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UNDERWRITING GUIDELINES PROCESS

PROGRAM UNDERWRITING AUTHORITY PROCESS
FROM:  William C. Harris 





Date: 06/23/2014
TO:
Division 66 Staff





EFFECTIVE:
Immediately
The following is an overview of the roles and responsibilities pertaining to the management of the ‘new’ “Program Underwriting Authority” documents and replaces the instructions previously given on February 7, 2014.  The name change is a response to an issue that surfaced during our recent Underwriting Quality Review.  The above title, and this overview, relates to the PA authority document; QWIK NOTES establish our underwriting guidelines. This nomenclature change is being made for the sake of clarity. 
The Program Underwriting Authority document formalizes the authority that we are delegating to the PA.  The template, as written, was approved for use by Division 66 underwriting management, Legal, and the AIGPC UQR team. When executed with the PA, it summarizes the business they can transact on our behalf.  It likewise becomes the core reference document used during PA file and/or Underwriting Quality Reviews.  
Our Program Administrator Operations Manual requires an annual update of our Underwriting Guidelines Authority documents.  To expedite the transition, we have discontinued the use of “addendums”.    The templates for the Program UW Authority documents and the forms template can be found in our share drive:    K:\UNDERWRITING-COMPLIANCE\Underwriting Guidelines\2014
Please follow the process below when updating Program Underwriting Authorities: 

· 30 days prior to the one year anniversary of the current authority, the Program Manager will create a new authority statement in track change using the current templates found in the share drive, entering the following information (from the current guidelines/authority): 

· Cover page

· Section 1 (eligibility)

· Section 2 (enter authority levels currently granted)

· Enter requests for changes to any wording in Sections 2 or 3 (note – this requires prior approval from either CUO or designee; in most instances, changes will not be approved.)  
· Section 5:  enter the name and title of the person signing on behalf of the PA.   
· Section 6 (Supplemental Rates/Rules/Forms).  This is where you document any deviations from Qwiknotes that are unique to this program; program rate structure (if non ISO), refer to company rates/rules, and acceptable forms (see below).  
· Save file to the name of the program and current date (see QWIK NOTES for Data Infrastructure). 
· Program manager opens the Excel Forms spreadsheet (share drive) and proceeds as follows:

· Click on tab on the bottom for the appropriate product line(s), and selects Program Mandatory and Optional Forms.

· AIG Programs mandatory forms are already selected.  (ANY DE-SELECTIONS REQUIRE PRIOR APPROVAL)

· Enter “PM” in column ‘B’ for program mandatory, “PO” in Column ‘C’ for program optional; selecting only those forms you are authorizing for use with this program.

· Enter all forms that are missing (number, edition date, title) that are currently approved for the program that are not shown and advise if ‘PM’ or ‘PO’.   For proprietary forms, you will also need to provide specific state approval information and, where there is a rate rule, add this information to Section 6 (above).    Save in the same manner as above. 
· Forward both the guidelines and forms spreadsheet as attachments to Lon Levy (cc to your PLM).  Lon  will coordinate the following:

· Sort and merge the form data from the Excel to the UW Guidelines (work with State Filings if needed)
· Entry of Loss Control requirements in Section 4.1

· Attach Equipment Breakdown addendum where applicable

· Coordinate review of the draft with the appropriate PLO’s
· Either CUO or designated PLO will review, discuss as needed, and approve the final document for release.
· PM will forward to PA (inserting ‘deemer date’ as appropriate in Section 5) 
· Signed copy goes to Lon Levy for storage in the share drive and entry on to the Master Program Summary Spreadsheet.

Most importantly, all parties must make certain that the authority granted is clear and with no ambiguities.  

Please contact Bill Harris if you have any questions.  
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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