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SUBJECT: Revised Agency Inquiry Process
Purpose: The purpose of this technical assistance advisory is to 

inform individuals and entities licensed under chapter 48.17 RCW that 
the office of the insurance commissioner (commissioner) has updated 
our process for agency inquiries to licensees to help licensees fully 
comply with their obligations to provide a prompt response. The stand-
ard subject line on our emails has been revised to always begin with 
"OIC official inquiry, response required, …." We will also send a cer-
tified letter to the licensee before referring licensees to OIC's le-
gal affairs division for potential administrative actions. These revi­
sions are the result of industry feedback.

Background: RCW 48.17.475 requires "[e]very insurance producer, 
title insurance agent, adjuster, or other person licensed under [chap-
ter 48.17 RCW] to promptly reply in writing to an inquiry of the com-
missioner relative to the business of insurance. A timely response is 
one that is received by the commissioner within fifteen business days 
from receipt of the inquiry. Failure to make a timely response consti-
tutes a violation of this section."

WAC 284-17-005 (1)(b) expressly provides that for all communica-
tions that are not disciplinary matters, the commissioner will use 
"the last email address provided by the person or business entity to 
the commissioner," as the "address of record" in sending notices and 
inquiries to those who are licensed under chapter 48.17 RCW. In addi-
tion, WAC 284-17-065(2) requires that licensees provide updated email 
and mailing addresses to the commissioner.

OIC Process: When OIC sends an inquiry to a licensee, it will use 
the steps below to give licensees ample opportunity to comply with 
their obligations to promptly respond before taking enforcement ac-
tion.

Step 1 - An initial email is sent to the licensees' registered 
email account which has been provided to OIC by the licensee. The sub-
ject line will read "OIC official inquiry, response required," fol-
lowed by the subject matter. The email will include the information 
requested, the due date of 15 business days after delivery by OIC, and 
a notation that failing to respond to the inquiry could result in an 
administrative action including, but not limited to, fines, probation, 
suspension, or revocation.

Step 2 - If the licensee does not respond to the initial email by 
the provided due date, a second email will be sent with the same sub-
ject line and message, clearly noting that this is a second attempt 
and a revised due date of an additional 15 business days.

Step 3 - If the licensee does not respond to the first two 
emails, a third and final request will be sent via certified mail to 
the mailing address the licensee has provided to OIC. This is a re-
vised and new step. This notice will include an annotation that this 
is "third and final request for information" requesting the same in-
formation as the first two emails and notifying the licensee that 
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failure to respond within 15 business days of the date the letter was 
sent may result in immediate referral for administrative action.

Step 4 - If no response is received, a referral will be made to 
the OIC legal affairs division which could lead to a potential admin-
istrative action including, but not limited to, fines, probation, sus-
pension, or revocation.

Please note, it is at all times the licensee's responsibility to 
ensure that updated contact information is on file with OIC, and that 
all necessary steps have been taken to ensure that electronic and hard 
copy inquiries can be promptly received and reviewed. In addition, it 
is OIC's expectation that all licensees will promptly respond to the 
first inquiry received from OIC, unless there is some reasonable basis 
for the failure to promptly respond. The additional notice provided in 
this process should not be treated as an automatic extension of the 
deadline to promptly respond to OIC. Further, failure to timely re-
spond to an initial email inquiry, without a reasonable explanation, 
may still be considered the basis for administrative action.

Please direct any questions about this advisory to Jeff Baughman, 
who may be contacted at Jeff.Baughman@oic.wa.gov and 360-725-7156.
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