Producer Transition Diary Instructions & Steps  
Enter Diary as applicable to agent’s specific transition plan

Agent Termination:

MIS to provide Expiration List with inception date “termination date” and expiration date “blank” to include multi-year policy and 10-year TDI policy terms and send to:

· Steve Yamane to forward to agent

Kari Yamada to set Master diary for 18 months + 2 weeks after the date of termination with brief info on Transition and send to:  Kari
Kari to set diary for 12 months after the date of termination and send to:

· # 1  MIS (Robert & Irlene) to  run report (courtesy report) of expirations 12 months after termination and forward report to Steve to forward to agent to ensure no policies left with Atlas.
Kari to set diary for 18 months after the date of termination and send to (to be done in order number): 
· # 2 Accounting (Acct Mgr & Anna) as a reminder that no further checks issued to terminated agent.
· # 3 MIS (Robert & Irlene) to run report of expirations 18 months after termination and forward to Steve.
· # 4 Accounting (Acct Mgr & Anna) to run 1099 for terminated agent for records purposes, before MIS renames old code.
· # 5 MIS (Robert & Irlene)  to rename old code “XYZ Producer Name” to “XYZ Atlas Insurance Agency/Producer Name” (after accounting runs 1099) to stop checks from being issued to terminated agent.  When a valid or any invoice generates A/P on file, accounting must review with operations.
· #6 MIS (Robert & Irlene) to change Tax ID (FEIN or SS) on Vendor screen.

· #7 MIS (Robert & Irlene) to update Producer commission table to 0% for renamed code.

· # 8 Accounting (Acct Mgr & Anna) if accounts still left at Atlas & House will take over accounts, inform staff to set up dept code chart of accounts if keeping old code and dept/category code will change.  
· # 9 MIS (Robert & Irlene) to run report to identify clients with policies that do not have matching Producer codes (discrepancies) and forward to House account managers  (C/L and P/L Unit Managers) for manual changes code clean ups to prepare for global changes.  IF NO CLEAN UP TO DO – inform C/L & P/L Unit Managers via email.
· # 10 Commercial lines account managers (Debbie Hagihara) to prepare Agent of Record letters to clients affected.  Sagitta:(1) manually change client and all “active” policy(s) screens to “HOUSE” PRODUCER code assigned by Unit Manager or (2) to prepare for global = do code-matching clean up by changing client & policy(s) screen to old Producer codes if not matching. 
· # 11 Personal lines account managers (Lance Kawano) to prepare Agent of Record letters to clients affected.  Sagitta:(1) manually change client and all “active” policy(s) screens to “HOUSE” PRODUCER code assigned by Unit Manager or (2) to prepare for global = do code-matching clean up by changing client & policy(s) screen to old Producer codes if not matching. 

· #12 Commercial lines account managers (Debbie Hagihara) complete Global form for house Producer, Servicer, and Department codes & submit to MIS (Robert & Irlene).

· #13 Personal Lines account managers (Lance Kawano) complete Global form for house Producer, Servicer, and Department codes & submit to MIS.

· # 14 Accounting (Acct Mgr & Anna) to review Crystal reports parameters for changes and inform MIS (Robert & Irlene).

· # 15 Independent agents (C/L Kari Yamada) to send closing reminder memo to staff of terminated agent.
· # 16 Independent agents (P/L Lance Kawano) to send closing reminder email to staff of terminated agent.
· # 17 MIS (Robert & Irlene) to date-off producer code in Staff code and in Vendor code.  Date off = date of entry for date-off affects only TRANS with effective date forward; effective date prior to date of entry will go thru. 
· # 18 MIS (Robert & Irlene) to globally change “active policies” for “XYZ Atlas Insurance Agency/Producer Name” to applicable “HOUSE” producer code in lieu of manually changing.  Global also may include Servicer & Department codes.  “Active policies” = policies that do not have C, N or R status. C = Cancelled  N = Nonrenew  R = Renewed.
· # 19 Commercial lines account managers (Debbie Hagihara) After global.  Sagitta:  Manually change (1) Category code from CIND to COM on client screen. ImageRight:  (1) Change IR drawer using F2 to combine the two drawers, (2) manually merge to combine the folders from the two clients & delete empty client.  
·  # 20 Personal lines account managers (Lance Kawano) After global.  Sagitta:  Manually change (1) Category code from PIND to PER on client screen.  ImageRight:  (1) Change IR drawer using F2 to combine the two drawers, (2) manually merge to combine the folders within the two clients & delete empty client.  
Kari to set diary for 18 months + 2 weeks after the date of termination and send to:

Steps 21, 22 & 23 crossed out (replaced by annual dept code cleanup)

· #21 MIS (Robert & Irlene) After global/manual changes, run a report for Dept code discrepancies and forward to C/L (Debbie) and P/L (Lance).  IF NO CLEAN UP TO DO – inform C/L & P/L via email.

· #22 Commercial lines account managers (Debbie Hagihara) to direct the corrections necessary by completing form for Global or by directing staff for Manual.

· #23 Personal lines account managers (Lance Kawano) to direct the corrections necessary by completing form for Global or by directing staff for Manual.

· Diary creator (Kari Yamada) closes Master dairy in Sagitta when all tasks are done.

Kari to set diary for 19 months after the date of termination and send to:

· #24 MIS (Irlene) audit buyout steps.

1 or multi year buyout:      
SENARIO (1):   if selling agent pays buying agent = leave code SEL “Selling Agent” 

Kari Yamada to set Master diary for 90 days prior to end of buyout and send to:  Kari.

Kari to set diary for 90 days prior to end of buyout and send to (to be done in order number):

· # 1 MIS (Robert & Irlene) to run reports of in-force “active policies” policies where producer code on client screen and policy screen does not match for global process and forward to Independent or House.  IF NO CLEAN UP TO DO – inform C/L & P/L unit Managers via email.  “Active policies” = policies that do not have C, N or R status. C = Cancelled  N = Nonrenew  R = Renewed
· # 2 Commercial lines Independent account managers (Kari Yamada) to manually change client and all policy screens to matching Producer code and matching Servicer code prior to end of buyout date, to prepare for global change to new agent.
· # 3 Personal lines Independent account managers (Lance Kawano) to manually change client and all policy screens to matching producer code and matching servicer code prior to end of buyout date, to prepare for global change to new agent.
· Or if ATLAS HOUSE
a.  Commercial lines House # 2 is changed to account managers (Debbie Hagihara) and
b. Personal lines House # 3 is changed to account managers (Lance Kawano) to 
c. Manually change Category code & client and all policy screens to matching Producer code and matching Servicer code prior to end of buyout date.
At the end of the buyout period:

Kari to set diary for 2 calendar weeks prior to end of buyout and send to:

· # 4   Accounting (Acct Mgr & Anna) to run 1099 for code with old name before MIS (Robert) renames code.
· # 5 Accounting (Acct Mgr & Anna) inform staff to set up dept code chart of accounts any time if dept/category code changes and if keeping old code and dept/category code will change.

· # 6 Accounting (Acct Mgr & Anna) to review Crystal reports parameters for changes and inform MIS (Robert & Irlene).

Kari to set diary for 1 calendar week prior to end of buyout and send to:

· # 7 Independent agents (C/L Kari Yamada) to send closing reminder memo to staff at end of agent buyout.

· # 8 Independent agents (P/L Lance Kawano) to send closing reminder memo to staff at end of agent buyout.

· # 9  MIS(Robert & Irlene)  to rename old code “SEL Old Producer Name” to ”BUY New Producer Name” (after accounting runs 1099) to stop checks from being issued to selling agent.
· # 10 MIS (Robert & Irlene) change FEIN or SS number on Sagitta Vendor screen, after rename old code. (keep sagitta records up to date for info only)
· # 11 MIS  (Robert & Irlene) to date off producer code in Staff code and in Vendor code.   (how do we determine how to finalize payment to old agent?)  Transaction date in Sagitta is anything not paid as of the buyout end date.
· # 12 MIS (Robert & Irlene) to do a global change on all “in force” policies (both House and Independent buyout from “SEL New Producer Name” to “BUY New Producer Name”.   
· Diary creator (Kari Yamada) closes Master diary in Sagittta when all tasks are done.

Kari to set diary for 30 days after end of buyout and send to:

· # 13 MIS (Irlene) audit buyout steps.

SENARIO (2):  if buying agent pays selling agent = rename code SEL “Buying Agent” at the start of buyout.

Kari Yamada to set Master diary for 90 days prior to end of buyout and send to:  Kari.

Kari to set diary for 2 calendar weeks prior to start of buyout and send to (to be done in order number):

· # 1   Accounting (Acct Mgr & Anna) to run 1099 for code with old name before MIS (Robert) renames code.

Kari to set diary for 1 calendar weeks prior to start of buyout and send to (to be done in order number):

· # 2  MIS(Robert & Irlene)  to rename old code “SEL Old Producer Name” to ”SEL New Producer Name” (after accounting runs 1099) to stop checks from being issued to selling agent.

· # 3  MIS (Robert & Irlene) change FEIN or SS number on Sagitta Vendor screen, after rename old code. (keep sagitta records up to date for info only)

Kari to set diary for 90 days prior to end of buyout and send to (to be done in order number):

· # 4  MIS (Robert & Irlene) to run reports of in-force “active policies” policies where producer code on client screen and policy screen does not match for global process and forward to Independent or House.  “Active policies” = policies that do not have C, N or R status. C = Cancelled  N = Nonrenew  R = Renewed
· # 5  Commercial lines Independent account managers (Kari Yamada) to manually change client and all policy screens to matching Producer code and matching Servicer code prior to end of buyout date, to prepare for global change to new agent.

· # 6 Personal lines Independent account managers (Lance Kawano) to manually change client and all policy screens to matching producer code and matching servicer code prior to end of buyout date, to prepare for global change to new agent.

Kari to set diary for 1 calendar weeks prior to end of buyout and send to (to be done in order number):

· # 7 MIS  (Robert & Irlene) to date off producer code in Staff code and in Vendor code.   (how do we determine how to finalize payment to old agent?)  Transaction date in Sagitta is anything not paid as of the buyout end date.
· # 8  MIS (Robert & Irlene) to do a global change on all “in force” policies (both House and Independent buyout from “SEL New Producer Name” to “BUY New Producer Name”.   
· # 9  Independent agents (C/L Kari Yamada) to send closing reminder memo to staff at end of agent buyout.

· # 10 Independent agents (P/L Lance Kawano) to send closing reminder memo to staff at end of agent buyout.

· Diary creator (Kari Yamada) closes Master diary in Sagittta when all tasks are done.

Kari to set diary for 30 days after end of buyout and send to:

· # 11 MIS (Irlene) audit buyout steps.

One time buyout or gift:

At the inception of buyout or gift date:

· Same as 1 or multi year buyout – Senario 1
· Diary and steps are same but set to date of inception of buyout or gift date
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