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CRIME QUESTIONNAIRE
	Date:
	     

	Prospect / Named Insured:
	

	Effective Date:
	     


	COVERAGE
	 
	
	
	
	

	COVERAGE
	 
	LIMIT
	DEDUCTIBLE

	Commercial - Employee Theft - Blanket
	 
	$     
	$     

	ERISA – Excess Amount over Employee Theft - Blanket Limit
(Limit = 10% of plan funds or $500,000 per plan, whichever is less)
	$     
	N/A

	Government - Employee Theft
  FORMCHECKBOX 
 Per Loss     or      FORMCHECKBOX 
 Per Employee
	 
	$     
	$     

	Forgery or Alteration
	 
	$     
	$     

	Inside the Premises - Theft of Money & Securities
	$     
	$     

	Inside the Premises - Robbery or Safe Burglary of Other Property
	$     
	$     

	Outside the Premises
	 
	$     
	$     

	Computer Fraud
	 
	$     
	$     

	Funds Transfer Fraud
	 
	$     
	$     

	Money Orders and Counterfeit Paper Currency
	 
	$     
	$     

	
	
	
	
	
	

	COVERAGE ENDORSEMENTS
	
	
	

	


	
	
	
	
	
	

	ERISA - ADDITIONAL INFORMATION
	
	
	

	Name of Plan(s)
	 
	 
	 
	Total Asset Value Per Plan

	     

	
$     

	Is there a licensed securities firm responsible for investing of funds under plan(s)?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	
	
	
	
	
	

	ADDITIONAL NAMED INSURED(S)
	
	
	

	Name
	 
	 
	 
	Ownership
	Business Operations

	     

	     
	     

	
	
	
	

	LOSS HISTORY (3 YEAR MINIMUM)
	 
	 
	 

	     


	
	
	
	
	
	

	CLASSIFICATION OF EMPLOYEES
	
	
	

	(INCLUDE ALL EMPLOYEES OF ALL NAMED INSUREDS)
	 
	 

	1) # of Officers, Managers, Assistant Managers, Foreman or Supervisors:      

	2) # of employees not listed in (1) who handle, have custody or maintain records of cash, securities or other property:      

	3) # of employees not listed in (1) or (2) who handle funds or other property of employee benefit plans subject to ERISA:      

	4) # of all remaining employees of all insured’s:      

	5) # of ratable employees = Items 1, 2, 3 + (1% of Item 4):      

	6) Total # of employees:      

	7) Total # of premises (interior portion of any building occupied in conducting your business):      

	8) Are volunteers used?   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
    If yes, how many?                                                                                                                                     

	
	
	
	
	
	

	HIRING PRACTICES AND PAYROLL
	
	
	

	 FORMCHECKBOX 

	1) Prior employer history checked
	 FORMCHECKBOX 

	5) Credit check (employees with access to financial transactions)

	 FORMCHECKBOX 

	2) Education and training verification
	 FORMCHECKBOX 

	6) Social security number verification

	 FORMCHECKBOX 

	3) Drug testing
	 FORMCHECKBOX 

	7) Criminal history record check

	 FORMCHECKBOX 

	4) Formal training program established & followed
	 FORMCHECKBOX 

	8) Other:      

	9) Are managers periodically provided with the names and salaries of all employees assigned to them for verification?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	10) Does the audit dept have a program in place to detect possible ghost employees and is the payroll system audited annually?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 

	
	
	
	

	
	   
	
	

	
	
	
	

	CONTROLS AND AUDIT PROCEDURES
	
	
	

	1) Financial reports prepared by:   FORMCHECKBOX 
 CPA   FORMCHECKBOX 
 Public Accountant   FORMCHECKBOX 
 Staff   FORMCHECKBOX 
 Other
        Financial data format:   FORMCHECKBOX 
 Audit   FORMCHECKBOX 
 Review   FORMCHECKBOX 
 Compilation   FORMCHECKBOX 
 Tax Return Only 
        If externally prepared provide name & address of person or firm:        

	2) Where report is an Audit complete this section, otherwise, skip to next question:
     Audit frequency?   FORMCHECKBOX 
 Annual   FORMCHECKBOX 
 Semi-annual   FORMCHECKBOX 
 Quarterly   FORMCHECKBOX 
 Other:          Date of last audit:      
     All locations audited?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
           Does audit include inventory?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

     Is audit made in accordance with generally accepted auditing standards and so certified?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

     If no, explain scope of audit:     
     Were there any discrepancies or loose practices noted in the last audit?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  If yes, submit copy of audit and comments.

	3) Do you have an internal audit dept?     Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
                   If yes, indicate audit frequency:      

	BANKING/OTHER
	
	
	
	 

	1) Are bank accounts reconciled by someone NOT authorized to deposit or withdraw?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  If no, explain:      

	2) Is countersignature of checks required? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 
     If no, explain controls in place to protect against unauthorized check issuance:      

	3) Will securities be subject to joint control of two or more responsible employees?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  N/A  FORMCHECKBOX 


	4) Are all officers and employees required to take annual vacations of at least five consecutive business days? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	
	
	
	
	
	

	PREMISES PROTECTION
	
	
	

	Loc #
	Bldg #
	Security
	Burglar Alarm              
	Key Access
	Surveillance Cameras

	
	
	Guard             Lighting
	Premises     Safe
	Electronic     Non-Duplicating
	  Inside                             Outside

	     
	     
	     FORMCHECKBOX 

            FORMCHECKBOX 

	     FORMCHECKBOX 

     FORMCHECKBOX 

	        FORMCHECKBOX 


 FORMCHECKBOX 

	        FORMCHECKBOX 



 FORMCHECKBOX 


	     
	     
	     FORMCHECKBOX 

            FORMCHECKBOX 

	     FORMCHECKBOX 

     FORMCHECKBOX 

	        FORMCHECKBOX 


 FORMCHECKBOX 

	        FORMCHECKBOX 



 FORMCHECKBOX 


	     
	     
	     FORMCHECKBOX 

            FORMCHECKBOX 

	     FORMCHECKBOX 

     FORMCHECKBOX 

	        FORMCHECKBOX 


 FORMCHECKBOX 

	        FORMCHECKBOX 



 FORMCHECKBOX 


	     
	     
	     FORMCHECKBOX 
    
            FORMCHECKBOX 

	     FORMCHECKBOX 

     FORMCHECKBOX 

	        FORMCHECKBOX 


 FORMCHECKBOX 

	        FORMCHECKBOX 



 FORMCHECKBOX 


	
	
	
	
	
	

	INVENTORY CONTROLS
	
	
	

	1) Is a complete inventory made with physical check of stock and equipment?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
        If yes, how often?       

	2) Are inventory counts made by persons who do not have custody/control of either the inventory or associated records?  Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 


	3) Is a requisition/shipping order required of all employees to remove goods from storeroom/warehouse?   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  N/A  FORMCHECKBOX 


	
	
	
	
	
	

	PURCHASING/RECEIVING CONTROLS
	
	

	1) Are purchasing/receiving duties segregated, so that no one person controls the process from beginning to end?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	2) Are purchasing and receiving depts supervised by someone not authorized to pay bills?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	3) Is the responsibility of checking in merchandise received controlled by more than one individual?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	4) Is actual receipt of merchandise verified before payment is made?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	5) Has a numbered purchase order system been implemented and is it being followed?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	
	
	
	
	
	

	MONEY & SECURITIES (include complete list of locations) -  FORMCHECKBOX 
 NOT APPLICABLE
	

	Loc #
	Bldg #
	Maximum Exposure
	Frequency of
	Detailed Records of Bank
	Cash Registers Skimmed Regularly

	
	
	Money/Securities/Checks
	Deposits
	Deposits Maintained
	 and Deposits Kept in Locked Safe

	     
	     
	     
	     
	      Yes   FORMCHECKBOX 
              No   FORMCHECKBOX 

	      Yes   FORMCHECKBOX 
                         No   FORMCHECKBOX 


	     
	     
	     
	     
	      Yes   FORMCHECKBOX 
              No   FORMCHECKBOX 

	      Yes   FORMCHECKBOX 
                         No   FORMCHECKBOX 


	     
	     
	     
	     
	      Yes   FORMCHECKBOX 
              No   FORMCHECKBOX 

	      Yes   FORMCHECKBOX 
                         No   FORMCHECKBOX 


	     
	     
	     
	     
	      Yes   FORMCHECKBOX 
              No   FORMCHECKBOX 

	      Yes   FORMCHECKBOX 
                         No   FORMCHECKBOX 


	
	
	
	
	
	

	COMPUTER FRAUD CONTROLS -  FORMCHECKBOX 
 NOT APPLICABLE
	

	1) Do internal audit procedures include computer operations?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	2) Do you have an employee or department whose sole duty is security?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	3) Are suspicious transactions reviewed and thoroughly investigated?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	4) Is physical access to computer room and peripheral equipment restricted to authorized personnel only?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	
	
	
	
	
	

	FUNDS TRANSFER FRAUD CONTROLS -  FORMCHECKBOX 
 NOT APPLICABLE
	
	

	1) Is there a written policy regarding electronic fund transfers? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
    Who is responsible for fund transfers?      

	2) What is the largest single amount that can be transferred?      

	3) Prior to fund transfer, does your financial institution verify authenticity of instruction with another employee?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	4) Are hard copies of fund transfer confirmations received and reconciled by a dept not authorized to initiate transfers?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	
	
	
	
	
	

	OTHER PROPERTY -  FORMCHECKBOX 
 NOT APPLICABLE
	
	
	

	Description of Property, Merchandise, Stock, etc. (including Precious Metals)
	Maximum Value

	      
	      

	
	
	
	
	
	

	REMARKS
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