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AIG PROGRAMS

99 High Street

25th Floor

Boston, MA 02110



TITLE:

Program Administrator Addendum Process - Revised




TO:

Division 66 Staff



Date:   09/09/2014



EFFECTIVE:
Immediately
Please make sure that any requests to amend the PA agreement are sent to the Chief Underwriting Officer for approval before engaging Legal in the drafting of the addendum.  Be sure to include  a brief explanation of the change along with  the reason for the change.  The Chief Underwriting Officer will send approval to the requestor and notify Compliance.

Once approved,  Compliance will draft a Legal Services Request (LSR) form and send this back to the original requestor for review and then forward onto Legal for drafting.  
Once Legal has drafted the addendum, Compliance will  send it back to the original requestor for a final review.  The final approved addendum will then be sent back to Legal by Compliance for execution.  Once executed,  a PDF version will be stored on the share drive in the appropriate contract folder.  The requestor and Compliance will receive a notification that the addendum has been executed.
If there are any related questions or concerns, please contact Paul Boris.

Thank you.
The information and other material contained herein are 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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