
Portfolio credit insurance: 
tips for filing a claim

When your customer 
fails to pay an invoice, 
you can make a claim 
under your Portfolio 
Credit Insurance 
policy. Make sure you 
have the following 
documents and 
information on 
hand for a seamless 
experience.

What you need to know
•	 Store your policy document and identify your policy number. It should 

start with CE/SE or CD/SD.

•	 Identify what is your credit limit.

•	 Document your transactions – Always keep a copy of documents that 
might support your claim.

•	 If your buyer is late :

	– Report any account with overdue greater than $100,000 and is 60 days 
past due and stop shipping.

	– Review the Exclusion Provision in your policy to understand if any are 
applicable.
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Your claims checklist

Credit limit
A credit limit must be established by either:

•	 Credit approval or

•	 Use of your Discretionary Credit Limit method listed 
in your Coverage Certificate. The methods under 
your Discretionary Credit Limit may differ from 
Policy to Policy.

Proof of debt (examples)
Evidence to prove that a debt exists with either:

•	 Dated purchase order from your customer; or signed 
proforma invoices.

•	 Contract signed by both parties.

•	 Written acknowledgment of the debt amount from 
the customer or other relevant correspondence (i.e. 
Signed delivery slips).

•	 Collection agency confirmation that your customer 
acknowledges the debt amount.

•	 For electronic data interchange (EDI), transactional 
details must be validated by providing 
documentation such as the system’s Customer 
profile information, order, and product details.

Invoice(s) and statement of account
Transaction details and current balance owed must 
be confirmed:

•	 All unpaid invoices, showing payment terms and

•	 Latest Statement of Account showing current 
balance owed.

Proof of shipment / services rendered
Supporting document evidencing that goods have 
been shipped or services were rendered with either:

•	 Bill of lading signed by the customer.

•	 Delivery slips confirming that your customer has 
accepted the goods.

•	 Your customer’s sign-off of services rendered.

Loss mitigation
Collection efforts to minimize the loss must be 
provided:

•	 Details of actions taken to collect on the debt, such 
as copies of emails or letters to and from your 
customer.

•	 If the debt was placed with a collection agency, the 
latest updates provided by a collection agency.

•	 For bankruptcy: Copy of the filing of the Proof of 
Claim, Notice of Bankruptcy and List of Creditors.

Additional documents

Documentation proving a risk has occurred, the 
amount of the loss, loss is within the terms of 
cover of your policy.
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Timeline*

Applicable to Receivables Policy and Costs & Receivables Policy

Customer disputes

It is important to note that your policy does not cover commercial 
disputes. If your customer disputes what they owe, you’ll need to come 
to an agreement about what your customer owes before being eligible 
for a claim. Disputed debts are a critical reason why it is important to 
keep copies of all documents and correspondence.

Day 1

Invoice due date

Day 60

Earliest date to submit claim

Day 270

Last date to submit claim

Loss mitigation period (60 days) 
(follow up with buyer via email, 
phone calls or any other option)

•	 Overdue amounts greater than $100,000* 
must be reported to EDC

•	 Future shipments/services or new contracts 
won’t be covered at this point

•	 Recommend overdue amounts less than 
$500,000* be placed in collection

+210 Days

How to report an overdue
1.	Log into your MyEDC account

2.	Select “Report an overdue buyer” from the quick actions list on the 
MyEDC home page.

3.	Follow the guided steps to document and submit the overdue.

How to submit a claim
1.	Log into your MyEDC account

2.	Select “Submit a claim” from the quick actions on the MyEDC home page

3.	Follow the step-by-step prompts to guide you through filling out the 
necessary details for your claim.

https://auth.edc.ca/fd1995d3-4618-487b-a046-22260db17e72/B2C_1A_AEM_SignUpOrSignIn_SAML/samlp/sso/login?SAMLRequest=fZJfT4MwFMW%2FCuk7K%2B2ASTOW4GbiEv8sbvrgCylwtzWBFnuL6LcXNhf1xac26bnn3Pu7naNs6lZknTvqJ3jrAJ330dQaxekhJZ3VwkhUKLRsAIUrxTa7vxN8EojWGmdKUxMvQwTrlNFLo7FrwG7BvqsSnp%2FuUnJ0rkVBad%2F3E6jKSSlp8zlcqBxS6ejG6eZxuyPeaohXWo5GP2Wj6lK3r1iSRNXUD2N25YdXs8KXQRj7nPM4qAo2gxmn13yZsyzPbu7zrTro5%2FbRjuda52MWPQ1GEQ2tzUFp4q1XKcnjJJmWU4iicg9BnIRJEgQVFFBMw1DuZTLIEDtYa3RSu5TwgEc%2BC3wW71gs2EyE4SvxNt9ErpWulD78j684i1Dc7nYb%2F0zgBSyeph8EZDEfexWnYPtrLf%2FbyssuyOKCcKDXQ9G21o%2BjycgT2wtRPKqiMDW445z%2BSjtHt%2BJhsF%2BvNqZW5aeX1bXplxakg5QwQhfnkr%2FfZ%2FEF&RelayState=%2Fen%2Fmy-account%2Fhome.html%3FproductIntent%3DSubscription_!_Account%20Creation_!_&SigAlg=http%3A%2F%2Fwww.w3.org%2F2001%2F04%2Fxmldsig-more%23rsa-sha256&Signature=Uilj0q9oU3qZMzWOEANdL583mKU1euiQDuG%2BN23pxYDr1qX7CeAa2Y4Y0oVavpN7clzvI8tmAFvw2yEH89ERNiriITWEomuBRF6p1Lh7hNqYPZoPMAoCvuI1YQuZFvvJI7AOvOvLbHKWPs%2F9i1m%2BsGCbCjqyw878H6gvssSKkx%2Bny5nSczCJhPgkOAKR5G3YAbveEe96NswWxItpSHv3Jd8vempxgnBjZm63Ui1WWyIWgvTl8fBWTB%2F3HhAlft3uWPaNDJOJzCoqVapn0nJU9f3maraQWgfK0RpOnPw9f3C%2Fxm6S3aZHdMqsji2xi%2FenXLWc%2BYTeHey2kP%2BEPWLl0Er%2F%2BN37BinhOPpOAvaVCu%2FPq%2BKapkwestlBW%2F7Mg7Xoc2HJWEXj3vPuZLl5HbRtmKa8mLJjz7HkMq%2BpZWB0NaC4qvEK8jKAkhjLt%2BXBCn7XKbZ9KNTZ4mtjWETpeYfLOMiNYSLuk%2BIrIeBEjy4%2Bd3JdtKIN8G%2BzqIUnU21yORO1 
https://auth.edc.ca/fd1995d3-4618-487b-a046-22260db17e72/B2C_1A_AEM_SignUpOrSignIn_SAML/samlp/sso/login?SAMLRequest=fZJfT4MwFMW%2FCuk7K%2B2ASTOW4GbiEv8sbvrgCylwtzWBFnuL6LcXNhf1xac26bnn3Pu7naNs6lZknTvqJ3jrAJ330dQaxekhJZ3VwkhUKLRsAIUrxTa7vxN8EojWGmdKUxMvQwTrlNFLo7FrwG7BvqsSnp%2FuUnJ0rkVBad%2F3E6jKSSlp8zlcqBxS6ejG6eZxuyPeaohXWo5GP2Wj6lK3r1iSRNXUD2N25YdXs8KXQRj7nPM4qAo2gxmn13yZsyzPbu7zrTro5%2FbRjuda52MWPQ1GEQ2tzUFp4q1XKcnjJJmWU4iicg9BnIRJEgQVFFBMw1DuZTLIEDtYa3RSu5TwgEc%2BC3wW71gs2EyE4SvxNt9ErpWulD78j684i1Dc7nYb%2F0zgBSyeph8EZDEfexWnYPtrLf%2FbyssuyOKCcKDXQ9G21o%2BjycgT2wtRPKqiMDW445z%2BSjtHt%2BJhsF%2BvNqZW5aeX1bXplxakg5QwQhfnkr%2FfZ%2FEF&RelayState=%2Fen%2Fmy-account%2Fhome.html%3FproductIntent%3DSubscription_!_Account%20Creation_!_&SigAlg=http%3A%2F%2Fwww.w3.org%2F2001%2F04%2Fxmldsig-more%23rsa-sha256&Signature=Uilj0q9oU3qZMzWOEANdL583mKU1euiQDuG%2BN23pxYDr1qX7CeAa2Y4Y0oVavpN7clzvI8tmAFvw2yEH89ERNiriITWEomuBRF6p1Lh7hNqYPZoPMAoCvuI1YQuZFvvJI7AOvOvLbHKWPs%2F9i1m%2BsGCbCjqyw878H6gvssSKkx%2Bny5nSczCJhPgkOAKR5G3YAbveEe96NswWxItpSHv3Jd8vempxgnBjZm63Ui1WWyIWgvTl8fBWTB%2F3HhAlft3uWPaNDJOJzCoqVapn0nJU9f3maraQWgfK0RpOnPw9f3C%2Fxm6S3aZHdMqsji2xi%2FenXLWc%2BYTeHey2kP%2BEPWLl0Er%2F%2BN37BinhOPpOAvaVCu%2FPq%2BKapkwestlBW%2F7Mg7Xoc2HJWEXj3vPuZLl5HbRtmKa8mLJjz7HkMq%2BpZWB0NaC4qvEK8jKAkhjLt%2BXBCn7XKbZ9KNTZ4mtjWETpeYfLOMiNYSLuk%2BIrIeBEjy4%2Bd3JdtKIN8G%2BzqIUnU21yORO1 
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Next steps
•	 Once the claim is submitted online, you will be contacted within  

5 business days by Claims.

•	 Stop shipping/providing services unless EDC indicates otherwise.

•	 Exporters are responsible for retaining any correspondence between 
them and their customers about payment.

Once your claim is approved and paid by EDC:
1.	You will not be able to sell to this customer until the debt is fully repaid.

2.	EDC will pursue your customer for the amount owed.

3.	You will be responsible for a portion of any costs incurred during 
collection from your customer.

4.	If other policy holders have Credit Insurance from EDC for this 
customer, their insurance for this particular customer may be canceled.

Notes:

Capitalized terms not defined 
in this document have the 
meanings given to them in 
your Policy.

This document is for 
information purposes only 
and doesn’t form part of your 
insurance contract. It’s not 
intended as legal advice, an 
offer or a contract. Please 
refer to your Portfolio Credit 
Insurance Policy for the terms, 
conditions and exclusions that 
apply to you.

Questions
Still have questions about the claims process?  
Call our Customer Care team at 1-800-229-0575.
Check also our FAQ – Credit insurance help & support

https://www.edc.ca/en/credit-insurance-support.html

