
User Training

Topics:
• Overview of Sales Process

• Payment Presentation

• Fees & Guidelines

• ZERO Down Payment Program

• Funding Process

• Cancellations & Chargebacks

• Installing ZERO Plan Applications

• Using the ZERO Plan FormsBuilder

• ZERO Plan Website

Standard Program version 7



THE SALES PROCESS-STEP BY STEP
• Customer agrees to purchase F&I product(s) using the ZERO Plan

• Purchase terms are negotiated using the current ZERO Plan 
guidelines which sets the repayment term and sets the amount of 
down payment. 

• ZERO Plan forms are created using the ZERO Plan FormsBuilder or 
a vendor’s e-contracting platform.

• The policy(s) being sold are printed.  

• A picture ID is secured from the customer. 

• The customer signs the ZERO Plan paperwork and Policy(s).

• The customer is given their copies of the forms.

• The F&I Office completes the Funding Checklist and Final 
Accounting

The Funding Checklist and Final Accounting Form is a tool to help the 
accounting office process the transaction correctly and receive the 

funding quickly.



ZERO Plan – Present Payment Options

• Use The ZERO Plan Payment Menu To Present Multiple Payment Options To 
Your Controlled Finance Customers

• Guide Customers To Higher Down Payment Options To Reduce 
Chargebacks, Reduce Retailer Fees And Guarantee More Profit!



ZERO Plan- Use a Menu to Sell Cash Customers

>ZERO Plan Payments sell

Product Packages!

>Internet Based

>Not Meant to Replace Current

Menu Provider

>User Defined Packages

>User Defined Pricing

>Flexible Payment Displays

>Prints ZERO Plan Forms

>Prints Most Product Policies

Ask your Representative about the ZERO Plan Cash Menu Today!



ZERO Down Payment Program
The standard ZERO Plan program requires the customer to make a down payment. For those 

customers who have used all their available resources on their down payment for their vehicle or 

who just don’t have the required down payment we now have an alternative program 

WHERE NO DOWN PAYMENT IS REQUIRED. 

All guidelines and processes for the standard ZERO Plan program that are found in this 

training manual apply to the ZERO Down program EXCEPT FOR:

• The maximum number of installments provided to the customer is 18 payments.

• The first payment date is equal to the contract date and is due upon signing.  The first payment 

needs to be collected by the Retailer and retained by the Retailer.

• The Retailer will be funded an amount equal to the unpaid balance of the sales price less the 

Retailer Fee and then less the first payment amount.

• If the customer does not make the second payment we will refund 50% of the Retailer Fee.

OVERCOME DOWN PAYMENT OBJECTIONS WITH 

THE ZERO DOWN PAYMENT PROGRAM    



ZERO Plan Dealer Fees

• Combination of Flat Fees & Percentage Fees based on 

Balance to Finance.   

• The More Contracts that are Funded the less the Fees are.

• Dealer Groups can combine contracts from all locations to 

reduce their fees.

Business Managers can reduce the dollar amount of their fees

by securing as much down payment as possible.  The unpaid 

balance to finance is reduced as the down payment is increased 

thus reducing the cost of the program. 



Fees & Guidelines



THE FUNDNG PROCESS…….. 
• F&I completes  ZERO plan® paperwork and collects the customer 

down payment or the customer’s first installment payment if the 
customer chose the ZERO Down program.

• Retailer sends Universal Lenders the funding packet and retains the 
down payment or the first installment payment if ZERO Down program 
is chosen.

• Upon receipt of the required documents, Universal Lenders will issue a 
funding check to the retailer within 7 business days for the unpaid 
balance of the sale price less its fee(less 1st payment for ZERO Down 
program). 

• Using the proceeds from the funding check and the down payment or 
1st installment payment the  retailer follows their normal remittance 
process and submits payment to provider to pay for the policy(s)just 
like a cash transaction. 



FUNDING Requirements
• Signed ZERO Plan Note & Contract

• Signed Exhibit A to Note & Contract

• Customer Photo I.D.

• One Copy of the Policy or Product Warranty for 

Each Product Financed.

For Courier & US Mail Service Send the Funding Packet to: 

1140 Lake Street Suite 202  Oak Park  IL  60301

To Email the Funding Packet Please Email to funding@thezeroplan.com

To Fax the Funding Packet please use 773-889-4508  



Common Document Problems

• Universal Lenders not listed as lien holder on policy.  This 

problem delays funding the most frequently. See the 

sample policy to follow.

• Products sold are not eligible for the ZERO Plan program.  

Check our website to confirm eligibility. 

• Sale prices on all product policies must equal sale price on 

ZERO Plan Note & Contract.

• Sold date on policies not the same as  ZERO Plan Note & 

Contract date.

• Missing social security number.

• Mobile phone number missing.



Sample Policy

Make Sure Universal

Is The Lien Holder



Save A Deal Program
In an effort to enlist the dealership’s help in collecting customer funds to avert a 

cancellation and profit chargeback Universal developed the following program: 

• On the 20th day of Delinquency Universal will send the customer a “Cure” 

letter stating that unless the past due balance is paid within 10 days the 

financed policy(s) will be cancelled

• This letter is mailed Certified-Signature Required.

• That same day Universal will fax a copy of the “Cure” Letter to the 

designated Save A Deal employee at the dealership.  This designated 

employee was chosen at the time of enrollment.

• The designated employee will make sure the appropriate person at the 

dealership gets the “Cure” Letter so that a phone call can be made to the 

customer requesting payment. 

Save A Deal saves 70% of all customers who reach 

20 days Delinquent!



Sample Save A Deal 

Fax Face Sheet

Note: The 2nd page of the fax

is a copy of a Cure Letter

sent to the customer.



Cancellations

Customer Request to Cancel Financed Products:  

This request would be handled following the same procedure you have used in 

the past.  The customer would need to prove that their obligation to Universal 

Lenders as the lien holder has been PAID in order to have a refund check 

issued in their name only.  Fax to 773-889-4508 or email to 

cancellations@thezeroplan.com a copy of the cancellation form. If a balance is 

still due to Universal Lenders then a cancellation invoice will be issued to the 

dealership to close the account.

Universal Request to Cancel Financed Products due to Default:

In the event our collection efforts fail and it is necessary for Universal Lenders 

to request cancellation of the financed products we will fax a cancellation 

invoice to the designated person at the Dealership. Upon receipt the policy(s) 

will be cancelled by the Retailer who will receive a prorated refund of the cost 

paid.  Universal will be paid by the Retailer the amount owed on the customer 

account. 

mailto:cancellations@thezeroplan.com


ZERO Plan Initiated Cancellation 

THINGS TO KNOW
• We will invoice the dealership for the lower of the customer account balance or the 

customer pro-rated refund of the policy cost based upon time and not miles.  This 

is in your retailer agreement.

• Once you receive your Cancellation Invoice payment is due upon receipt per our 

retailer agreement. 

• When cancelling the policy with the provider/administrator estimate the miles 

based on the terms of the policy.  Example: 36 month/36000 miles VSC Policy 

should use 1000 miles for each month driven which is added to mileage at the time 

of sale.  Universal has no way to know the miles on a vehicle at the time of 

cancellation due to default

• NEVER REFUND ANY AMOUNT TO THE CUSTOMER UNTIL UNIVERSAL LENDERS 

HAS BEEN PAID AND THE ACCOUNT IS CLOSED.  IF YOU PAY THE CUSTOMER 

BY MISTAKE YOU WILL STILL HAVE TO PAY UNIVERSAL.

• Universal Lenders does not issue refunds to customers.  It is up to the dealership 

to determine if a customer has any refund due based upon state laws and 

dealership policy.   



Load the ZERO Plan Programs
• Each workstation that will utilize the ZERO Plan should be 

updated with the current ZERO Plan programs. 

• You can download the ZERO Plan programs from our website 

or Load the ZERO Plan CD sent with your launch kit. 

• During installation a ZERO Plan folder will be added to the 

workstation’s desktop.  The icon looks like this:

• The ZERO Plan Forms Builder will also be added to the 

workstation’s desktop.  This program will create the ZERO Plan 

customer forms.   The icon looks like this:  



ZERO Plan Dealer Tools Folder Contents 

Click on the folder to access the contents:

Resources Include:

Instructions on creating a ZERO Plan brochure FACT Sheets to answer all questions

Sample copies of all ZERO Plan forms Trouble shooting tips for IT problems

A Complete Reference Guide What is needed to get funded

User Training for F&I Producers Training for the Accounting Office

How to create ZERO Plan forms ZERO Plan Sales Tools 



Use the ZERO Plan FormsBuilder to Print the 
Customer Note & Contract

• Find the ZERO Plan FormsBuilder icon on your desktop and click to open

• Your workstation must have Adobe Reader 9.0 or Newer and Adobe Reader 
Should open this .PDF program.

• Three copies of the agreement will be printed.  One for the customer, dealer 
and the original for Universal Lenders.

• Entries are divided into sections.  Click the NEXT Button when entry is 
complete.  At any point in the entry you can CLEAR PAGE,  START OVER 
or GO BACK to a Previous Section 

• If you are experiencing problems please click Technical Support at the top of 
the page



ZERO Plan Forms Builder- Dealer Entry Section  

• First step is to enter the dealership information & your name and then 
“SAVE” (CTRL S) for future use.  Based on your Adobe program you may 
need to do a “SAVE AS” to your desktop if SAVE is not allowed.

• Make sure you enter your name so that we can contact you in the event of 
required corrections. 



ZERO Plan Forms Builder – Product Display Section

• Enter Product Issuer, Policy #, Term & Price

• If there is no Policy # enter “Applied For” 

• If there is no mileage requirement enter “999”



ZERO Plan Forms Builder – Payment Calculation Section
• Choose the transaction type: Standard ZERO plan or ZERO Down Program.

• Enter the sales tax amount if applicable.

• Enter an increased down payment amount. The minimum amount is displayed

• Choose the available monthly term from the drop down menu. 

• The contract date displays the current date.  The1st payment date can be adjusted if 
requested up to 45 days from the contract date. 



ZERO Plan Forms Builder – Customer Information Section

• Enter buyer and co-buyer information. Address should be buyer’s.

• Social security numbers are required.

• Enter mobile or cell number only-WE TEXT TO COLLECT!  



ZERO Plan Forms Builder – Payment Method Section

• Choose the desired payment method- no choice will result in coupons being 
mailed to the customer.

• To reduce cancellations we suggest ACH and then Credit/Debit Card.    
Coupons have the highest cancellation rates



ZERO Plan Forms Builder – Generate Forms Section

• Review the prior entries for correctness-use the BACK button to correct 
errors.

• If you do not want the Funding & Accounting checklist uncheck the box.

• Click the GENERATE FORMS button to create and print the agreement.



Sample Note & Contract

Note: Finance Charge May

Display Negative 

Pennies Due to 

Rounding Problems



Sample-Exhibit A
Note: 

Customer must sign the 2nd

Page Exhibit A.



Sample- New Account Information Form

Note: This form should be given to the

Customer as a summary and to 

use if their welcome letter is 

not received prior to the first 

payment date.



Funding Checklist & Accounting

Note: This form is not required for

funding.  It is an internal form

to be used to help the dealership

account for the transaction and

include the proper documents 

when funding is requested.



Business Manager’s Resources
Access our website at www.thezeroplan.com

Your dealership received

a user and password.  If you

don’t know your user or 

password contact universal.

use this site to download all

resources needed to use the

ZERO Plan.

http://www.thezeroplan.com/


Customer Service
Refer Your Customers to Our Website to Address Most Concerns.



Still have Questions?

Call us toll free at 866-954-1050

Or

Email us at info@thezeroplan.com


