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AIG Programs 
Program Commission Management

[bookmark: _GoBack]Establishment of Initial Program Commission

During the on-boarding of a new Program, the Program’s initial commission is established and reflected in Addendum A of the Program Administrator Agreement.

The AIG Program Manager is to communicate the commission percentage(s) and effective date(s) to:

· Program Operations
· Policy issuance systems update: Natalie Cloutier, Bill Miner, Kathy Sidlaukas
· Commission Look-up Tables update: David Blake
· Programs Administrative Assistant/Business Analyst
· Programs Life Cycle Database: Anne Cecchetto, Eileen Hutchinson
· AIG Collections
· Collections Analyst: Shari Coplan

Updates to Program Commission

Updates to the existing Program-level commissions need to be documented with an addendum to the existing Program Administrator Agreement.  Requests for such commission changes require the approval of the Programs Division Executive (Tom McGrath) and Chief Underwriting Officer (Bill Harris).  Upon executive approval of a commission change, the request is to be sent to Programs Compliance (Lon Levy) who will enter the request into the Legal Intake Tool for PA Agreement addendum processing by Programs Legal (Sean Coleman / Lisa Beaulieu).

Once the commission addendum has been finalized, Programs Compliance will communicate the revised commission(s) and effective date(s) of the change to:

· Program Management 
· Program Manager & Product Line Manager
· Program Operations
· Policy issuance systems update: Natalie Cloutier, Bill Miner, Kathy Sidlaukas
· CoverAll Help-Desk: Chetan Gupta 
· Commission Look-up Tables update: David Blake
· Programs Administrative Assistant/Business Analyst
· Programs Life Cycle Database: Anne Cecchetto, Eileen Hutchinson
· AIG Collections
· Collections Analyst: Shari Coplan
	
Monitoring Program Commission  

Program Managers are responsible for the continual monitoring of the commission being retained by their Program Administrators for their Programs.

On or before the 25th of each month, a Commission Variance Exception Report will be run by Eileen Hutchinson identifying any policies processed in the previous month where the commission retained is inconsistent with the contracted commission established for the Program.  

Program Managers will be responsible for investigating any discrepancies for which either the commission retained exceeds the contracted commission for written premium or is less than the contracted commission for return premium.  As small commission variances are sometimes the result of rounding errors, Program Managers are required to investigate and resolve any instances of material commission discrepancies, defined as variances of $10.00 or more.  For all accounts in which the commission variance exceeds $10.00, the account will be added to the Tracking tab on the report worksheet for Program Manager resolution.  The Program Manager is responsible for advising of the resolution/remedy for all accounts included on the Tracking tab.   

The full distribution of this Report shall include:

- Program Managers
- Product Line Managers
- David Blake
- Tom Schmitt
- Chris Koke
- Bill Harris 
- Tom McGrath

The report will be accessed and maintained via SharePoint which will allow for Program Managers to provide their input and update the centralized report with their findings. 

If it is determined that the report does not reflect the current/accurate Program Commission, the Program Manager is to notify Eileen Hutchinson and David Blake, who will investigate further, determine the appropriate course of action and update the corresponding systems/databases.

Program Managers are required to resolve all commission variances within thirty (30) days of receipt of the commission variance report.  After thirty (30) days, Eileen Hutchinson will produce and distribute a Commission Variance Resolution Report to identify resolved and/or outstanding items.  

The full distribution of this Report shall include:

- Product Line Managers
- David Blake
- David Vanagas
- Thomas Schmitt
- Chris Koke
- Bill Harris
- Tom McGrath
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