February 16, 2015
RE:  Revised Program Underwriting Authority Process
· PM will review the PA’s current authority (previous UW “Guidelines” and addendums) for completeness based upon their current knowledge of the program.   
· Using the 2015 template found on the share drive, the PM will complete the following*:

a. Cover page; 

b. Page 2 – entry in the ‘footer’ section the ‘Program Name’ and ‘Edition Date’;
c. Section 1 – Eligibility;
d. Section 2 - Limits/Premium authority;**
e. Section 5 - Fill in rates and rules as needed by product line;
f. Section 5 - Equipment Breakdown – contact Jim, Tom or Bill for info, 

*In most cases, this information can be copied/pasted from their prior ‘guidelines’ to the new format.   (Note:  review carefully to make sure the information from the prior “guidelines” is entered into the correct section of the new authority).  
**Any authority increases requires CUO or PLO prior approval. 
· Section 2.12 – the PM will insert a document* that summarizes the Coverage Forms and Endorsements approved for use by product line, including state specific limitations as follows:              

a. Mandatory Coverage Forms and Endorsements – as directed on the forms template maintained on the share drive by CUO/PLO’s.  Any proposed de-selection requires prior approval as there may be filing implications.

b. Program Mandatory – defined by the PM

c. Program Optional – defined by the PM

* Unless otherwise directed, you have the option to insert this information using any format provided it is dated, reflects appropriate state approval information and is properly retained for audit purposes.   

Form approval information will continue to be provided by State Filings, Underwriting and the various forms management tools available on the share drive.  
For NON ADMITTED programs – you are expected to use the current, approved countrywide coverage forms and endorsements.  You may also use approved (numbered with edition date) proprietary forms.   The use of anything other than the aforementioned requires the prior approval of the AIG Programs Product Line Officer.  
When forms are missing in Coverall:

· Mandatory form issues should be referred to CUO/PLO for handling. 

· All others - the PM should contact the Coverall help desk for clarification.

· If forms are missing and need to be entered into the Custom Forms Library, the PM will coordinate with Product Development and the Coverall Helpdesk. 

· State approval information will be maintained on the Excel document(s) on the share drive.  If it’s not there, they should contact States Filings for guidance.
· Once the PM has completed the authority draft, they will forward to the Program PLM for review.
· Upon approval by the PLM, they will complete their portion of Section 6, insert their signature and forward to the PLO’s with a copy Lon Levy for tracking purposes.  
· The PLO’s will contact the PM directly within five (5) business days with questions or revisions if needed.  The PM will incorporate modifications on to the draft based upon PLO feedback.

· PLO’s will approve their sections in writing to the PM, cc to Lon Levy for tracking purposes.   Once both PLO’s have approved, the PM will insert the 30 day ‘deemer date’  in Section 6.

· PM should save final document as both a word and PDF version, and send via email to the PA.  The PA may accept their authority via return email, or print Section 6, sign, and either mail or scan and return). 

· Final/approved document (signature page, or email acceptance) - send to Lon Levy for retention.   
· If a PA objects to any aspect of their authority, the PM should immediately forward the issue(s) to the CUO for resolution.  
All Authority documents are expected to be signed and returned within thirty (30) days of issuing.  

Please forward formatting issues to Lon Levy.  

General comments:  as with our individual authority, we do not anticipate changes to Sections 2, 3, and 4, except for the items listed below:
· Where limits/premiums/company/system usage information is required (throughout Section 2). 

· The PA is using a proprietary system (2.6.1).
· Delete any non applicable ‘placeholder’ information (shown with a ‘strikethrough’).
· Loss control information (4.1).  Contact Joel Porten with questions. 

· Approved installment plans (4.2).

In short, the PM’s/PLM’s remain responsible for managing the PA Authority process in full, including the annual program UW authority review requirement.  

Note:  once on the new template, the current ‘addendum’ found on the share drive can be used to memorialize two successive updates.   
