AGENCY INTERNAL PROCEDURES MANUAL

DISCLAIMER
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Alpine has designed this Errors and Omissions Risk Management and Loss Prevention
Manual of Procedures for our subscribers as a suggested procedural guide and reference
when analyzing and setting up internal office procedures. lt is not intended to be used as
a strict, unchangeable, unalterable procedural manual. The contents of this Manual are
strictly guidelines. Every agency has its own procedures. The intent of this manual is to
provide you, our subscriber, with suggested procedures to develop consistency of
operations.

In addition, Alpine Risk Management Corporation, LLC. is not engaged in the rendering of
legal counsel or legal opinions. Any question involving the law or a legal opinion should
be referred to legal counsel. Our sole purpose is to offer suggestions and guidelines to
our subscribers for setting up consistent procedures to reduce the possibility of a
potentially costly errors and omissions claim.

All of the forms shown in this Manual of Procedures are merely suggested forms for use
by our manual subscribers for their internal usage only. The use of any of them by our
subscribers is authorized by Alpine Risk Management Corporation, LLC., providing they
are for their internal use only and are not to be distributed to third parties for any purpose
nor shall they be used in any way for commercial purposes by our subscribers or any
employee or agent thereof.

Alpine does not and legally cannot attest to the legal propriety or validity of any of these
forms and recommends they be reviewed and approved by your legal counsel prior to
using.

All of the forms contained in this Manual of Procedures are protected under the copyright

laws of the United States of America and are the exclusive property of Alpine Risk
Management Corporation, LLC.

(Rev 1-01)
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