
President & CEO
Garry Zlotnik

VP of Operations

Kim Gray

New Member Setup

Conference and Meetings

Budgets & Accounting

Liaison with all Carriers

Develop and Manage Technology 

Business Development

Privacy /Compliance Officer

Day to Day Operations  & Staff

Fundserve & 
VG Trainer

Kelly Westheuser

Fundserve
Trades, 

Balances, 
Banking

Virtgate
Trainer

BWP 
Newsletter 

and Website

Contracting & 
Transfers

Mary Mellin

Titles & 
Contracting 

Licenses & 
E&O

Compliance

Block 
Transfers

Compensation
Jessica Fernando

Commissions 

Statements / 
Inquiries / 
Payouts

Debit 
Collection

Distribution
Maryanne Izzard

Reception

Mail , Supplies, 
Software

Policy Service 
Statements, 
Premium 

Notices, Lapse 
Notices,

Confirmations

New Business 
Account Mgr

Angela Gray

Questions/ 
Inquiries

Applications

Conversions

Outstanding 
Requirements/
Underwriting

Office Admin

Assistant

Lynn Barclay

Admin Support:

Feeds, Carrier 
Website 

Outstanding 
Requirements,

Scanned Apps , 
data entry, VG 
Maintenance





MGA Head Office 1768

Barrington Wealth Partners Inc. 

76 Temple Terrace, Suite 200

Lr. Sackville, NS B4C 0A7

MGA Branch 1767

Ontario

AGA 

Arca Financial Group 
1784

AGA 

The Gill Planning Group 

1701

Corporation 

Millar Corporation

TK Group 

Corporation

DPB Insurance 

956186 

MGA Branch 1766

Western

AGA

ZLC Financial Group 

1783

AGA

Barrington BC Interior

2127/1619

Corporation

PanAsia Financial Services

945634

Corporation

Janette Lim Insurance 
Agencies Ltd.

935398

Investaflex Financial 
Group

906440

MGA Branch 2082

Prairies

AGA 

Fauth Financial Group 

2083

AGA

Wiegers Financial

MGA Branch 1768

Quebec

AGA 

Groupe DCB

1760

Corporation

McHugh Group Inc.

997495

Corporation 

Lengvari Financial Inc.

057267

Corporation 

Groupe Brissette

59652

MGA Branch 1785

Atlantic

AGA 

BWP Advisory Services 
1785

AGA

Pippy Financial Services

2090



Distribution Process

Mail / Courier / Faxes

Sorted by type of mail & then by Member 

Firm

Electronic 

Logged into VirtGate in 

client file 

If Client is not in 

VirtGate information is 

logged under Member 

Firm

ICS Courier 

Used Daily for all 

Mail 

All Mail sent to 

Member Firms 

Office for 

distribution to 

advisors  

DHL 

Used only for 

Western Offices

Guaranteed 

Delivery over night 

Distributed to 

BWP Department  

for Processing

1. Email Inquiries

2.  Request for Supplies

3. Change of Address

Contact Carrier & 

Create Follow up in 

VirtGate Under Member 

Firm

-Follow up until 

Confirmation received 

from Carrier  

- Contact Brokers office 

to make sure that they 

received the information 

or documents that they 

requested (Logged in 

VirtGate as Completed)

Same Day

Every 2 Days

Same Day 

confirmation 

received

Policy Service
- Client Premium Payments

-Statements, 

-Premium Notices, 

-Lapse Notices

-Confirmations



Underwriting Process

Electronic – Scanned, EZ App,  

Carrier Online application

Paper 

Daily report run for new apps 

written -Scanned

-File created in Virtgate

-Sent to carrier 

- Follow up created until 

confirmation is received

Follow up created on new apps 

until confirmation app was 

received by carrier

Confirmation received from 

Carrier – Apps received

Confirmation Received from 

carrier

-Email initial underwriting review 

to brokers office via Virtgate

Communicate with brokers office until all outstanding requirements are received in 

good order

New Business Feeds from Carrier upload into Virtgate Client file 

Decision – Email to Brokers office via Virtgate 

Contact Mailed From Carrier 

Not Taken / Declined / Postponed 

-Carrier Notified 

-Virtgate Client File status 

updated accordingly 

Accepted 

New Policy Contract Received at Barrington

-Logged under Client File (date and where it was 

sent)

-Automatic notification sent to Broker office that 

policy is on its way

Sent out same 

day

2-3 business 

days

Daily /depending 

on policy Activity

Up to 4 weeks

2 Days

All Communication / Documents 

received at Barrington are logged into 

Virtgate in Client file – All logged 

material sends out automatic 

notification to Brokers office

Scanned Apps are 

emailed to Barrington 

for processing.  

Original paper app 

and cheque must 

follow.



Commission Process

Policies Issued  

Follow up created  in client file 

for one week of issue date -

(follow up until comp paid out)

Comp Paid 

Carrier Statement received at 

MGA

Member Firm Virtgate 

Statement is Created 

and Sent Out

EFT / Cheque sent to Member 

Firm

Comp Statement is reviewed by 

Commission  Department 

– All New Business posted to 

Client file in VirtGate

- Client File Status automatically 

updates accordingly

Weekly report run on issued 

policies

Comp Paid incorrectly

-Follow up Created in 

client file

-Email sent to carrier via 

VirtGate  client file

Policy not found in VirtGate 

-Email sent to Account Mgr requesting 

missing client file be updated asap

- Follow up created to make sure 

policy gets entered into VirtGate

Missing Policy Entered comp posted   
-Follow up created to make 

sure that comp pays out 

right

- Follow  up to make sure 

comp does pay out on next 

pay run

Following Pay run  comp 

statement received

- Adjustments reviewed 

and posted in client file in 

VirtGate   

Comp Statements Copied and 

sent to Member Firm

-All New business commissions are 

available to view under client file 

under the tab Posted Commisions.

- All New Business paid to Member 

Firm is available to view under 

Member Firm under the tab Posted 

commissions.

Approx 1 week 

after issue



Contracting Process

Electronic   - Virtgate – Introduction 

& Add Broker/Group to Virtgate -

Email via Virtgate all contracting 

documents and requirements

Paper 

Follow up created on new 

contracts for each broker/group 

until confirmation is received by 

carrier that it is completed

-Scanned

-File created in Virtgate

-Sent to carrier 

- Follow up created until 

confirmation is

received

Received confirmation from 

Carrier 

Communicate with Member Firms and Carrier until all outstanding requirements are 

received in good order

Completed contract and codes received from carrier

Scan and upload then send documents to Members office via 

Virtgate 

Virtgate Broker  contracting file status 

updated accordingly 

Legal contract document electronically filed

New Document Received at Barrington

-Logged under Client File (date and where it was 

sent)

-Automatic notification sent to Broker office that 

policy is on it’s way

Sent out same 

day

5 Business days

3-4 Week 

Turnaround

Up to  2 weeks

3-

4Days

All Communication / Documents 

received at Barrington are logged into 

Virtgate in Client file – All logged 

material sends out automatic 

notifications to Brokers office

Scan all documents and save 

virtually and send off contracting 

documents to insurance carriers 

to start processing.

Virtgate Broker  contracting File 

status updated accordingly 

Legal Contract Document 

Electronically Filed

Negotiate Transfer Price 



 

 

 

 

 

 

INTRODUCTION TO VIRTGATE 
 

 

PROCEDURES MANUAL 
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