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The same form is 
used for New 
Policies and 

Policy Changes.

Fill the form out 
completely. Demographic 

info changes frequently, 
making this section 

important. This should be 
the mailing address, 

which may be different 
than the property address.

Check-mark 
the “New 

Policy” box.

Enter your 
District 

Number.

Leave the 
Policy Number 
blank – this will 
be assigned at 

the office.

Enter the date 
the member 

wishes for the 
new policy to 
go into effect.

Your info as 
district secretary 
is helpful in case 

we have 
questions while 
processing the 

form.

TIP:
Save your master copy 
of  the New Policy and 

Change Form with 
your district secretary 
info already filled in. 
When you need to 
process a form, you 

have a head start. 



Consult the 
bottom of  the 

form or the MUA 
Guidelines 

booklet to find 
the correct rate.

Leave the Line 
No blank on 
new policies.

Enter the 
property 

value in the 
Add $$ 

column.

Ending Value 
$$ can be left 

blank on a new 
policy.

If  the property is 
financed, check-
mark the Lien 
column on the 
lines that are 

financed.

Leave the 
Cancel $$ 
column 
blank.

Enter a complete property 
description. For houses or 

other major buildings, 
include the street address, as 

it may not match the 
mailing address.



Fill in the lien 
holder’s name 

and mailing 
address.

If  approval has been 
given by phone or 

electronically, please 
indicate.

Signatures can be 
typed in if  the values 
have been approved 

by that party.

Fill in the lien 
holder contact 

info so the 
office can send 

proof  of  
coverage.

If  you have the 
loan number, 

please include it for 
the bank’s 
reference.

All four 
signatures are 

required on new 
policies.



Save the form in a 
location where you can 
find it, with a name to 

identify it, such as, “New 
Policy Andrew 

Petersen”.
Be careful to not 

overwrite the original 
blank form with a file by 

the same name.
Email the form to the 
office and any other 
party who needs a 
copy. Clicking this 

button should open a 
new email message in 

your default email 
client with this form 

already attached.

Print the form if  you 
need to collect 

manual signatures, 
or if  anyone needs a 

paper copy.

Please remember that all 
forms are to be filled out and 

submitted by the district 
secretary. Please do not hand 

out blank forms to your 
members to fill out for 

themselves. Members are 
not as familiar with 

guidelines and procedures as 
you are.



The same form is used 
for New Policies and 

Policy Changes.Fill the form out 
completely. 

Demographic info 
changes frequently, 
making this section 

important.

Check-mark the 
“Existing 

Policy” box.

Enter your 
District 

Number.

Enter the 
member’s 

Policy 
Number.

Enter the date the 
member wishes 
for the  policy 
changes to go 

into effect.

Your info as district 
secretary is helpful 

in case we have 
questions while 
processing the 

form.

TIP:
Save a Change Form with 
all the name, address, and 
policy info filled out for 

each policy holder. When 
you need to make a 

change, open that form and 
you have a head start. Save 
the form with the changes 

under a new file name.



Leave the Line No 
blank on new lines 
of  property you are 

entering. These 
will be assigned at 

the office.

Fill in the Line 
No for existing 
lines on which 

you are changing 
values.

If  adding value, 
enter the dollar 
amount of  the 
change in the 

Add $$ column.

The Ending Value  
column should contain 
the value the member 
wishes to have on this 
line after the current 
changes are made.

If  new lines are 
financed, check-
mark the Lien 
column on the 
lines that are 

financed.

If  subtracting 
value, enter the 

dollar amount of  
the change in the 

Cancel $$ column.

Enter a complete 
property 

description. New 
entries for houses 
or major buildings 
should include the 

street address.

Consult the bottom of  
the form or the MUA 
Guidelines booklet to 

find the correct rate for 
new lines.

For equipment 
or machinery, 
enter the serial 

number if  
available.



Fill in the lien 
holder’s name and 
mailing address for 

the new items 
being added that 

are financed..

If  approval has been 
given by phone or 

electronically, please 
indicate.

Signatures can be typed 
in if  the values have 

been approved by that 
party.

Fill in the lien 
holder contact info 

so the office can 
send proof  of  

coverage.

If  you have the loan 
number, please 

include it for the 
bank’s reference.

Only Policy Holder and 
Secretary signatures are 

required on change forms, 
unless adding real estate.



Save the form in a 
location where you can 
find it, with a name to 

identify it, such as, 
“Policy Change Andrew 

Petersen 06-07-2024”.
Be careful to not 

overwrite the original 
blank form with a file by 

the same name.

Email the form to the 
office and any other 
party who needs a 
copy. Clicking this 

button should open a 
new email message in 

your default email 
client with this form 

already attached.

Print the form if  you 
need to collect 

manual signatures, or 
if  anyone needs a 

paper copy.

Please remember that all 
forms are to be filled out and 

submitted by the district 
secretary. Please do not hand 

out blank forms to your 
members to fill out for 

themselves. Members are 
not as familiar with 

guidelines and procedures as 
you are.



Enter the 
member’s policy 

number.

Enter the loss date. 
If  date is unknown, 
(for example in the 
case of  theft) enter 

the date the loss 
was realized.

Enter the date the 
loss was reported to 

you as secretary, 
even if  you did not 

have complete 
details.

Enter the 
member’s 
name and 
address.

Enter the policy 
line number of  
the property for 

which loss is 
being filed.

Enter the property 
description as 

shown on policy.

Enter the amount 
of  coverage shown 

on the policy for 
the entire line item, 

(in this case all 
house contents).

Enter the actual current 
value for the entire line 
item at time of  loss, (in 

this case all  lawn & 
garden equipment).

Total the 
loss amount 

from all 
lines.

Enter the 
amount of  

loss for 
each line.



All four 
signatures are 

required in 
order to 

process a loss.

Select the 
appropriate 
box for the 

type of  loss.

Give a reasonably detailed 
description of  the loss as it 

occurred. Supplying 
details can expedite the 
claim, keeping us from 

needing to request more 
information.

If  the property on 
which the loss occurred 
is financed, be sure to 

include lien holder info. 

Save a copy of  the 
form for your 

records, taking care 
not to overwrite 
your master file.

Print form if  
you need to 

collect 
manual 

signatures.

If  signatures have been 
typed in, you may use this 
button to email the form 

to the office

If  approval has been 
given by phone or 

electronically, please 
indicate (by phone, 

by text, etc.).

Signatures can be typed 
in if  the loss report has 

been reviewed and 
approved by that party.
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