Producer Licensing & Appointment SOP
11/2017

Typically you will receive a request regarding Program Administrator (PA) Licensing and/or AIG Writing Company Appointment changes from a Program Administrator that writes Admitted business.  Currently requests of this nature are sent to the Next Generation Producer Licensing System (NGPLS) of AIG using a series of request forms attached below.  The request forms can be used for multiple purposes as outlined in the documentation provided by NGPLS below.  

If you receive such a request, you can either (1) forward the request to AIG Programs Compliance or (2) you can send the request to NGPLS by reviewing the procedure documentation and completing the appropriate PDF form.  Once you have completed the proper form, you then email the form to:
Producer.Licensing@aig.com

Below are the NGPLS request forms along with their associated instructions:

ADDING A NEW PRODUCER CODE, NEW PRODUCER, NEW APPOINTMENTS, ETC.

	REQUEST FORM				DOCUMENTATION	


[bookmark: _MON_1568190889]					

TERMINATING A PRODUCER CODE, PRODUCER, APPOINTMENTS, ETC.

	REQUEST FORM				DOCUMENTATION	


[bookmark: _MON_1568197759]						

AGENCY NAME ADDRESS CHANGE

	REQUEST FORM				DOCUMENTATION	


[bookmark: _MON_1568197978]						

AGENT NAME ADDRESS CHANGE

	REQUEST FORM				DOCUMENTATION	


[bookmark: _MON_1568198169]						




SURPLUS LINES LICENSES

Occasionally, you may have the need to have a STATE SURPLUS LINES LICENSE uploaded into the NGPLS system or a similar facility in order to book a policy in NexGen.  In this situation, send an email to:

Surplus Lines HelpDesk SurplusLines.Helpdesk@chartisinsurance.com
 		
Be sure to include the name (either Agency or Agent), the applicable state and surplus lines license number.
[bookmark: _GoBack]
Finally, you can also contact the NGPLS Support Unit directly:

	
	MICHELLE N WILSON

	Business Title:
	Dir Licensing/Commercial

	Department :
	Financial Lines Ops BH

	Line of Business:
	Commercial

	Office Address:
	100 Connell Drive, Berkeley Heights, New Jersey, UNITED STATES, 07922

	Floor:
	04 West

	Additional Contact Information:
	-

	Work Phone #:
	+1 2016314315

	Office Mobile #:
	+1 2012300088



Or by email to:
Producer.Licensing@aig.com

 
2

Appointment Producer Code Request form 9-29-17.pdf


New Producer Code


Add New Agent


Add Appointment


Add Licenses to NGPLS


Illinois National Ins Co


AIG Property Casualty Co


Granite State Ins Co


Commerce & Industry


New Hampshire Ins Co


Nat'l Union Fire Ins Co


Ins Co of the State of PA


REQUEST TYPE ISSUING COMPANIES FOR APPOINTMENT


Property & Casualty (P&C)


APPOINTMENT/PRODUCER CODE REQUEST FORM
FOR INTERNAL USE ONLY


AL


AK 


AZ


AR


CA


CO


CT


DE


DC


FL


GA


HI


ID


IL


IN


IA


KS


KY


LA


ME


MD


MA


MI


MN


MS


MO


MT


NE


NH


NJ


NM


NY


NV


NC


ND


OH


OK


OR


PA


RI


SC


SD


TN


TX


UT


VT


VA


WA


                                Code:


STATES REQUIRING APPOINTMENTS


Agency Name:


(Must be provided by the Underwriter)


Address:


City: State: Zip Code:


Underwriter:


Requestor:


Phone:


 Zone*:


Phone:


 Credited Branch*:


Comments:


Division:


WV


WI


WY


Country:


Form revised 01/2016


(Email will be used for all correspondence)


or


Agent Personal/Buisness Email Address:


AIG Assurance Co


Individual Agent of Record:


Accident & Health (A&H)


  TYPE OF BUSINESS


American Home Assurance


PR


Select LL


Limited Lines (LL)


Surety


Surplus Lines (SL)


CURRENT DATE/TIME
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Appointment Producer Code Request Form Procedures.docx
		APPOINTMENT/PRODUCER CODE REQUEST FORM

PROCEDURES









		THE FOLLOWING STEPS ARE REQUIRED:



1) AIG Internal Staff checks NGPLS to verify existence of Producer Agency/Agent and required Licenses/Appointments:

a) If located: DO NOT SUBMIT THIS REQUEST FORM

b) If not located, proceed to Step 2

2) Click the Appointment/Producer Code Request Form link and select [image: ]at the top of the screen.



3) Click ‘Open’ and then complete the form as indicated:



4) In the “REQUEST TYPE” section of the form, select the appropriate REQUEST TYPE to be performed.  



5) In the “TYPE OF BUSINESS” section of the form, select only the values related to the account you have with the producer.

a) For “Limited Lines (LL)”, click on the drop down list and select the appropriate Limited Lines type.



6) In the “ISSUING COMPANY” section of the form, select the Issuing Company (ies) required for the business being written by the Producer Agency/Agent.



7) In the “STATE(S) REQUIRING APPOINTMENT(S)” section of the form, select the State(s) wherein the Producer Agency/Agent requires an active appointment(s) for the business being written.



8) FOR NEW APPOINTMENTS - EXISTING PRODUCER AGENCY ONLY (Agency exists in NGPLS): 

a) In the “CODE” field, enter the: 7-digit Producer Code as indicated in NGPLS.

b) In the “AGENCY NAME” field, enter the name of the Producer Agency as it appears in NGPLS

c) In the “ADDRESS” fields, enter the Producer Agency’s physical address as it appears in NGPLS

d) In the “AGENT PERSONAL/BUSINESS EMAIL ADDRESS” section, enter the Producer Agency’s business email address for licensing correspondence.



9) FOR NEW PRODUCER AGENCY (Agency does not exist in NGPLS):

a) Leave the “CODE” field blank.

b) In the “AGENCY NAME” field, enter the name of the Producer Agency as it appears on the Resident License

c) In the “ADDRESS” fields, enter the Producer Agency’s physical address

d) In the “AGENT PERSONAL/BUSINESS EMAIL ADDRESS” section, enter the Producer Agency’s business email address for licensing correspondence.



10) FOR NEW APPOINTMENTS - EXISTING PRODUCER AGENT ONLY (Agent exists in NGPLS):

a) In the “CODE” field, enter the Agent ID as indicated in NGPLS.

b) In the “AGENT NAME” field, enter the name of the Producer Agent as it appears in NGPLS

c) In the “ADDRESS” fields, enter the Producer Agent’s physical address 

d) In the “AGENT PERSONAL/BUSINESS EMAIL ADDRESS” section, enter the Producer Agent’s personal email address for licensing correspondence.















11) FOR NEW PRODUCER AGENT ONLY (Agent does not exist in NGPLS):

a) In the “CODE” field, enter the: 7-digit Producer Code the agent should be linked to in NGPLS.

b) In the “AGENT NAME” field, enter the name of the Producer Agent as it appears on the Resident License

c) In the “ADDRESS” fields, enter the Producer Agent’s Resident address

d) In the “AGENT PERSONAL/BUSINESS EMAIL ADDRESS” section, enter the Producer Agent’s personal email address for licensing correspondence. 



12) FOR NEW APPOINTMENTS – EXISTING PRODUCER AGENCY AND NEW AGENT 

a) In the “CODE” field, enter the 7-digit Producer Code as indicated in NGPLS

b) In the “AGENCY NAME” field, enter the name of the Producer Agency as it appears in NGPLS

c) In the “ADDRESS” fields, enter the Producer Agency’s physical address as it appears in NGPLS

d) In the “AGENT NAME” field, enter the name of the Producer Agent as it appears on the Resident License

e) In the “AGENT PERSONAL/BUSINESS EMAIL ADDRESS” section, enter the Producer Agent’s personal email address for licensing correspondence.



13) FOR NEW APPOINTMENTS – NEW PRODUCER AGENCY AND EXISTING AGENT 

a) Leave the “CODE” field blank and enter the AGENT ID in the “COMMENT” section of the form

b) In the “AGENCY NAME” field, enter the name of the Producer Agency as it appears on the Resident License

c) In the “ADDRESS” fields, enter the Producer Agency’s physical address

d) In the “AGENT NAME” field, enter the name of the Producer Agent as it appears in NGPLS

e) In the “AGENT PERSONAL/BUSINESS EMAIL ADDRESS” section, enter the Producer Agency’s business email address for licensing correspondence and enter the Producer Agent’s personal email address in the “COMMENT” section of the form.



14) FOR NEW APPOINTMENTS – NEW PRODUCER AGENCY AND NEW PRODUCER AGENT 

a) Leave the “CODE” field blank.

b) In the “AGENCY NAME” field, enter the name of the Producer Agency as it appears on the Resident License

c) In the “ADDRESS” fields, enter the Producer Agency’s physical address

d) In the “AGENT NAME” field, enter the name of the Producer Agent as it appears on the Resident License

e) In the “AGENT PERSONAL/BUSINESS EMAIL ADDRESS” section, enter the Producer Agency’s business email address for licensing correspondence and enter the Producer Agent’s personal email address in the “COMMENT” section of the form.



15) FOR ALL APPOINTMENT/PRODUCER CODE REQUESTS, enter:

a) Name and phone number of the AIG Underwriter 

b) Name and phone number of the AIG Personnel making the request

c) Zone, Credited Branch and Division (the Zone and Credited Branch details are mandatory)

d) Additional Comments (example: Employee).



16) Once the form is completed with required information, select Print Form or Submit by Email.

a) Enter in the email “Subject” field: APPOINTMENT/PRODUCER CODE REQUEST if not auto-populated



17) Completed forms should be emailed to Producer.Licensing@aig.com.



INCOMPLETE FORMS WILL BE RETURNED UNPROCESSED TO THE REQUESTOR
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Appointment Prodcuer Code Termination Request 9-29-17.pdf


Terminate Producer Code


Terminate Appointment


Illinois National Ins Co


AIG Property Casualty Co


Granite State Ins Co


Commerce & Industry


New Hampshire Ins Co


Nat'l Union Fire Ins Co


Ins Co of the State of PA


AIG Assurance Co


TERMINATION REQUEST TYPE ISSUING COMPANIES FOR TERMINATION


  TYPE OF BUSINESS


Property & Casualty (P&C)


Accident & Health (A&H)


APPOINTMENT/CODE TERMINATION REQUEST FORM
FOR INTERNAL USE ONLY


AL


AK 


AZ


AR


CA


CO


CT


DE


DC


FL


GA


HI


ID


IL


IN


IA


KS


KY


LA


ME


MD


MA


MI


MN


MS


MO


MT


NE


NH


NJ


NM


NY


NV


NC


ND


OH


OK


OR


PA


RI


SC


SD


TN


TX


UT


VT


VA


WA


                               Code*:


STATES REQUIRING TERMINATION


Agent Name:


Agency Address:


City: State: Zip Code:


Requestor: Phone:


Comments:


Division:


WV


WI


WY


Country:


Form revised 01/2016


(Email will be used for all correspondence)


or


Agency Email Address:


Select LL
Admitted Co. Name


Agency Name:


Agent Email Address:


Agent Resident Address:


City: State: Zip Code:


Terminate Agent ID


Limited Lines (LL)
Other:


American Home Assurance


PR


Surety


Surplus Lines (SL)


Marketing/BDM Approval:


CURRENT DATE/TIME
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Appointment Code Termination Request Form Procedures.docx
		APPOINTMENT/CODE TERMINATION REQUEST FORM

PROCEDURES







		THE FOLLOWING STEPS ARE REQUIRED:



1) Click the Appointment/Code Termination Request Form link and select [image: ]at the top of the screen.



2) Click ‘Open’ and complete the form as indicated:



a) In the “TERMINATION REQUEST TYPE” section of the form, select the appropriate action(s) to be performed:  

i) “Terminate Appointment” will inactivate the appointment at the DOI/State level for all Producer Codes/Agent IDs, associated with the respective Licensees’ Tax ID/SSN.



b) In the “TYPE OF BUSINESS” section of the form, select only the values related to the account you have with the producer.

i) For “Limited Lines (LL)”, click on the drop down list and select the appropriate Limited Lines type.



c) In the “ISSUING COMPANIES FOR TERMINATION” section of the form, select the Issuing Company (ies) to be terminated for the Producer Agency/Agent.



d) In the “STATES REQUIRING TERMINATION” section of the form, select the State(s) wherein the Producer Agency/Agent currently holds an active appointment(s) requiring termination.



e) In the “CODE” field, enter the following:

i) If the termination is for the Producer Agency only, enter the 7-digit Producer Code as indicated in NGPLS.

ii) If the termination is for the Producer Agent only, enter the Agent ID as indicated in NGPLS.  

iii) If the termination is for the Producer Agency and Producer Agent, enter the Producer Code for the Producer Agency



3) FOR PRODUCER AGENCY TERMINATIONS, enter: 

i) Agency Name (as it appears on the resident license) 

ii) Agency Email Address (to be used for all correspondence)

iii) Agency Address 



4) FOR PRODUCER AGENT TERMINATIONS, enter: 

i) Agent Name (As it appears on the resident license) 

ii) Agent Email Address (only the email address of the licensed Agent to be terminated) 

iii) Agent Resident Address



5) FOR PRODUCER AGENCY AND AGENT TERMINATIONS, complete both Producer Agency/Agent sections.



6) FOR ALL TERMINATION REQUEST TYPES, enter: 

i) Name and phone number of the AIG Personnel making the request

ii) The Division and name of the Marketing/BDM providing an approval for this termination 

iii) Additional Comments (as needed).



7) Once the form is completed with the required information, select: Print Form or Submit by Email.

a)  Enter in the email “Subject” field: APPOINTMENT/CODE TERMINATION REQUEST



8) Completed forms should be emailed to Producer.Licensing@aig.com. 



INCOMPLETE FORMS WILL BE RETURNED UNPROCESSED TO THE REQUESTOR
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Agency Name Address Change Request 9-29-17.pdf


Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.
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Agency Name Address Change Form Procedures.docx
		AGENCY NGPLS NAME/ADDRESS CHANGE FORM

PROCEDURES







		THE FOLLOWING STEPS ARE REQUIRED:



1) AIG Internal Staff checks NGPLS for the new Producer name and address required:

a) If located: DO NOT SUBMIT THIS REQUEST FORM

b) If not located, proceed to Step 2



2) Click the Agency NGPLS Name/Address Change Form link and select [image: ] at the top of the screen and click “Open”



3) Complete the form as indicated:



a) In the “PROVIDE INFORMATION FROM NGPLS” section of the form, enter the following data from the Agency’s Profile in NGPLS:

i) AGENCY PRODUCER CODE

ii) AGENCY NAME

iii) AGENCY ADDRESS



4) FOR NAME CHANGES (FEIN/Tax ID has not changed): 

a) In the “NAME CHANGE” section of the form, enter the new/updated AGENCY NAME as it appears on the Resident License.  See “NOTE” below 

b) Enter the Agency’s FEIN/TAX ID NUMBER

c) Indicate whether the license has been changed with the Resident State



5) FOR ADDRESS CHANGES:

a) In the “ADDRESS CHANGE” section of the form, enter the Agency’s New/Updated AGENCY ADDRESS as it appears on the Resident License.  See “NOTE” below 

b) Enter the Agency’s FEIN/TAX ID NUMBER 



6) In the “CONTACT INFORMATION” section of the form, enter the name of the Agency’s Contact responsible for submitting Licensing requests to AIG.

a) Enter the Credited Branch 

b) Enter the Agency’s EMAIL ADDRESS to be used for all correspondences 



NOTE:  Changes to the Agent Name and/or Address must be reflected at the respective State Insurance Department prior to submitting this request.  



7) Once the form is completed with the required information, select Print Form or Submit by Email.

a) Enter in the email “Subject” field: AGENCY NAME/ADDRESS CHANGE REQUEST if not auto-populated



8) Completed forms should be emailed to Producer.Licensing@aig.com. 









INCOMPLETE FORMS WILL BE RETURNED UNPROCESSED TO THE REQUESTOR
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Agent Name Address Change Request 9-29-17.pdf


Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.
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Agent Name Address Change Form Procedures.docx
		AGENT NGPLS NAME/ADDRESS CHANGE FORM

PROCEDURES







		THE FOLLOWING STEPS ARE REQUIRED:



1) AIG Internal Staff checks NGPLS for the new Producer name and address required:

a) If located: DO NOT SUBMIT THIS REQUEST FORM

b) If not located, proceed to Step 2



2) Click the Agent NGPLS Name/Address Change Form link and select [image: ] at the top of the screen and click “Open”



3) Complete the form as indicated:



a) In the “PROVIDE INFORMATION FROM NGPLS” section of the form, enter the following data from the Agent’s Profile in NGPLS:

i) AGENT ID

ii) AGENT NAME

iii) AGENT ADDRESS



4) FOR NAME CHANGES: 

a) In the “NAME CHANGE” section of the form, enter the new/updated AGENT NAME as it appears on the Resident License.  See “NOTE” below 



5) FOR ADDRESS CHANGES:

a) In the “ADDRESS CHANGE” section of the form, enter the Agent’s New/Updated RESIDENT ADDRESS as it appears on the Resident License.  See “NOTE” below



6) Input the Agent’s EMAIL ADDRESS to be used for all correspondences (The email address should not be for a general mailbox or Agency contact)





NOTE:  Changes to the Agent Name and/or Address must be reflected at the respective State Insurance Department prior to submitting this request.  



7) Once the form is completed with required information, select Print Form or Submit by Email.

a) Enter in the email “Subject” field: AGENT NAME/ADDRESS CHANGE REQUEST if not auto-populated



8) Completed forms should be emailed to Producer.Licensing@aig.com. 













INCOMPLETE FORMS WILL BE RETURNED UNPROCESSED TO THE REQUESTOR
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