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A summary of how revenue and commissions are sourced and 

accounted for 



Weekly 
Commission 
Statements

Statement 
from each 

carrier

Web based

Sign on and 
print off

Scan/print 
copies to send 
to members

Sort pages by 
member firm

Mail

Open and 
remove

Scan copies to 
send to 

member 

Sort pages by 
member firm

Commission 
Reporting



Sort by 
broker 

(member)

SF Segs Life Annuity

Match deposit 
summary to bank 

deposit – one 
summary per deposit

Create Deposit 
Summary (Blue 

Sheet in Excel)

Enter summary 
data to Quickbooks

Revenue
Accounting 



Review weekly 
statements for debits

Input debits to Excel 
tracking sheet

Follow normal 
30/60/90 day 

collection policy

If BWP is charged after 
90 days – make journal 

entry “Receivables 
Chargebacks”

Make entry when 
amounts withheld from 

commission per 
Virtgate

Post debit to Virtgate
to track collections

Review subsequent 
statements for 

payments

Record on Excel 
tracking sheet

“Debit Balances”

Chargebacks



Creates all commission 
reporting to members

Review each policy from 
MGA summary and agent 

page 

Match comp to Virtgate
data

Check comm rates for 
calculations

If BWP gets OR 

- In error

- Carrier only pays MGA

- Seg funds pd to MGA 100%

Make Virtgate entry to show 
amt owing member 

firm/agent

Virtgate



Thursday Jess updates 
“Make Payments” 

Runs Payout Report 

Friday Kim does 
cheque run from 

report

Cheque run is to 
specific date

Any retro adjustments 
by members prior to 
the run date destroy 

audit trail

Members should date 
all adjustments after 

the run dates 

Commissions 


