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SOP – TRACKING TERMINATED PROGRAMS ODEN NON-RENEWAL NOTICE PROCESSING
Program Operations:
· Program Operations will receive a monthly Policy Expiration Report for all Div. 66 accounts in-force for terminated Programs currently in run-off. 
· This report will capture policies expiring within the next 90 days in advance of their expiration date.
· Program Operations will run individual ODEN Non-Renewal Reports for each Terminated PA/Program/ ODEN Group for the policies appearing on the above Policy Expiration Report.
· These reports will be merged into an Expiration to ODEN Report showing the expiring policy list, by terminated Program, and reflecting the status of NR notices processed in ODEN.
· The report will show mailing dates for all policies for which a NR notice was created.
· For policies where there is no record of a NR notice created, the report will show “#N/A” as the result.
· Program Operations will place the Expiration to ODEN Report in the Div. 66 zshare folder and notify Program Managers of its availability.
Program Managers:
· Upon notification from Program Operations that the current report is available for review, the PM is responsible for coordinating with their PA on policies in which the mailing date is reflected as “#N/A”.
· If the PA advises of an acceptable reason for not issuing a NR notice (e.g. policy was cancelled mid-term, policy was extended beyond original expiration date), the PM should make note of this on the report.
· If the PA offers no acceptable explanation for a missing/delinquent NR notice, the PM will work with the PA to issue the required NR notice as follows:
· If there is still adequate advance time for which to issue the NR notice, require the PA to do so and provide confirmation to the PM once completed. 
· [bookmark: _GoBack]If there is not adequate advance time for which to issue the NR notice, determine if the state in question allows for policy extension by which to satisfy NR notification requirements.
· If extension is permitted, instruct the PA to extend the policy for the amount of time required to make up the advance notice requirement.  The policy is to be extended at expiring terms, conditions and premium.  The PA should issue the NR notice at the same time as extending the policy.  Require the PA to provide confirmation of the policy extension and NR notice issuance and make note of this on the report.
· If extension is not permitted, the PA may reach out to the insured’s producer to explain the oversight and seek written confirmation that the producer agrees to accept NR notice that is outside of the regulatory required timeframe.  In such cases, the PA is to maintain this confirmation in the underwriting file and advise the PM of this handling.  This scenario is more likely to occur if and when the PA is transitioning the account to its new carrier and there will be no lapse in coverage nor significantly more punitive terms, conditions or premium charged to the insured with the replacement carrier.
· If neither option outlined above is permissible/possible, the policy may require renewal for an additional policy term at expiring terms, conditions and premium.  The PA must advise the PM of this handling.
· The PM should initiate their review/reconciliation of missing NR notices as early as possible after the receipt of the report to afford the PA with most flexibility on remediation as outlined above.  Ideally, surfacing any discrepancies prior to the regulatory required advance notice time is optimal to allow for a notice to be issued in accordance with statutory requirements.
· The PM should notify their PLM of any accounts that have not received a NR notice and for which the PA did not provide an acceptable reason for proper handling. 
· The PM/PLM can reach out to Programs Compliance and/or Legal should regulatory guidance be required on these accounts and the options that may be available, etc.

