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Local Expertise. Global Resources
	Global Change Request 

Division / Department Code 

	Reason for Global Change:
	     

	Completion By:
	     

	
	
	
	

	Global Change Parameters

Please complete all required parameters data below. 

	Current Division Code      
	to
	New Division Code       

	Current Department Code      
	to
	New Department Code       

	Update Options:  FORMCHECKBOX 
 Update Staff

                            FORMCHECKBOX 
 Update Client

                            FORMCHECKBOX 
 Agency Bill Unposted Invoices

                            FORMCHECKBOX 
 Update Policies

                            FORMCHECKBOX 
 Associated Clients
	Policies Status Options:  FORMCHECKBOX 
 Null – Active Policies
                                        FORMCHECKBOX 
 C – Cancelled

                                        FORMCHECKBOX 
 N – Non Renewed

                                        FORMCHECKBOX 
 R – Renewed

                                        FORMCHECKBOX 
 W – Rewritten

                                        FORMCHECKBOX 
  I  – Interim

                                        FORMCHECKBOX 
 M – Marketed

                                        FORMCHECKBOX 
 Z – Marketed Rejected

	Filter Options: Producers:        Servicers:        Contact Types:        Payees:        Insurers:      

	
	

	
	
	

	Approved by: (print name) 

     
	Signature
	Requestor:      

	
	
	Date:      


Important Procedural Instructions (please read):
1. Please submit the form at least two(2) weeks before the required “completion by” date with approval.
2. After the request is sent to MIS, MIS dept will provide to requestor, a preliminary report showing all the Staff, Clients, Sales and Premiums for agency bill unposted invoices, and Policies records that will be updated upon running the update.

3. Once the Preliminary Global report of affected policies/clients sent to the requestor has been approved, the Final Global will be scheduled.
4. MIS dept will notify requestor and Accounting via email when global process is completed and provide a final report of affected policies/clients. Requestor is responsible in notifying appropriate affected departments.
NOTICE: Global change can only be done when all users are off the system.
	For MIS Dept Use Only:
	                                        Acknowledged by : ______________________

	Received Request Date:
	     
	Request By:
	     

	Global Completed Date:
	     
	Entered By: 
	     

	
	
	
	


	Field
	Required
	Description

	Current Division
	Yes
	Any division on Company.Master. 

Selection will include staff, client, invoice and policy records that match the specified Current Division.

	Current Department
	No
	Any department associated to the specified current division on Company.Master.

If Blank: Selection will include staff, client, invoice and plicy records that match the Current Division.

If Entered: Selection will staff, invoice and policy records that match the Current Division and any of the specified departments.

Selection will include client records that match the Current Division. 

	New Division
	Yes
	Any division on Company.Master. 

May not equal Current Division if New Department and Current Departments are both blank.

May not equal Current Division if New Department is listed in Current Departments.

	New Department
	No
	Any department associated to the specified new division on Company.Master
May not be listed in Current Department if Current Division equals New Division.

If Blank: The division on the selected staff, client, invoice and policy records will be updated.

If Entered: The division and department on the selected staff, invoice and policy records will be updated.

The division on the selected client records will be updated.

	Update Staff
	No
	If Checked: Staff records that match the Current Division and Current Departments will be selected for update.
If Not Checked: No staff records will be updated.

	Update Clients
	No
	If Checked: Client records that match the Current Division will be selected for update.
If Not Checked: No Client record will be updated.

Note: that client records that are associated to update policies may still be updated if the Associated Clients option is selected under Update Policies.

	Agency Bill Unposted Installments
	No
	If Checked: Sales records for agency bill unposted invoices that match the Current Division, Current Departments, Producers and Servicers will be selected for update.
All Premiums records that are associated to update sales records will also be updated.

If Not Checked: No sales or premiums records will be updated

	Update Policies
	No
	If Checked: Policies that match the Current Division, Current Department, Producers, Servicers and contact Types and have the indicated CNR status will be selected for update.

If no CNR status options are checked, then all selected policies will be selected for update.
If Not Checked: No policies will be updated.

	Associated Clients
	No
	If Checked: Client records associated to the selected policies will be updates to New Division regardless of the division listed on the Basic Client page.
If Not Checked: Client records associated to the selected policies will not be updates.

	NULL – Active Policies

	No
	If Checked: CNR status of NULL will be selected.
If Not Checked: CNR status of NULL will be excluded.

	C – Cancelled

	No
	If Checked: CNR status of C will be selected.
If Not Checked: CNR status of C will be excluded.

	N – Non-Renewed


	No
	If Checked: CNR status of N will be selected.
If Not Checked: CNR status of N will be excluded.

	R – Renewed


	No
	If Checked: CNR status of R will be selected.
If Not Checked: CNR status of R will be excluded.

	W – Rewritten


	No
	If Checked: CNR status of W will be selected.
If Not Checked: CNR status of W will be excluded.

	I – Interim


	No
	If Checked: CNR status of I will be selected.
If Not Checked: CNR status of I will be excluded.

	M – Marketed


	No
	If Checked: CNR status of M will be selected.
If Not Checked: CNR status of M will be excluded.

	Z – Marketed-Rejected
	No
	If Checked: CNR status of Z will be selected.
If Not Checked: CNR status of Z will be excluded.


	Field
	Required
	Description


	Field
	Required
	Descriptions

	Producers
	No
	Any staff code on the Staff file.

Filter applies to Clients, Invoices and Policies.

Filter does not apply to Staff

If Equal: The selection of clients, invoices and policy records will filter out any that do not match the specified producer codes.

If Not Equal: The selection of clients, invoices and policy records will filter out any match the specified producer codes.

	Servicers
	No
	Any staff code on the Staff file.

Filter applies to Clients, Invoices and Policies.

Filter does not apply to Staff

If Equal: The selection of clients, invoices and policy records will filter out any that do not match the specified servicer codes.

If Not Equal: The selection of clients, invoices and policy records will filter out any match the specified servicer codes.

	Contact Types
	No
	Any staff code on the Staff file.

Filter applies to Clients, Invoices and Policies.

Filter does not apply to Staff.

If Equal: The selection of clients will filter out any that do not have an attached contact that matches the specified contact type codes.
The selection of policies will filter out any that are associated to a client that does not have an attached contact that matches the specified contact type codes.

If Not Equal: The selection of clients will filter out any that have an attached contact that matches the specified contact type codes.

The selection of policies will filter out ant that are associated to a client that has an attached contact that matches the specified contact types.

	Payees
	No
	Any staff code on the Payees file.

Filter applies to Invoices and Policies.

Filter does not apply to Staff or Clients

If Equal: The selection of invoices and policy records will filter out any that do not match the specified Payee codes.

If Not Equal: The selection of invoices and policy records will filter out any match the specified Payee codes.

	Insurers
	No
	Any staff code on the Insurors file.

Filter applies to Invoices and Policies.

Filter does not apply to Staff or Clients

If Equal: The selection of clients, invoices and policy records will filter out any that do not match the specified Insurer codes.

If Not Equal: The selection of clients, invoices and policy records will filter out any match the specified Insurer codes.
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