
Prop received via 
•Website
•Close

•Optimus
•Dealtrak

Auto Convert

Consent to process is 
obtained from the customer 
before the submission of the 

proposal

Automated FPN sent to the 
customer.

Note: This includes a link to 
our Privacy Policy and IDD 
including our Commission 

Disclosure. Hard copy of IDD 
is also attached.

Automated soft search carried 
out and passed to 

underwriting.

Automated initial submission 
to funder/s

System automatically assigned 
to underwriting

Decision returned

Lead received into Artis

No Yes

Underwriter to manually 
assess and submit to 

relevant funder.

Underwriter to 
review.

Best outcome 

Accept/ Conditional 
acceptance received

Waiting for further 
information, contact 
the dealer/customer.

Decline

Email sent to 
dealer from 

Artis.

Note: Where the 
customer applied 

direct, the 
acceptance/decline 
email will be sent 
to the customer.

Underwriter selects pass 
to sales
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Note: Communication 
Timeline will show as green 

if FPN has been read.

Note: If a bounce back is 
received from the email 

address, the deal must not be 
paid out until the FPN has 

been received. Administrator 
to obtain correct email 

address.

Note: If a bounce back is 
received from the email 

address, the deal must not be 
paid out until the FPN has 

been received. Administrator 
to obtain correct email 

address.

AOE Video email is 
sent automatically

All prime deals to 
be submitted via 

lender ladder only. 
Next page
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Lead/ Proposal passed 
to sales

Contact the Customer/ 
Dealer

Sales executive to explain 
who we are and how we 

have received their 
proposal.

Note: Where contact 
with the customer is 
not possible send a 
SMS requesting for 

the customer to call. 

Run through affordability, 
quotes, proofs, VAPs, product 

and financial information using 
quote call flow.

Note: The acceptance may be 
higher than the submission 
from the dealer/website, 

explain the reasons for this to 
the customer. 

Note: Where there is 
multiple/similar acceptances, 
all must be delivered to the 
customer and the customer 

make their own decision.

Note: Where the customer states 
the payments are not affordable, 

further acceptances must be 
sought. A conversation must be 

had regarding looking at a 
different vehicle age, price, 

different vehicle, longer term. This 
may have to be passed back to 

under writing.

Is the customer happy with 
the quote.

No

Yes

Understand the customers needs/ revisit 
the customer requirements. Pass back to 

underwriting where required.

Note: If the customer does not want 
go ahead NTU the deal on the system 

with an explanation.

Gain acceptance that the 
customer is happy with the 

quote, explain next steps and 
what they will receive.

Ensure customers contact 
information/ email is correct.
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Contact/speak to the 
Customer

Use Sales Initial quote call 
flow and discuss the vehicle 

requirements with the 
customer and explain our 

dealer set up criteria.

Lead from dial or 
website.

Source/help to source 
vehicle for the customer if 

applicable

Quote the cutsomer

Prop over the phone

Contact/speak to the 
Customer

Use the over the phone 
applications call flow. 

Gain consent to search

Take proposal

Note: Initial Sales call flow 
contains Regulatory Disclosure 

and Commission Disclosure

Next page

Sales
 (For Agent deal this is covered by the Agent)



Note: Ensure all documents are 
saved to customers record and 
comprehensive notes are on file.

Note: The DocuSign contains:
• Commission Disclosure including 

amounts and consent to continue.
• Affordability and Suitability questions.
• Conformation of watching AOE video.
• Conformation of receiving and read our 

IDD and privacy Policy. 
• Hard copy of IDD is attached.

Payout  select 
pass to pay-outs 

Doc request via teams/email 
received from Agent

Note: Where the deal is joint or 
guarantor, the Quote Call must be 
completed with both applicants 
and relevant Joint or Guarantor 
section must be covered.

Payout pick up Doc request received 
from Sales/UW, via teams chat.

Sales deal Agent deal

Agent Support Team to call 
customer to confirm finance 

figures, VAP’s if applicable and 
process. Using Financial 

Information Quote Call flow

Sales to send DocuSign 
to customer

Sales to chase DocuSign 
from customer

Sales/UW to request 
Docs in Doc out chat

Agent Support Team  to send 
DocuSign to customer

Agent Support Team/ Agent to 
chase DocuSign from customer

Sales to call customer to confirm 
finance figures, VAP’s if applicable 

and process. Using Financial 
Information Quote Call flow

Completed DocuSign 
received back

Sales/UW update lender 
placement decision

Note: This must be green to 
submit to payouts

Sales/UW screen shot 
lender commission from 

portal and add to 
documents.

Payouts

Note: Where the customer makes 
any changes, a new Qoute call must 
be conducted and DocuSign must be 
sent and received back.

Note: Where the customer makes 
any changes, a new Qoute call must 
be conducted and DocuSign must be 
sent and received back.

Payout to check to check all 
information on the file is correct.

E.g. 
• Commission
• DL
• Dealership
• Figures match lender system
• Vehicle – mileage, HPI
• POD

Note: Check list funder commission 
illustration.

Is the dealer set up complete

YesNo

Dealer service  select 
pass to pay-outs 

Example outstanding 
requirements on the dealer 
Premesis,
Personal search 
APLYiD

Dealer set up checks complete

Yes

Proceed no further 
until checks are 

complete

No

Next page Next page
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Proposal passed to Pay-outs
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Check: Customer Proofs, MOT, 
Documents, HPI, Invoice

Note: Where information is missing or not completed to 
standard Payouts administrator to speak to dealer/customer 

to acquire information.

Note: Where the deposits exceeds £15,000 ensure POD has 
been received. Follow Jigsaw Finance Money Laundering 

requirements. The deal must not be paid out with out this 
information.

Note: Where the advance is £25,000+ a 
security check must be carried out, using the 

security check call flow and process and 
referred to a manager for checking.

Is all information correct and all 
documentation sign and received back.

Yes No
Mark as problem Pay-

out, acquire/chase 
information. 

Note: If the customer does not want 
go ahead NTU the deal on the system 

with an explanation. If the lender 
declines the deal, mark as declined.

Is the deal a self 
invoice deal? 

Yes No

Create accounts 
pack Save to Artis

Submit to lender.
Receive confirmation 
from lender the deal 
has been paid out.

Email paid out confirmation 
to the Dealer using the paid 

out template on Artis.

Email the customer the paid 
out customer template on 

Artis and send SMS.
Funds are transferred.

Deal paid out

Once a self invoice deal is paid out, 
Artis should be marked with OK to 

send funds too.

Request invoice from dealer.

Send APLiD link via text to the 
customer.

Request Lender Doc’s – these will 
auto send to the customer.

Note: If the deal is joint or guarantor, copies of all emails and 
conversations will need sending to both applicants. 

Complete Open banking (if 
applicable)

Complete Security call 
(if applicable).

Is the dealer 
High Risk?

No

Yes
Text Customer 'High 

Risk Paying on Site' SMS

Email Dealer 'Paid out 
High Risk Dealer'

On site Selfie Received 
and Confirmation that 
customer happy with 

vehicle

Pay-outs

Note: Where the balance to finance equals or exceeds £15k or there 

is a APLiD fail open banking must be completed.
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