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AIG PROGRAMS
99 High Street
25th Floor
Boston, MA 02110


Revised Manuscript Endorsement Request Process
FROM:  
Chris Koke



Date:   07/02/2014
TO:

Division 66 Staff





EFFECTIVE:
Immediately
We have recently revised the manuscript endorsement request and development processes, streamlining the workflow, assigning clear roles/responsibilities and updating  the documents to be used to collect and track the required information. 

In this regard, please note the following documents:

AIG Programs Manuscript Endorsement Process Flow:
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Provided as reference to you as it outlines the procedural steps, departmental responsibilities and sequential process flow for requesting, tracking, developing and maintaining manuscript endorsements.

AIG Programs Manuscript Endorsement Referral Sheet (Ed. 6-16-2014):
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This request form has been revised to better align with the above process/flow and includes a reference as to which states do not allow manuscript endorsements.  

AIG Programs Manuscript Endorsement Eligibility Guidelines:
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Provided as reference to you as it outlines the condensed requirements from the AIG Filings – State Exemptions Manual to help expedite the eligibility and filing requirements review process.  This document was developed by Kathy Ott so, as such, we are asking Kathy to handle the intake of your requests so she can determine, first-hand, the effectiveness of her requirements document and make any adjustments that may be necessary.

AIG Programs Manuscript Endorsement Tracking Spreadsheet:
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Provided as reference to you to illustrate the information we will be tracking within this process.  This will allow us to identify the number of times a manuscript is being used (as that is a trigger for state filing requirements in many states) and be in a position to respond to inquiries you may have associated with the process and resulting endorsements. 

These revisions were implemented on June 20, 2014.  If we become aware of further revisions being necessary, we will update the process and forms and advise you accordingly.

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.  


Division Control Number:  AIG PGMS INTERNAL BULLETIN (2014 #9)
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AIG Programs Manuscript Endorsement Referral Sheet



PM / PLM TO COMPLETE THE SECTION BELOW - SUBMIT TO STATE FILINGS:


		Program Manager/Product Line Manager:  MACROBUTTON  AcceptAllChangesInDoc "Enter Names" 



		Name of Program: MACROBUTTON  AcceptAllChangesInDoc "Enter Name of Program" 



		Name of Insured: MACROBUTTON  AcceptAllChangesInDoc "Enter First Named Insured" 



		Policy Number: MACROBUTTON  AcceptAllChangesInDoc "Enter Policy Number"  

		New or Renewal:  MACROBUTTON  AcceptAllChangesInDoc "Enter N or R"    Note: If renewal and similar endorsement was created for expiring policy, please attach that endorsement and legal approval.



		Policy Period: MACROBUTTON  AcceptAllChangesInDoc "Enter Eff. Date" 


		To:  MACROBUTTON  AcceptAllChangesInDoc "Enter Exp. Date" 



		Line of Business that Manuscript will impact: MACROBUTTON  AcceptAllChangesInDoc "Enter GL, AL, Prop, Prof, etc." 



		Policy Form Number to endorse:  MACROBUTTON  AcceptAllChangesInDoc "Enter Form Number" 

		Policy Form Edition Date: MACROBUTTON  AcceptAllChangesInDoc "Enter Edition Date" 



		Date Referred: MACROBUTTON  AcceptAllChangesInDoc "Enter MM/DD/YYYY"   

		Date Needed By: MACROBUTTON  AcceptAllChangesInDoc "Enter MM/DD/YYYY" 



		Home State of Insured: MACROBUTTON  AcceptAllChangesInDoc "Enter Home State" 



		Note: Manuscripts are not permitted in the following states:  CA, DC, IN, MO, MS, NV, NH, NY, NC, ND, RI, TX & UT



		If Automobile provide States where vehicles are garaged:  MACROBUTTON  AcceptAllChangesInDoc "Type in Garage States" 



		Is this a NY Free Trade Zone policy?:  MACROBUTTON  AcceptAllChangesInDoc "Enter Y or N"  



		What is the underwriting intent for manuscript wording?:   MACROBUTTON  AcceptAllChangesInDoc "Enter Comments" 



		 How does the manuscript wording differ from the coverage form wording?: MACROBUTTON  AcceptAllChangesInDoc "Enter Comments" 





		 What exposure to loss will the manuscript endorsement address?: MACROBUTTON  AcceptAllChangesInDoc "Enter comments" 





		Has the proposed wording been used in the past?: MACROBUTTON  AcceptAllChangesInDoc "Enter Y or N" 



		 Can this endorsement be used beyond this single account?: MACROBUTTON  AcceptAllChangesInDoc "Enter Y or N" 

Does this endorsement potentially offer utility for other accounts in this program or in the other programs within the Division?: MACROBUTTON  AcceptAllChangesInDoc "Enter Y or N" 



		Is this a Surplus Lines policy?:   MACROBUTTON  AcceptAllChangesInDoc "Enter Y or N" 





STATE FILINGS TO COMPLETE THE SECTION BELOW – SUBMIT TO PLO:


		Has the relevant jurisdiction’s law governing manuscript endorsements been reviewed and is it OK to proceed?


Initials:_____________


Date:______________





PLO TO COMPLETE THE SECTION BELOW – 


SUBMIT TO LEGAL WITH COPY TO PRODUCT DEVELOPMENT:


		Has the request been reviewed and is it OK to proceed?


Initials:_____________


Date:______________



		Additional comments by the PLO:   MACROBUTTON  AcceptAllChangesInDoc "Enter comments"       Note:  If PLO determines this manuscript should only be used on this policy and is not eligible for carry-forward to renewal of this policy, please indicate it here.







                                                                                                                              
 Ed. 6/16/2014
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MAY MANUSCRIPT FORMS IN THE FOLLOWING STATES:


AL, AK, AZ  (for exempted LOBs), AR, DE, FL, GA, HI, ID, IL, KY, LA, ME, MD, MI, MN, MT, NE, NM, OH, OK, OR, SC, SD, VT, WA, WV, WY

MUST FILE MANUSCRIPT FORMS IN THE FOLLOWING STATES:

CA  - Only exempt for loss sensitive programs


DC  (J. Fontaine, DOI, 1-25-08)

IN  (L. Ritz, DOI, 5-6-06)

MO  (T. Knoll, Missouri Department of Insurance, 5-17-05)

MS  (Miss. Ins. Code § 83-2-7)

 NV  (E. Ahrens, DOI, 8-24-07; Bull. 06-008 (11-1-06) Rescinded, Bull. 010-010)

NH  - according to the DOI, manuscript forms must be filed.


 NY

 NC  - Manuscript forms must be filed with the Department within sixty (60) days of use 



(11 NCAC 10 .0105).

ND - Manuscript forms must be filed (ND Ins. Code § 26.1-30-19)

RI - The Department requires that these forms be filed (C. Casala, 7-20-06)

TX - The TDI requires that manuscript forms be filed for approval (D. Booher, TDI, 4/4/06).

UT  (Rule R590-225)

STATES WITH CONDITIONS FOR MANUSCRIPT FORMS:

CO  – No W/C, Auto with individually owned vehicles, claims-made liability, credit insurance


CT – Informational filing required..  No Prof Liability, Claims-Made, XWC, Environmental Liability and policies to 
municipalities.

IA – Up to 2 uses permitted before filing must be made

KS – Only applicable to Excess, Umbrella, Large Risk, Inland Marine, Surety and Fidelity and Aircraft


MA – Up to 50 uses permitted before filing must be made

NJ – Only applicable to Special Risks, s 17:29AA-6


PA – Up to 3 uses permitted before filing must be made

TN – Informational filing required


VA – Only for Individual risks that broadens coverage with no increase in premium.


WI – Must file WC or endorsements addressing arbitration.



Tracking Sheet

		AIG Programs - Manuscript Endorsement Tracking Spreadsheet (Version Date: 6/5/2014)												Information Current as of: 



		A=Admitted S=Non-Admitted		 # of times used		Manuscript Form Number		Form Title		Date Number Assigned		LOB		Program		Name of Insured		Account's State		Risk Qualifies for Deregulation (Y/N) and How it Qualifies		Eligible for Carry Forward		Date of Legal Approval		Comments
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AIG Programs Manuscript Endorsements – Process Flow and Responsibilities

Program Manager (PM)/Product Line Manager (PLM) 


· Receives and rationalizes request from PA


· Completes AIG Programs Manuscript Endorsement Referral Sheet (MERS)


· Submits MERS to State Filings (Kathy Ott) and includes a draft of the proposed endorsement or suggested language to be used if available 

State Filings (Kathy Ott)

· Verifies all required information on MERS is provided (if not, obtains from PM/PLM)


· Determines if manuscript is allowed based on state rules/requirements


· If proceeding, completes information on MERS (State Filings Section)


· Enters information on Manuscript Tracking Sheet, which is maintained on shared drive (Note: all columns completed except Manuscript Form #, Form Title, Date Number Assigned, Eligible for Carry-Forward  and Date of Legal Approval) 


· Submits MERS to designated Product Line Officer /Product Line Specialist

Product Line Officer (PLO)/Product Line Specialist (PLS)

· Reviews and determines if they support requested endorsement (obtaining information/clarification from requestor if so required)


· Determines if existing form (ISO, Div. 66 Proprietary or AIG Proprietary) can be utilized to address request in lieu of manuscripting coverage

· If endorsement development is necessary, provides guidance, which may include suggested language for Legal’s drafting


· Provides approval to proceed and any corresponding instruction by completing information on MERS (Product Line Officer Section)

· Sends copy of MERS and any corresponding instruction to Legal (and copies Product Development for the purpose of updating Div. 66 Legal inventory/prioritization log)

Legal


· Develops drafted endorsement for use

· Circulates draft to requesting PM/PLM and PLO/PLS to ensure that it meets coverage intent

· Provides finalized endorsement and copy of MERS to State Filings (Elaine Martell) and copies requesting PLO/PLS and Product Development


State Filings (Elaine Martell)

· Formats endorsement, if required, and enters in any policy specific information that may be required (obtained from information contained on the MERS)

· Assigns Manuscript Endorsement Number 


· Saves finalized Manuscript as a pdf document and retains it in the appropriate folder within the shared drive along with a copy of the fully completed MERS and approval e-mail from Legal


· Sends finalized Manuscript (pdf version) to PM/PLM & PLO/PLS who submitted original request


· Updates the Manuscript Tracking Sheet (Note: completes the following columns: Manuscript Form Number, Form Title, Date Number Assigned, Eligible for Carry-Forward, and Date of Legal Approval)


