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AIG PROGRAMS

99 High Street

25th Floor

Boston, MA 02110



DOCUMENT MANAGEMENT
FROM:  William C. Harris 





Date: 02/04/2014
TO:
Division 66 PM’s / PLM’s
We have created a new ‘Master Program Summary Spreadsheet’ which will be moved into production in 2014.  This report will list all active programs (and historical data on terminated programs) in an Excel  format.    For each program, the report will include the following program identification information:
	PA NAME, 
PRODUCER NUMBER 
	PA TICKER
	PROGRAM
	PROGRAM NAME TICKER


To facilitate required report management, the spreadsheet will include hyperlinks showing the date of the current document in file and likewise allow easy ‘point and shoot’ access to the following:
· Underwriting Guidelines 
· Program Review 
· PASS Review 
· PA Underwriting Audit (as required by UQR, AIG requirement)
· PA Contract (AIG requirement, Ch. 2, Section VII)
Going forward, whenever any of the above documents are created or revised, the distribution should be limited to the appropriate ‘need to know’ staff (manager(s), etc.) AND Lon Levy.  Lon will make certain the document is properly stored in the shared drive and update the Master Program Summary Spreadsheet. 
Lon will also distribute an updated report by the 5th business day of each month to the PM’s/PLM’s, highlighting the following:
· Reports added during the prior month (shown with ‘green background’)
· Existing reports that are within 2 months of their revision ‘due date” (‘yellow ‘)
· Reports that are overdue. (‘red’)
Report Update Requirements:

Underwriting Guidelines – our PA Underwriting Guidelines must be updated annually in accordance with the AIG US Program Administrator Operations Manual (Ch. 2, Section III, D) 
We recently finalized the new Underwriting Guideline ‘template’ document.   Our intent is to move all in-force Program UW Guidelines to the new format by 6/30/2015, adopting a fully electronic format.   Once in place, we will discontinue the use of addendums and instead, update the guidelines as needed (at least annually).  
We will also embed excel spreadsheets summarizing forms approved for the program by line, by jurisdiction.  This electronic forms listing will be kept current and maintained by Compliance and Tables Management, alleviating PM’s of this responsibility.
All Underwriting Guidelines must be sent to the PA in pdf format.  When sending the updates to PA’s, please remember to include deemer language advising that the updates will automatically take effect if they do not execute their Guidelines.  Deemers should typically be enforced after 30 days, unless specific program circumstances require longer.  
Guidelines will only be considered complete when they have been signed by the PLM and Program Administrator (either in ink, by email acceptance, or by deemer), scanned (along with your original email,) and distributed on a limited basis described above and to Lon Levy for maintenance in the shared drive.  
Program Reviews - Program Reviews are required upon program inception and updated annually (Division 66 requirement).  Unless there are significant changes to a Program, the majority of the Program Review content will see nominal change from year-to-year.  As such, provided the current program review is in the current/approved format, PM’s may either:
· make minor changes as needed, or
· if ‘no change’, acknowledge as describe below; or

· completely rewrite the Program Review

To document the updated review, please cut/paste the following on to Page 1 of the Program Review document:
Program Manager Name:
Date of This Program Review Update:
    New Program Review
    Minor Changes                       No Change
NOTE:  to make the program documentation process more efficient, going forward a Program Review update must be issued within 30 days of the issuance of the final PASS Report (below).  
PASS Reports – Div. 66 Actuarial is required to issue a Profitability Study annually (at this time).  PASS (Program Analysis and Strategy Summary) Reports are required to be created using the current/approved format within 45 days after the Profitability Study (Division 66 requirement), with a PASS staff meeting scheduled and taking place during this time.  Extensions can be granted by either the Division 66 CUO or COO if needed.  

Unless additional time is determined to be required, the final PASS report, documenting all agreed upon recommendations and/or ‘next steps’ should be completed and distributed as described above within 5 business days of the PASS meeting.   This same email should also include the updated Program Review.  
Click on the link below to open the “Master Program Summary Spreadsheet”.  This will be kept current and maintained in the “Underwriting-Compliance” folder on the shared drive for your reference.  Please note that it is password-protected as updates are only to be made by Lon.  As such, when viewing, click ‘read only’ for access.  If you detect incorrect or missing information upon your review, please advise Lon so he may make the necessary corrections/updates.
I:\UNDERWRITING-COMPLIANCE\Master Program Summary LL.xlsx
Please advise if you have any questions or concerns with the above process.  Thank you in advance for your cooperation in adhering to the above process to ensure that we issue and maintain the necessary program documentation required of our Division.
The information and other material contained herein is proprietary to AIG Programs and intended for internal use only.  Unauthorized disclosure, dissemination, copying or other use of this information and material without the express written permission of AIG Programs is strictly prohibited.  
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