try again; it comes back on Today as Re-approach.

Mirage Reading every form a lead goes to quote with, page by page, beside the policy’s own fields

(header → Review → Mirage); a form filed by finishing a Mirage run is marked Mirage.

Signature studio The full screen every document is sent for signature from: Documents, Fields (where you

place the boxes — or Bird does, with Bird places the fields ticked) and Review & send (8.2).

SOV Schedule of values — one row per building.

TIV Total insured value: building, other structure, contents, loss of rent, business income and

any line you added — never flood, equipment breakdown or ordinance or law, which are limits

on the same building.

Wholesale broker A broker you place through for markets you are not appointed with — often excess & surplus

lines. Kept on Carriers.

Writing company The insurer whose paper a line is on, when it was placed through an MGA or wholesaler. The

forms print it.

Every screen and form in this guide came from the real product, driven in order

through the two policies it follows. HighFair Insurance and both applicants are

fictional.

BRELLA OS · AGENCY GUIDE 187


