
      

2.13 

Process 
Finance AP team makes premium 

payments as decided and intimates 
to Insurance cell 

Finance AP Team 

Process 
MOU/SLA is signed between VP – 

Insurance, Insurer and broker 

Insurance Cell 

ExP.0 

Process 
Sr. Executive Insurance raises the 
request for premium payment to 

Finance AP team 

Insurance Cell 

   

.05.22 

Insurance Cell 

 

Process 
Post CFO approval, approved 

Insurers are sent by VP – Insurance 
to GM & above – Finance & 

Accounts 

Insurance Cell 

Process 
Vetting of contracts (whenever required), 

understanding of insurance clauses, risk 

assessment and drafting the specifications is 

performed. RFQ is issued and shared with Broker 

for inviting quotations from the Insurers. Quotes 

comparative report is prepared including T&C for 

shortlisting. VP-Insurance sends shortlisted 

Insurers and terms to CFO for final approval 

VP-Insurance 

FA obtain confirmation 

Initiate 
Sr. Executive/Manager sends the request 

to respective department CIS to verify 
the existing details like Asset 

descriptions, Location details & Values 
(sum Insured), etc. and 

1 
department, if any 

Initiate 
 Asset data is maintained by Sr. 

Executive/Manager – Insurance for 
applicability of insurance in FY after 

changes suggested by respective 

Insurance Cell 

 

END 

Review 
Review of the policy terms & get it endorsed, 

if required and Sr. Executive/ Manager – 
Insurance shares the policy copy with 

Corporate Finance  

Insurance Cell 

Flowchart of Expenditure – Insurance Policy 

Mega Process: Expenditure 
Sub Process: Insurance Policy 

Project Type: All Segments 
Confirmed on & by: 08/09/2021, Priya Singh, Manager & Vijay Chowdhary, VP - Insurance 
Source: Insurance Cell, Finance F&A, CIS, CFO All verticals-CIS 

 
 

 
 

START 

Process 
Respective department CIS verifies 
and provides confirmation on the 
relevant details to Sr Executive/ 

Manager- Insurance for taking the 
Insurance coverage 

 Department 
CIS, Insurance Cell 
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Respective asset department communicates the commissioned project details (Project cost, capacity, DPR, 
1 etc.) along with Commercial Operation Date to the Insurance Team. 

 

 
ExP.02.13 

On a monthly basis, Sr. Executive/Manager - Insurance communicates Cash Deposit Statement along with copy of policy documents (if any 
issued) to F&A AP Team. F&A AP Team reconciles the balance as per books with the CD Statement and difference, if any, is discussed with the 
Insurance Team, and records the additional Insurance expense in the books. 

 
ExP.02.14  

1. Insurance Cell tracks adequate coverage of all relevant exposures. Insurance policy requiring follow up and periodic update of information 
to Insurance agency is ensured for both coverage and insurance premium adjustment. E.g., In transit transactions are updated, Revenue 
figures are updated. 
 
2. Additional premium payment is approved by CFO and is communicated by Sr. Executive - Insurance to F&A AP Team for payment and 
accounting. 



START 

5.23 

 

Process 
Sr. Executive/Manager Insurance co- 

ordinates with all stakeholders to 
arrange for information/documents  

as per the LOR.  
 
 
 
 
 
 

 
3 

 

 

 
Process 

Sr. Executive/Manager Insurance 
intimates the claim to insurer through 

Broker. On intimation, Insurer will 
appoint surveyor. SIS will facilitate the 

Survey. Sr. Executive/Manager 
Insurance will coordinate and in case 
of any major loss, Insurance Cell will 

accompany the surveyor. Post survey, 
Surveyor will release Letter of 

Requirement (LOR) 

 
1 2 

 
Initiate 

Upon information of loss, the Site 
Insurance SPOC (SIS) will immediately 
intimate the Respective Department 

CIS.  
CIS intimates the claim to Sr. 

Executive/Manager - Insurance 
through e-mail 

FA.0 

Insurance Cell, Department CIS, 
SIS, F&A Team, CFT 

Insurance Cell, Insurer, Surveyor, 
SIS 

 

Corporate Insurance SPOC (CIS) 

Claim 
admissible as 
per policy? 

YES 

NO END 

 
 

Process 
Upon satisfactory response, 

insurer will process the claim 
and remit the money to 

ReNew and accounted by AP 
team in the books 

 

F&A AP Team 

 
 

 
Process 

Based on mutual consent,  
Final Survey Report is issued 

to the Insurance Service 
Provider 

Surveyor 
 Insurance Cell, broker, CIS, 

insurer 

 

 

Process 
Sr. Executive/Manager Insurance 

will follow-up with Insurers/ 
brokers for settlement of the 

claims. 
If any query raised by Insurers, it is 

clarified with CIS. 
 

  

 

Insurance Cell, Corporate 
Finance team 

 

 

 
Process 

Once approved by the insurer, 
Sr. Executive/Manager Insurance 

arranges the NOC from 
respective lender in coordination 

with Corporate Finance Team. 

 
ExP.0 

 
 
 
 

2.15 

 

 
Process 

Sr. Executive/Manager -Insurance verifies 
information/documents received. Gaps, if 

any, are addressed with respective 
stakeholders & CIS. Final set of documents 

are submitted to Surveyor. 
If required, Surveyor re-visits the site along 
with SIS to verify the reinstatement of the 

damaged property. 
Sr. Executive/Manager- Insurance 

coordinates with surveyor for assessment 
of loss. 

 

Insurance Cell, surveyor, SIS 

Flowchart of Expenditure – Insurance Policy 

Mega Process: Expenditure 
Sub Process: Insurance Claim Processing 
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1 

2 

3 

4 

 

Appointment of surveyor by Insurer based on quantum of loss: If less than 2 crores – within 2 days; If more than 2 crores – within 5 days. 
(Delay in exceptional scenarios of Surveyor unavailability) 

 

Upon appointment, surveyor has to conduct survey immediately, i.e., not later than 72 hours, even in case of remote location. 
(Delay in exceptional scenarios and site accessibility) 

 

Stakeholders – Asset Management Team/ Project Team/ IT Team/ SCM Team (Procurement) etc. 
 

Claim inadmissible, in case the claim quantum is in excess of the Insurance Policy. 



END 
      

 
PROCESS 

Once payment is processed, 
VP-Insurance reviews and 

verifies the policies including 
T&C and shares it with AGM- 

HR 

VP- Insurance 

 

 
PROCESS 

After approvals, AGM-HR 
raises request for premium 
payment to F&A AP Team 

AGM - HR 

 
INITIATE 

Employee Insurance policy 
gets renewed every year in 

March/April for all the active 
employees. Employee data is 

shared with VP - Insurance 

AGM-HR 

1 

 

Additional premium payment is approved by CFO and is communicated by AGM – HR to F&A AP Team for payment and accounting 

Flowchart of Expenditure – Employee Insurance Policy Management 

 

Mega Process: Expenditure 
Sub Process: Employee Insurance Policy Management 

Project Type: All Segments 
Confirmed on & by: 14/09/2021; Vijay Chowdhary, VP-Insurance 
Source: Insurance and HR 

 
 
 
 
 
 
 

      
 
 
 
 
 
 

 

AGM-HR 
 

 

PROCESS 
On monthly basis, employee 
addition/deletion are directly 
communicated to the broker 
by AGM- HR for updation of 

Group Health Policy/ Life 
Policy/Accidental Policy 

1 Exp.0 

 
 
 
 

2.14A 

 

 

START 

     

VP- Insurance  VP- Insurance  
CHRO and CFO 

     

  PROCESS   

PROCESS  Quote Comparative   

RFQ including T&C is 
prepared by 

VP- Insurance and sent to 
Insurers through broker 

   
 

 

 

 

Statement Report is prepared 
by VP-Insurance and 

shortlisted insurers are 
shared with CHRO for 

 APPROVAL 
Post CHRO approval, it is further 

approved by CFO. 

  approval.   
     

     

 


