RECORD RETENTION INSTRUCTIONS 

FOR PROGRAM ADMINISTRATORS

AIG’s Program Administrators should keep complete and accurate records of the business transacted by it under their Program Administrator Agreements, including, but not limited to, all policy and premium records created during the term of their Agreements.  

Program Administrators should keep such records in accordance with the attached Schedule. The Schedule contains five columns.  The first, Record Code, is an aid to categorizing Records.  The second, Record Series, identifies types and categories of records that you may encounter in the course of your business activities.  The third column, Record Series Description, contains descriptive information and examples of the types of documents included in the Record Series.  Note that the Record Series Descriptions are not intended to be a comprehensive listing of all documents in a Record Series, but rather a representative sampling of items to provide guidance.

The fourth column, Retention Period, identifies the retention period applicable to the Record Series Type.  The start dates for Retention Periods are worded in plain language so as to be easily applied, but if you have any questions about the start dates of Retention Periods or otherwise about the proper application of the Retention Periods in the Schedule, contact the AIG Programs Division compliance director.  The fourth column, Authority, identifies the statutory, regulatory, or other basis for the Retention Period.

Using the Schedules
To be safe, always err on the side of caution when deciding whether a document may be destroyed.  For questions about how to apply this Schedule, contact the AIG Programs Division Compliance Director.
The AIG PC U.S. Records Retention Schedule WILL BE SUPERSEDED BY ANY RELEVANT  DESTRUCTION HOLD.  If you receive a Destruction Hold notice, and the Records to be held includes Records in the Schedule, DO NOT DESTROY them.  
RECORDS SUBJECT TO A DESTRUCTION HOLD MAY NOT BE DESTROYED UNTIL THE HOLD HAS BEEN LIFTED.
	UNDERWRITING, POLICY  AND PREMIUM RECORDS


	Record Code
	Record Series
	Record Series Description
	Retention Period
	Authority

	PC-1
	Booking Sheets and Reports
	Records relating to premiums due and premium collections.
	Year created +11 years
	State DOI audit considerations (e.g., 11 NYCRR § 243.2)

	PC-2
	Business Submissions (Declined)
	Submissions for new business or renewals that have been declined, on both admitted and surplus lines business. 
	Date of submission +6 years
	Admitted: State DOI audit considerations (e.g., 11 NYCRR § 243.2)


	PC-3
	Underwriting File and Policy File
	Underwriting records for all types of policies and surety and other bonds, including all information necessary for reconstructing the solicitation, rating, and underwriting of the policy or bond or considered to be part of the underwriting or policy file by the particular Profit Center.  Examples of records include: submission, application, binders, policy (including all endorsements, riders, and declaration pages), underwriting workups and analysis (including financial statements and analysis and other information gathered in underwriting), online or manual rater, rating worksheets or other basis for rating or pricing (including materials related to adjustments for loss sensitive business), return premium amounts, cancellation and nonrenewal/conditional renewal notices, audits, coding sheets, policyholder notices, policy corrections, facultative reinsurance certificates and other reinsurance records, TRIA Forms, related legal agreements (e.g. payment agreements, documentation in connection with collateral including bank statements, indemnity and reinsurance agreements for fronted transactions, confidentiality or non-disclosure agreements, collateral agreements), Operations and Systems and Compliance-related (such as OFAC clearance) documents and reports, proposals, quote letters and term sheets, Risk Transfer Worksheets and supporting documentation (whether created/maintained by underwriters or others), third party credit reports for insureds.
	Claims made or claims made and reported policies: expiration of last renewal or extended reporting period +11 years
Occurrence-based policies: expiration of last renewal +30 years
	State DOI audit considerations (e.g., 11 NYCRR § 243.2)


	CLAIMS



	Record Code
	Record Series
	Record Series Description
	Retention Period
	Authority

	CL-2
	Claims Files
	Records showing the inception, handling and disposition of claims, including the dates that forms and other documents were received, with the specific content of a Claims File varying according to the nature of the policy.  Examples of records in Claims Files include: notice of loss or notice of claim or circumstances, policy, investigation reports, photos/videos, loss reports, reported and paid claims, medical/engineering reports, litigation documentation (complaint, discovery, depositions), expert reports, adjuster notes and reports, subrogation and salvage records; correspondence (including reservation of rights and other coverage position letters), and witness statements.
	Claims made or claims made and reported policies: the later of expiration of last renewal and any extended reporting period of the policy +11 years or the last date claims are open on the policy +11 years

Occurrence-based policies: the later of expiration of last renewal of the policy +30 years or the last date claims are open on the policy +30 years
	State DOI audit considerations (e.g., 11 NYCRR § 243.2)
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