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AIG Programs - Manuscript Endorsements Procedure
I. Program Manager (PM)/Product Line Manager (PLM) 

A. Receives and rationalizes request from PA

B. Completes AIG Programs Manuscript Endorsement Referral Sheet (MERS)

1. Underwriting intent must be clearly and completely documented under Section III

C. Submits request to PLM  with copy of policy  declarations
D. PLM approves request on MERS (Product Line Manager Section)and submits to PLO for consideration
II. Product Line Officer (PLO) with Program Manager (PM)
A. PLO Reviews and determines if they support requested endorsement (obtaining information/clarification from requestor if so required)

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

2. If endorsement development is necessary, provides guidance, which may include suggested language for drafting

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

C. PM provides sample and proposed language for endorsement based on PLO’s guidance   
D. PM submits completed MERS along with sample/proposed wording for endorsement to Product Development 
Note:  see MERS form and Admitted and Non-Admitted Endorsement Templates attached at the bottom of this document

III. Product Development
A. Verifies all required information on MERS is provided (if not, obtains from PM/PLM)

B. Confirms if manuscript is allowed based on state rules/requirements

1. If manuscript not allowed, sends back to requestor instructing a filing is required in order to use form  
2. Requestor should complete and submit a Product Development Service Request Form to Product Development
C. 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)
D. Reviews endorsement and makes any necessary edits to fit Programs forms format 

E. If form has previously been approved by legal and no changes are made to form language,
a. Product Development will provide final approved manuscript endorsement to PM and copies PLO.
F. If form is a new manuscript requiring legal approval, 

a. Submits copies of MERS, draft endorsement, prior versions of endorsement, base policy and any corresponding instruction to Legal and copies PM, PLO and Product Development (for the purpose of updating Div. 66 Legal inventory/prioritization log) 
IV. Legal

A. Reviews drafted endorsement for use
B. Circulates draft to requesting PM/PLM and PLO to ensure that it meets coverage intent

C. Submits approved manuscript to Product Development

D. Provides finalized endorsement and copy of signed MERS to Product Development and copies requesting PLO, PM/PLM and Product Development
V.  Product Development
A. Formats endorsement, if required, and enters in any policy specific information that may be required (obtained from information contained on the MERS)
B. Assigns Manuscript Endorsement Number (Please note that for Canadian Forms, Product Development will coordinate to obtain the number.)
C. 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

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

E. 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)
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Please complete all sections that apply to this request. 
If you have any questions please call Product Development Team or email ProgramsProdDevTeam@aig.com. 


MANUSCRIPTS MUST BE FILED IN THE FOLLOWING STATES:  CA, DC, IN, MO, MS, NV, NH, NC, ND, RI, TX & UT 


SECTION I 
Date Referred: Date Needed By: 


Program Manager/Product Line Manager: 


Program Name: 


SECTION II - POLICY INFORMATION 
Named  Insured: 


Named  Insured State of Domicile: Is this a NY Free Trade Zone policy? Yes No 


Policy Number: New Business Renewal 


Policy Period: Endorsement Effective Date: 


Base policy form number(s) and edition date(s) to be amended: 


Endorsement form number(s) and edition date(s) to be amended: 


SECTION III - MANUSCRIPT INFORMATION 
Is this a manuscript request to reuse a previously approved manuscript form number? Yes No 
List manuscript form number(s): 


How is this manuscript intended to be used? ADMITTED SURPLUS LINES BOTH CANADIAN 


Identify lines of business involved.  Check all that apply and enter the number of manuscript forms in each category. 


General Liability (15) Professional Liability (29) Medical Malpractice (29) 


Property  (11) Crime (25,34) Inland Marine (13) 


Commercial Auto (20,22) Umbrella (37) Lawyers Non-Bureau (36) 


Other:  _____________________________________________________________________________________________________________________ 


Provide a complete description of the underwriting intent for manuscript wording including how the manuscript wording differs from the coverage form 
or standard endorsement wording and what risk exposure this manuscript endorsement will address. 


Could this manuscript be used for other accounts in this program or for other programs within the Division? Yes No 
Explain: 


If this manuscript involves Commercial Auto, list all States where vehicles are garaged: 


Does this manuscript endorsement have a premium charge? Yes No 


PLEASE ATTACH:  COPY OF THE POLICY DEC PAGE TO WHICH THE MANUSCRIPT ENDORSEMENT WILL ATTACH AND WORD DRAFT VERSION OF MANUSCRIPT ENDORSEMENT 



mailto:ProgramsProdDevTeam@aig.com
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SECTION IV - REQUIRED SIGN-OFFS 
Manuscript Endorsement Request Approved 


Product Line Manager Signature: 


Comments: 


Manuscript Endorsement Request Approved 


Product Line Officer Signature: 


Comments: 


Manuscript Endorsement Completed and Approved for Use by the Legal Department 


Division Counsel Signature:   


Division Counsel Comments: 


The relevant jurisdiction’s law governing manuscript endorsements has been reviewed and this manuscript endorsement may proceed as follows: 


            Manuscript exempt from filing                    Manuscript must be filed 


Product Development Signature:   


Product Development Comments: 


SECTION V - GENERAL COMMENTS 





		Please complete all sections that apply to this request.



		Date Referred: 

		Date Needed By: 

		Program ManagerProduct Line Manager: 

		Program Name: 

		Named Insured: 

		Named  Insured State of Domicile: 

		Policy Number: 

		Policy Period: 

		Endorsement Effective Date: 

		Base policy form numbers and edition dates to be amended: 

		Endorsement form numbers and edition dates to be amended: 

		Other: 

		Comments: 

		Comments_2: 

		Division Counsel Comments: 

		SECTION V GENERAL COMMENTS: 

		Product Development Comments: 

		Exempt from filing: 

		Must be filed: 

		Previously approved Manuscript Number: 

		GL Manuscript: Off

		Property Manuscript: Off

		Auto Manuscript: Off

		Professional Liability Manuscript: Off

		Crime Manuscript: Off

		Umbrella Manuscript: Off

		Med Mal Manuscript: Off

		Inland Marine Manuscript: Off

		Lawyers Manuscript: Off

		BUSINESS TYPE: Off

		Previously used manuscript: Off

		NY Free Trade Zone: Off

		How will product be used?: Off

		Usable for other accounts: Off

		Does manuscript have premium charge: Off

		Provide a complete description of the underwriting intent for manuscript wording including how the manuscript wording differs from the coverage form or standard endorsement wording and what risk exposure this manuscript endorsement will address: 

		Explanation for using this manuscript for other accounts in this program or for other programs within the Division: 

		If this manuscript involves Commercial Auto list all States where vehicles are garaged: 

		Explanation of manuscript endorsement premium charge: 

		Number Property: 

		Number GL: 

		Number Auto: 

		Number Umbrella: 

		Number Crime: 

		Number Professional Liability: 

		Number Medical Malpractice: 

		Number Inland Marine: 

		Number Lawyers: 

		Manuscript compliance: Off






ENDORSEMENT



THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.



Policy No.:<Policy Number> <Endorsement Number>

Effective 12:01 a.m. <Policy or Endorsement Effective Date>





XYZ ENDORSEMENT



This endorsement modifies insurance provided under the following:



<< Insert name of policy form >>	





XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX







All other terms and conditions of the policy remain the same.















	__________________________

	Authorized Representative























		PRG XXXXXX (X/XX)

		Includes copyrighted material of Insurance Services Office, Inc., with its permission. 

Or 

Contains copyrighted material of the American Association of Insurance Services.

Or

©All rights reserved.
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THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.



Policy No.:<Policy Number> <Endorsement Number>

Effective 12:01 a.m. <Policy or Endorsement Effective Date>
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All other terms and conditions of the policy remain the same.















	__________________________

	Authorized Representative
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