Hints and Tips to complete your Rural ECN
These guidelines are to help you complete the cover note request form on the Rural “imarket” cover note request page.  Once you have chosen cover note Request you are provided with 4 cover note options.

Rural ECN Agricultural
Rural ECN Commercial
Rural ECN Fleet
Rural ECN Private Car

Which cover note option should I choose?
· If you are adding or amending one vehicle of a certain type (i.e. PC, CV or AV) please use the corresponding electronic cover note.
· If are adding or amending 2 or more private cars or commercial vehicles use the Rural Fleet cover note. 
· Use the Agricultural cover note to issue a blanket certificate where you are covering AVs only.
Completing the cover note
Some of the fields on the ECN are mandatory however not all these fields are required for the Rural ECN, and this note will assist in understanding what information must be keyed.  Where a field is not mentioned below, you do not have to key into it.
Where drop down lists are provided and contains entries not listed below, the ECN validation will fail and you will need to select a different option.

Agency Account reference – this field is mandatory but not required for your cover note, please key ‘0’.

Risk reference - this field is mandatory but not required for your cover note, please key ‘0’.

Policy Number – this field must contain the Rural policy or quote number associated with this cover note.

Special Terms – this field should include any special conditions, excesses over and above the policy standard and other details mentioned below such as named drivers.  If any of the vehicles are used for agricultural contracting, this must be stated here.
Insured details – where the insured is an individual, please enter their details in the first 3 boxes.  Where the insured is a company, please enter details into 4th box.
Address – a minimum of 2 address lines and postcode must be keyed.

Vehicle Group – this field is present on Fleet and Agricultural ECNs and should be used for blanket cover notes.  Valid options are:
Agricultural and Forestry Vehicle

Goods Carry Vehicle

Private Car

Details of a specified vehicle – when insuring a single vehicle, this information must be keyed.  
Where the Agricultural ECN is used, you also need to indicate whether the vehicle is hired out.

Cover type – the following options are valid for Rural ECNs

Comprehensive

Third Party 

Third Party, Fire and Theft

Class of use – the valid options for this field vary depending on the ECN being completed.
Agricultural Vehicles - 
Use for agricultural or forestry purposes

Commercial Vehicles - 
Carriage of Goods for Hire or Reward.

Carriage of Own Goods Excl Hire & Reward.

Private Cars -
Class 1 – For social domestic and pleasure purposes (includes use for travel to and from permanent place of business) and in person by the Policyholder in connection with his/her business or profession excluding hiring, or commercial travelling, or any use in connection with the Motor Trade.

Class 2 - For social domestic and pleasure purposes (includes use for travel to and from permanent place of business) and in connection with the Policyholder’s business or profession excluding use for hiring, commercial travelling or any use in connection with the Motor Trade.

Class 3 – For social domestic and pleasure purposes (includes use for travel to and from permanent place of business) and in connection with the Policyholder’s business or profession excluding use for hiring, or any use in connection with the Motor Trade.
Fleet - 
Agricultural or Forestry Purposes.
Class 1 (as above)
Class 2 (as above)
Class 3 (as above)
Carriage of Goods for Hire and Reward
Carriage of Own Goods Excluding Hire & Reward
Driving restrictions - select from a drop down list:
Any Driver

Any Driver - Excluding Drivers over 21
Any Driver – Excluding Drivers over 25
Any Driver – Excluding Drivers over 30
Insured and 1 Named Driver
Insured and Civil Partner
Insured and Named Drivers

Insured and Partner

Insured and Spouse

Insured Only

Please note - 
If you wish to provide cover for Any Driver over 25 plus named young drivers, please choose Insured and Named Drivers from the drop down box  but type AD inc YD in the ‘special conditions’ box and provide the full name and date of birth for the young driver.
Any Driver means any driver authorised by the insured and this statement must be included in the ‘Special Conditions’ box.
If you choose an option including one or more specified drivers, please complete their full name and date of birth in the ‘Special Conditions’ box.
Driver Details – these details are not required for the Agricultural or Fleet ECN.  However, they are mandatory on PC and CV ECNs, even where Any driver is specified.  If you do not wish to add specific details, please key Mr Any Any.
Cover note details – please key date and time (24hr) you wish the cover note to be effective from.  They cannot be backdated and if this is attempted, the date and time the cover note is keyed will be assumed.  If you wish the start time to be midnight, please enter 00:00:01 in the start time box.
Cover note duration - must be keyed and can only be between 1 and 30 days. 

Reason for issue – this field is selected from a drop down list and the following values are valid for Rural ECN - 
Additional driver

Additional vehicle
Change of driver

Change of use

Change of cover 
Change of name

Continuation*
Correction of registration number 

Lost certificate

New business

Other (you will need to complete Additional Info box where present)

Renewal

Replacement for incorrect cover note*

Taxation 

Temporary additional vehicle

Temporary additions

Temporary change 
Temporary change of vehicle

Vehicle substitution

* You will need to complete previous cover note number field.
Agricultural Vehicle cover notes – special points
· All Agricultural Vehicle cover notes provide Any Authorised Driver cover as standard.
· For Vehicle group please choose Agricultural Vehicle for any single vehicle that is not an ATV or for a blanket cover note. For an ATV please choose ATV from the drop down list.
Important notes that apply to all cover notes 
· Each cover note has an Additional Information box at the end. This box is not mandatory but if you wish to advise us of any information that may not appear on the cover note but that may be a material fact, please complete it in this box as we will receive the details via email.

· At the bottom of each cover note you are given the option of saving the details you have keyed. If you click on the save button, you will be asked where on your computer you wish to save the file. 
(If you click save and you are not given the option of where to save the document it may be that you have yet to enable cookies or Active X control on your system.  Please speak to your IT department about this.)
· Once saved, you can amend the data at any point or if the cover note “fails” once submitted.  To retrieve the saved item, enter the cover note request section and choose the relevant cover note type.  Scroll to the bottom of the page and click Load.  Once you have located the previously saved cover note click Load again and the information will re-populate the cover note template for you to amend and/or submit.
