Program Administrator Bulletin SOP
11/2017

This document will briefly describe the current Division 66 Program Administrator (PA) Bulletin process.  From time to time it becomes necessary to distribute information to our PA’s regarding many different types of insurance issues.  Issues include changes to our CoverAll NexGen system (i.e. new endorsements, rate changes, etc.), Compliance items, Underwriting Authority Moratorium, items surfaced from the weekly Regulatory Information Services publications, etc.   
Once it is decided that a Bulletin is required, here are the standard steps:
1. Bulletin is drafted by the Division 66 Compliance department using the attached Bulletin template.
2. Draft Bulletin is then reviewed by the Chief Underwriting Officer and the Compliance Manager.
3. After these approvals, the draft Bulletin is sent to our Legal Department for Legal review.
4. After Legal approval, the draft Bulletin is distributed to Division 66 internal staff via our internal email distribution list. The internal staff is given 2 days to review the draft Bulletin except if the issue is of an urgent nature, such as a Property Underwriting Authority Moratorium due to a hurricane.  In this case, the draft Bulletin is distributed to our PA’s shortly after the internal staff distribution, usually within the same hour.  
5. [bookmark: _GoBack]Finally the Bulletin is assigned a number, then distributed to our PA’s via one of several email distribution lists and posted on the Division 66 PA website.
Depending upon the nature of the Bulletin, several email distribution lists have been created in order to reach the desired audience.  For example, here are some of the email distribution lists which are continually updated and maintained:
1. A “General” Program Administrators list – this includes “key” individuals at each of the PA offices (i.e. Signatories on the PA Contract or Designated Underwriting Authority Document) as well as any other individuals as requested by the PA or Program Manager.
2. A “Key” Individual list – this includes only the Signatories (authority designees, PA Principals) as shown on the Program Underwriting Authority statement and PA Agreement.
3. A NexGen User list – this includes designated individuals at our PA’s that use our NexGen system. 
4. An ISO Update list – this includes individuals at our PA offices who require information regarding our current ISO adjusted coverage rates.  Typically, these are the PA’s that use their proprietary systems and do not use NexGen.
5. An Internal list – this includes mainly Division 66 individuals and other designated AIG employees.
We can create other email distribution lists as needed depending upon the nature of the issue.
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AIG Programs - Underwriting Bulletin
	99 High Street
Boston, MA 02110
February 14, 2017


[bookmark: _GoBack]Please note that this Bulletin may provide an update or additional guidance to direction previously provided to you via your Underwriting Guidelines or Program Underwriting Authority document.  This Bulletin supersedes any such previous direction as of the effective date specified below and will be incorporated into your Underwriting Guidelines or Underwriting Authority document, if applicable, as future updates are issued.  If you have any questions or require clarification regarding this Bulletin, please contact your Program Manager.





Title:	Title of Bulletin



<Text of Bulletin>

If you have any questions or require additional support please contact your Program Manager.  Thank you for your cooperation.

The information and other material contained herein is proprietary to AIG Programs and intended for internal use only.  Unauthorized disclosure, dissemination, copying or other use of this information and material without the express written permission of AIG Programs is strictly prohibited.
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