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Local Expertise. Global Resources
	Global Change Request 

Producer Code 

	Reason for Global Change:
	     

	Global Due Date:
	     

	
	
	
	

	Global Change Parameters

Please complete all required parameters data below. 

	Current Producer Code      
	to
	New Producer Code       

	Globally Change Selection: (select one)
	 FORMCHECKBOX 
 All Clients

 FORMCHECKBOX 
 Client Code: (list)      
 FORMCHECKBOX 
 Client Range from        to      
	Client

Category:
	 FORMCHECKBOX 
 COMmercial Line

 FORMCHECKBOX 
 PERsonal Line

 FORMCHECKBOX 
 Both

	Change In-force Policy Records or All Policies:    FORMCHECKBOX 
  Inforce      FORMCHECKBOX 
     all 

	Unposted/Unprinted Invoice records will be globally changed, unless otherwise specified.       
No Memos records will be globally changed.

	
	
	

	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 based on the following criteria:
· Producer Termination:  Approval of Executive Vice President.
· Producer Buyout Transfer to Another Producer: Approval of Business Development’s Manager

· Account Executive Transfer to Another AE:  Approval of CCG’s Unit Manager

2. After the request is sent to MIS, MIS dept will provide to requestor, a producer code discrepancies report showing accounts where producer codes on the Basic Client & Policy screen are different.  Global changes will not be done on these, unless corrections are made.

3. One week before the scheduled global process, a Preliminary Global report of affected policies/clients will be sent to requestor for review and approval. 
4. After process #2 & #3 are reviewed & approved, The REQUESTOR’s APPROVAL” section below must be filled-out.  Approval must be received two (2) days prior to the “completion by” date shown above to meet that deadline.

5. Requestor will provide Helpdesk new parameters for Crystal Production report, if affected by global change. 

6. MIS dept will notify requestor via email when global process is completed & requestor is responsible in notifying affected departments. 

NOTICE: Global change can only be done when all users are off the system.
	For REQUESTOR’S approval  (fill-out after procedure 2 & 3 are completed) 
	Date:      

	 FORMCHECKBOX 
 Producer code discrepancies were corrected based on report as provided. (initials)      
 FORMCHECKBOX 
 Producer code discrepancies were NOT corrected based on report as provided, but proceed with global change as is. (initials)      
 FORMCHECKBOX 
 Preliminary Global report has been reviewed.  Proceed with the final global changes.(initials)      


	For MIS Dept Use Only:
	                                        Acknowledged by : ______________________

	Received Request Date:
	     
	Request By:
	     

	Global Completed Date:
	     
	Entered By: 
	     

	
	
	
	


Hilo Office  525 Kilauea Ave., #204, Hilo, HI 96720  Phone: (808) 935-2943  Fax: (808) 961-2146


Kailua-Kona Office  75-167E Hualalai Rd., Kailua-Kona, HI 96740  Phone: (808) 329-4844  Fax: (808) 326-2730


Makai Office-Oahu  820 Mililani St. #300, Honolulu, HI 96813 Phone: (808) 533-3222  Fax: (808) 533-8708


Maui Office  24 N. Church St., #405, Wailuku, HI 96703  Phone: (808) 244-5561Fax: (808) 242-1853
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1132 Bishop St, Suite 1600


 Honolulu, HI 96813 
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�





MAIN OFFICE


1132 Bishop Street, Suite 1600


Honolulu, HI 96813


Phone (808) 533-2222


Fax (808) 533-8777











(Copyright Mar 2007 Atlas Insurance Agency, Inc. 

