
Policy Extension 
Quick Card

Overview
This quick card will outline how to quote and issue an extension for an existing policy. Access your policy 

through GreatBuilderUSA. NOTE – only one endorsement may be processed at a time.

1.) Select Endorse on 

the left side of screen. 

Click Next.

2.) Select Policy 

Extension and move 

the selection to the 

empty box on the 

right. Click Next.

3.) Enter new expiration 

date, answer loss 

history, answer 

change to completed 

value, and explain 

the need to extend 

policy. Click Next.
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4.) Select Validate for 

Quote. Extension will 

show as quoted and 

at which time you 

may click Submit to 

Issue and retrieve the 

extension form in the 

Print Documents drop 

down option on the 

left. 

 If extension refers to 

UW, they will reach 

out with any additional 

questions. Otherwise, 

the extension quote 

will be released at 

which time proceed to 

Submit to Issue. 
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