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TWIA Builder’s Risk Submission in the Agent Portal

This job aid demonstrates the general process to submit new commercial business to
TWIA. Please note: This job aid is intended as a guide. The actual content of the New Agent
Portal and available options may change over time.

Only one building may be insured on a single Builder's Risk policy. If there are
multiple buildings to insure, each one will need its own TWIA policy.

Before you begin quoting in the Agent Portal.

e Check TWIA's Eligibility Guidelines: Minimum TWIA Policy Eligibility Cuidelines,
TWIA Flood Insurance Requirements and TWIA Declination Regquirements. The risk
you are writing must meet all requirements to be eligible for coverage with TWIA.

e Reference the Builder’s Risk Decision Chart for a visible workflow. Click HERE.

1. From the TWIA Home Page www.twia.org select “Log In" and “Agent Login”.

PROPERTY OWNERS ~ AGENTS v ABOUT -~ LOG It ’

Agent Login

Policyholder Login
Adjuster Login

2. Under Agent Portal, select “Log In Now".
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AGENT PORTAL

Get Started
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https://www.twia.org/minimum-policy-eligibility-criteria/
https://www.twia.org/flood-requirement/
https://www.twia.org/declination-requirement/
https://www.twia.org/wp-content/uploads/Builders-Risk-Decision-Chart-Cloud.pdf
http://www.twia.org/
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3. Enter your Username and Password where indicated. Agree to the Terms of Use
(if you agree) and select “Login”.

Username

Password

9

I8 1 agree to the Terms of Use]

Change Password Forgot Password Forgot Username

If you forgot your username or need login help, email us or call (800) 979-6443.

Our normal business hours are Monday-Friday 8:00a.m.-5:00p.m.

4. On the Agent Dashboard screen (the landing page), select “Start New Quote”.

Dashboard | zei .

37 6 52 735 @':‘_m sirdom

e | 24K s
Open Quotas Open Policy Changes  Open Cancellations Open Ranewals —

5. Enter the requested information and then select “Search”.

jsion  Adminisration  Book OfBusiness
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6. Select “Continue as a New Customer”.

P °ow @

+ StartNew Quots

Possible Account Matches

No account found based an your search criteria.

[ [ e [

n

7. Enter the New Account Details and select “Create Account”.

New Quote: New Account Details

Account Type Personal

* First Name | |

* Last Name | : |

Account Holder Email Address | @mib.com |

o If the customer wants to utilize the TWIA Policyholder Portal to view documents, view invoices, make
payments via echeck or credit card, or select the TWIA 10 Pay Auto Pay Plan, an email address will be
required.

Address of property to be insured

* Address Line 1 | |

Address Line 2 (Apt/Bldg/Suite) | |

Address Line 3 | |

* County | Galveston hd |
iy | .
State Texas

* ZIP Code | T v |
* Producer Code & Name | 2154592W001 Galveston Insurance Associates - PRODUCER GROUP (3... ~ |

Create Account

v2.0_8.29.2025
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Navigation Tip: All fields on each screen with a red * are required to proceed in each
section. Missing data in any of these will not allow you to continue in the steps and an error

displays.
8. Choose Commercial from the Product drop down menu and select “Create
Quote”. REMINDER: Quoting a Commercial product in this job aid.

New Quote: Policy Details for Existing Account

Account Type Personal

Account Wo¢
Name
State
* Requested Coverage Start Date D ‘
Producer Code & Name
* Product { Please Select: A4
--Please Select--
Commercial @
Residential
S

New Quote: Policy Details for Existing Account

Account Type Personal

Account
Name

State

B |

* Requested Coverage Start Date

Producer Code & Name

* Product

Create Quote

l Commercial v I

v2.0_8.29.2025
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9. On the Qualification section of the Commercial - Quote screen, be sure to
answer each question with an * by it. When complete, select “Next”.

Important! Please note TWIA's declinations, flood and eligibility requirements are not

changing.

Excluded

Declined

Excluded
S

Quote Request

Policy Details

‘Account:
Commercial - Quote (00 )
Eligibility Requirements Apply to all Locations and Structures

TWIA General Eligibility

10. After selecting “Next”, the Commercial - Quote screen continues, select “Add
Building”. Take note of the reminder notification that there must be one building

for each location.

Quote Request

Policy Detals

Account:

Commercial - Quote (00 )

[[a roemseaticnsonsismeperoson

Buildings & Locations

Add buildings and locations by entering their details.

Add Building,

v2.0_8.29.2025
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1. On the Add Building screen, answer the question with the red * and select

“Next".
QuoteRequest Commercial - Quote (00 )
Add Building ...
- )
. \
=2

12. From the drop down menus, select the coverage form (Builder's Risk), property
class code (1150 Builder's Risk). Please reference the Builder's Risk Decision Chart.

uateRaguest Commercial - Quote (00! )

Policy Detalls

Add Building @

Buiding.

Building Number

UnitMumber

Building Description

* Coverage Form

= 3y

* Property Class Code Please Select

Buil

Property Class Description

* Risk item Type

Quote Request Commercial - Quote (00 )
Add Building @ Q&
Q@ Location ™ >
1150: Bui ok

* Builder's Risk Form

=3

v2.0_8.29.2025



https://www.twia.org/wp-content/uploads/Builders-Risk-Decision-Chart-Cloud.pdf
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Important! Take note the other Builder’s Risk coverage forms include the following: (see
below)

* Coverage Form Builder's Risk ~ ‘

* Property Class Code ‘ 1150: Builders Risks. ~ ‘

Property Class Description Builders Risks

* Risk [tem Type W\Easa Select “
fhr
a

* Builder's Risk Form Please Select

Commercial and F&R Non-Dwelling - Additions (> than 10% grade floor area)
Commercial and F&R Non-Dwelling - New Construction

Commercial and F&R Non-Dwelling - Repairs and/or Improvements with No Additions
Commercial and F&R Non-Dwelling - Additions (<= 10% grade floor area)

Dwelling and F&R Dwelling - Additions (<= 10% grade floor area)

Qwemng and F&R Dwelling - Additions (> 10% grade floor area) j

* Coverage Form |Euitdev‘sﬁ\5k v ‘

* Property Class Code | 1150: Builders Risks - ‘

Property Class Description Builders Risks

* Risk Item Type | Dwelling and F&R Dwelling - New Construction v ‘

* Builder's Risk Form “/‘\Easabelec: ~
\Hrj_

Please Select

TWIA-18 Builder's Risk - Stated Value Form

Cancel
- TWIA-21 Builder's Risk - Actual Completed Value Form

13. Enter information in the required fields (any field with a red *). Select “Next” when
ready to continue. REMINDER: To be eligible for form 21, the construction start
date and delivery date must be the requested effective date or after. TWIA Form
18 is for construction already in progress or if coverage is needed on the existing
structure.

Account:

Quots Reciest Commercial - Quote (00 )

Policy Details

Add Building @ e

Construction

9 Location T™™TT, >

M Building 3

Builder's Risk Details

| Gelvery D — | Jun 27,2025
* Construction Start Date — /30/2025
Construction Details
* Const Type B
# Number of Stories 1
* Total Area 2,600
* Roof Type Shingles, Asphalt/Fiberglass

v2.0_8.29.2025
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14. Next, enter the estimated replacement cost value, the estimated actual cash
value, and the coverage limit. Select the deductible amount and select “Next” to
continue.

Important! Please note all three of these values should be the same when quoting Form 21
coverage as must insure for the full completed value. The quoting process will stop if they
are not. If quoting Form 18 coverage, the values can be different especially if not insuring
the risk at full value.

ceount

s — Commercial - Quote (00 )

Policy Details . - -

Qualification Add Bu|ld|ng 16 [ J [ )

Buildings and Locations o
9 Location ™I >
M Building >
A Construction Brick Veneer >
Build ontent: 2

* Estimated Replacement Cost Value 360,000

* Estimated Actual Cash Value 360,000

* Deductible 196 ($1000 miin]

“

Quote Request Gomme il Quote (00 )
Policy Details
Add Building @ @ @ ©
ddional
© Location ™ N
Al Building :
A Consts .
>

B Coverages

+ Add Additional Interest
HAME INTEREST TYPE LOAN/CONTRACT NUMBER
found

v2.0_8.29.2025
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16. Select, “Mortgagee” form the Interest Type drop down menu. Once completed,
select “Save Interest”.

Quite Reguest Commercial - Quote (00 )
Add Building @ o [ ] ® ol
@ Location L3 >
M Building 5
A construction >
B Buile >
e
& A
i
o ” VJ
o
Suote Request Commercial - Quote (00 )
Add Building @ ® ® ®
e
® Loatien ™y >
N
Coor— >
g e >
[oreacee 3|
-
o
=
«
e
: .
e
be 502.555-12
= =3

17. The Mortgagee information populates and verify the information returned and
then select “Next”. If there is another Interest is needed, select the “Add
Additional Interest” button.

Account.
Quoss Request Commercial - Quote (00! )
Add Building @ o ® ® _
Additanal insrests

@ Location ™ >
Al Building »
A construction Brick Veneer >
B Coverages Building Coverage 3

+ Rdd Additional Interest

HAME INTEREST TYPE LOAH/CONTRACT NUMBER

I [Em— [m— w1 ' I

=
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18. After selecting “Next”, continuing on the Add Building section of the
Commercial-Quote screen, verify the information returned and select “Done” to

continue.
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Quote Request

Policy Details

Commercial - Quote (00!

Add Building © ®

Location
Building

[ ]
"
A constr
B
@

‘ @ Bsuildingsaved.

19. On the Buildings & Locations screen, verify the information displayed and select

“Next” to continue.

Quote Request

Policy Details

Account:

Commercial - Quote (00

Buildings & Locations

Location 1D Location BUILDING 1D

)

BUILDING DESCRIBTION

COVERAGE FORM

20.0n the Builder’s Risk — Quote screen, you may edit the coverages. If edits are not
needed, select “Next” to continue.

Quote Request

Policy Details

Builder's Risk- Quote (00

Quote

™

Proposed Policy Period  Sep’5, 2025

$1,777.00

Previous

Seps,2026

L]

>
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21. Continuing on the Builder's Risk — Quote screen, photos of the work in progress
are needed for Builder’s Risk submissions. The empty lot must be photographed

and the photos must be recent. Once the photos have been obtained, they can
be uploaded by selecting “Upload Documents”.

Important! The photos of the lot / property must be taken within the last 30 days.

Account
Quote Request Builder's Risk- Quote (00 )

Policy Details

Qualiication Additional Information ]
Bulldings and Locations

Quote

nAME INTEREST TYPE LOAN/CONTRACT NUMBER

,

+ Upload Documents

22. After selecting “Upload Documents” in the Builder’s Risk - Quote screen, select
the type of document from the drop down menu which is “Photo”. Proceed by
selecting “+ Upload Documents”.

Account
S Builder's Risk- Quote (00 )

Policy Details.

Qualification Additional Information o

Addftional Information

Hocuments. After you Upload a document, please update the description, select the

[mission of the copyright owner. File names must not exceed 60 characters (including the file

Do not upload file: g illegal cos or copyrigh ertificate of
type extension). Files must not exceed 20MB.

Compliance

Historical Landmari

e - osscmprion sunome - oaTsPLoADED - save
Exception
Proto
sots o
cancel m “

v2.0_8.29.2025



23. Enter a description in the Description column and select the appropriate
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building number in the Building column drop down. Click the disk icon [IEJ}
in the Save column to save the document.

Quote Request
Policy Details
Qualification
Buildings and Locations

Quote

Additional Information

Builder's Risk- Quote (00! )

Additional Information -

u eryou upload a document, please update the description, select the
ocument

Da notupload files containing llegal content or copyrighted information without the permission of the copyright owner. File names must not exceed 60 characters (including the file
type extension). Files must not exceed 20MB.

2025docx | Phate Phote ase Select - | orsmaozs

! f f

m

[ AME DESCRIFTION - BOCUMENT TYRE BUILDING DATE UPLOADED. save ]

24.Continuing in the Builder’s Risk — Quote screen, either upload more documents
or select “Next” to continue.

v2.0_8.29.2025

Quote Request

Policy Details
Qualification
Buildings and Locations

Quote

Additional Information

Builder's Risk- Quote (00 )

Additional Information ~

Additional Named Insureds
Premium Finance

Upload Documents

— BRR uriosdnocuments Q, search documents

Please select the Document Type and click the "+ Upload Decuments” butten to upload documents. After you upload a document, please update the description, select the
Building, and click the Save butto v et to delete 2 docur

Do not upload fles containing illegal content or copyrighted information without the permission of the copyright owner. File names must not exceed 60 characters (including the file
type extension). Files must not exceed 20ME.
namE DESCRIPTION DOCUMENT TvPE BUILDING DATE UPLOADED save

Lsuildinga 1
I
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25. Standardize the address, enter the policyholder’'s work phone number and then
select “Standardize Address”.

Account
Quote Request Builder's Risk- Quote (00 )
Policy Details
Qualification P
Mailing/Coverage Summary L)
Buildings and Locations
Quote

Seps, 2025
Additional Information

g/Coverage Summary

Mailing Address

[ @  The address you entered has not been updated to follow USPS standards. You must select

* Address Line 1

Address Line2

sundar\iiu Address

26. The address confirmation appears in the Standardize Address Details box. Click
“OK" if it's accurate.

Standardize Address Details

The address you entered could not be updated to follow USPS standards. You may be contacted for additional information.
You Entered
X7

Exact Address

ADDRESS POSTAL CODE

o] ™11 L

v2.0_8.29.2025
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27. After the address is confirmed and all details appear correct, select “Next”.

Account
Quote Request Builder's Risk- Quote (00 )
Policy Details
Qualification -

Mailing/Coverage Summary &
Buildings and Locations
Quote

Requested Coverage Start Date Sep 5, 2025

Additional Information

Primary Insured
Mailing/Coverage Summary

Mailing Address

(1@ roessaoscyoeced s oo gt s ]

* Address Line 1

Address Line3

Address Line2 |

- city

* State Texas v

“ 2IP Code 77 |

* Country United States v
Email ‘ @mib.com ‘
* Primary Phone ‘ Home v ‘
* Home Phone ‘ 5-1212 ‘
Work Phone ‘ ‘
Cell Phone ‘ ‘

Policy Summary >

v2.0_8.29.2025
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28. Next, continuing on the Builder’s Risk — Quote screen, select the payment plan
desired and then select “Submit”. REMINDER: EFT is not a displayed option if
your agency is not enrolled in the program. If your agency would like to enroll,
please access the following link: EFT Authorization Form.

Account:
Quote Request Builder's Risk- Quote (00 )
Policy Details
Qualification

Payment Details

Buildingsand Locations

Quote
Total Premium including Credits And Surcharges
Additional Information $1,777.00
Mailing/Coverage Summar
e < Y * Payment Method I €F v I

Payment Details

Policyholder Email Address @mib.com ‘

Payment Plans

Name Total DownPayment Installments

OErE po—
TWIA 10 Pay (o Pay) s $266.55 “

Please note that depending on the reason for policy cancellation, TWIA may be required by law to keep the full annual premium.

29. After selecting “Submit” for the desired payment amount, the pop up screen,
Confirm Payment Method, appears. Once ready to move forward, select “OK".

@ Confirm Transaction

This transaction cannot be modified after it has been submitted. Do you want to continue?

] -
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https://www.twia.org/wp-content/uploads/2015/03/EFT-Authorization-Request-Form.pdf.pdf
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30.The Submission Successful screen appears which displays the confirmation of

the policy and payment option. From this screen you may review and download
the related documents by selecting the hyperlink labeled “here”.

Submission Successful L]

Summary

TWERDID
September 5, 2025
09/05/2025 - 09/05/2026
51,777.00

ment ethod okt

yment Plan THilA Full Pay

maticn Number 2858

Primary Insured

v2.0_8.29.2025



