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Completing a Cancellation

 Search for the policy by the insured's name or property address.1.
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2. Once you are in the Policy Details screen, click "Cancel" in the upper right-hand

corner.

3.  Once in the Policy Cancellation section, select the Cancellation Reason and the

Date of Cancellation.

NOTE: If you do not see

the Cancellation Reason

you're looking for, select

the option "Other" and a

drop down will appear with

the additional Cancellation

Reasons. 



4. Next, upload the required documents for the specific cancellation reason and select

"Verify Document".

5. Verify the Document: The document will display beside the verification questions.

NFS will not underwrite this cancellation if you can verify this information. If you cannot,

NFS will underwrite this cancellation.

Once the questions are completed, select "Submit Verification". A green check mark

will appear to confirm document verification.
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7. Confirm the Refund Payee and the address the refund check is being mailed to.

8. Click the "I Certify" button for your agent signature and to confirm the

information you provided is correct. 
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6. Next, the insured's signature will be required. Select to either email the insured to

receive their signature OR to confirm and certify on-site. 

Option to Send Email

Request

Option to Certify

On-Site
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9. Finally, click the "Request Cancellation" button to process the cancellation.

10. After the cancellation has been requested, the Policy Details page will appear where

you can confirm the status of the policy on the left-hand side of the policy details. 

NOTE: you may need to refresh the page to see the updated status.

Cancelled


