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[bookmark: _GoBack]INITIAL REMEDIATION PROCESS

1. Identify and catalogue all Division 66 active Programs writing Admitted business.

2. For all Programs identified in step #1, review the most recent set of Underwriting Authority documents.  The purpose of this review is to identify and document the AIG writing companies being utilized and the states/jurisdictions available to each Program.

3. In addition to reviewing the Underwriting Authority documents outlined in step #2, review the Program Administrator (PA) contract and any associated addenda to the contracts.  This will help identify any recent updates or potential conflicts between the Underwriting Authority documents and the PA Contracts and addenda.

4. Identify the “key” individual producers responsible for placing business under their Program.  Generally speaking, we limited the number of individual producers being reviewed to four (4) unless there was a specific need to expand the review.  The selection criteria for determination of “key” individual producers was based upon several sources of information:

· The signatory for the PA Contract.
· The signatory for the Underwriting Authority document.
· The signatory for any recent PA Addendum.
· Division 66 Program Manager or Product Line Manager input.
· Recent PA Producer Licensing and Appointment requests submitted for processing. 

5. A spreadsheet was created to document the licensing / appointment information associated with each of these PA’s.  The 51 states/jurisdictions are listed as the rows.  The PA entity (agency license) and the key individual producers (individual licenses) being reviewed are listed as the columns.  Color coded into the individual cells of this spreadsheet is the information previously provided by AIG Legal identifying the states/jurisdictions where either the PA entity (agency) or the individual producers are required to be appointed with AIG writing companies (noting that this information from Legal is consistent with our PA business model and may not be applicable in other business arrangements).  The AIG writing company appointment information is embedded within each cell of the spreadsheet.  Essentially, the spreadsheet template illustrates where appointments are required.

6. The Producer Licensing System (PLS) was reviewed to verify and document existing appointments for both the agency and individual(s), where required.  Once completed, the spreadsheet indicates where there may be potential gaps in meeting appointment requirements (noting that we use the term “potential gaps” because while a PA may be allowed to either write in a particular jurisdiction or with a particular AIG writing company, pursuant to their PA Contracts and/or Authority document, they may not be actively writing business in a given state or with a given paper company).

7. Each potential gap was reviewed and if not ruled out due to business not being placed in a state/company, a corresponding request for an AIG writing company appointment was submitted to the Producer Licensing Department provided the PA had the requisite licenses (in any cases where licenses did not exist, we notified the PA that the licenses needed to be obtained to allow for subsequent appointment or restrictions to their authority in a given state would take effect).

8. Once all the company appointments were processed and confirmed for a Program, we communicated this information to the PA and updated the spreadsheet accordingly (See the generic PA email communication reviewed by AIG Legal).    

QUARTERLY REVIEW PROCESS

1. After the Initial Remediation Process, AIG Programs and Legal agreed to a quarterly licensing / appointment review for each PA noting that any new qualifying PA’s and / or Programs would be subject to a process similar to the Initial Remediation Process and added to the spreadsheet.  

2. Approximately once a quarter, each of the qualifying PA’s undergoes a review.  The review consists of first producing a PDF report from the Producer Licensing system showing the current PA status of Individual PA Producers, PA State Insurance Licenses and PA State AIG Writing Company Appointments. 

3. Next a current “snapshot” of the PA’s agency and Individual Producer appointment status is cut and pasted into an email correspondence.  This “snapshot” is taken from the spreadsheet identified in Step #5 of the Initial Remediation Process above.  This spreadsheet would show the current appointment status of the PA and the Key Individual Producers including any changes in appointments occurring during the previous quarter.   The spreadsheet identified in Step #5 of the Initial Remediation Process is located on a SharePoint Share Drive.

4. The PA’s Underwriting Authority Documents, recent Addendum and any other recent PA correspondence of note (i.e. PA Termination Letters, etc.) are reviewed for changes that would effect their current licensing / appointment requirements.  This step may require additional appointments to be processed.

5. A Quarterly Producer Licensing and Appointment email containing the PDF (Step #2), “snapshot” (Step #3) and any changes in appointment requirements (Step #4) is sent to the individual at the PA who has been identified as responsible for their Producer Licensing / Appointment compliance.   This correspondence is recorded on the spreadsheet.  Any subsequent feedback / responses from the PA are acted upon and recorded.
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