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Work Reassignment – Account Manager

Retires or Leaves

 Plan and Checklist
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Date:
Account Manager:

Departure Date:

Unit Manager:

	Task
	Task Completion Target Date*
	Completed Date
	Notes/Comments

	Review and evaluate the current AM assignments
	Upon receiving notice from the AM
	
	

	Order new Cross Tab Report 
	Upon receiving notice from the AM, If ordering
	
	Order the report as necessary, depending on age of the current data.

	Work on re-assigning the departing AM’s territory to the ‘new’ AMs
	Minimum of 3 weeks prior to departure date
	
	

	Initiate global servicer changes in Sagitta.  
	Minimum of 3 weeks prior to departure date
	
	To be effective 2 weeks prior to AM’s departure date

	Re-configure the AM back-up assignments
	Minimum of 3 weeks prior to departure date
	
	

	Provide the remaining AMs with a copy of the revised assignments – including the agents, policy counts; and revenues.
	Minimum of 3 weeks prior to departure date
	
	

	Notify the affected agents of the new assignments (including the back-up assignments) and provide an effective date of the change.
	3 weeks prior to the departure date
	
	

	Notify the Receptionists of the assignment changes and also provide a copy of the back-up schedule to them.
	1 week prior to departure date
	
	

	Obtain current and future expirations lists from the departing AM.
	Upon receiving notice from the AM
	
	

	Review the departing AM’s expiration lists with the AM to determine renewal status – where it stands in the renewal process.     
	Minimum of three weeks prior to departure date
	
	Advise the AM prior to meeting, that the renewal status should be noted on the expiration lists. This would help to minimize ‘short fuses’; and items from falling through the cracks. This is more critical for surplus lines policies.  Automatic renewals shouldn’t be too much of an issue.

	Distribute a copy of the expiration list (with the status) to the newly assigned AMs.
	Initially, upon completion of the review with the AM
	
	Optimal, weekly updates from the departing AM, to the remaining AMs

	Unit Manager to review Post Expiration Listings to be sure that the policies have been renewed in Sagitta.
	Continuous
	N/A
	Need to review the renewal status on the expirations list. “Renewed” in Sagitta doesn’t necessarily mean that it has been worked on.

	Review the task lists for new applications and check the status of the application with the departing AM.  Re-assign as necessary to the ‘new’ AM
	Minimum of three weeks prior to the departure date
	
	Check against the Post Expiration List.

	Stop incoming work 2 weeks prior to their departure date.
	2 weeks prior to departure
	
	

	Unit Manager to review the AM’s diaries in ImageRight and re-assign them to the newly assigned AM, as necessary. 
	Starting at 3 weeks prior.
	
	Continuous until AM departs since, AM will continue to work to clear the remaining tasks, pending items and the clearing of diaries until the departure date.

	Departing AM continues to work on their remaining tasks, pending items, and the closing of the diaries as applicable.  If completed early, assist the other AM by working tasks in the other AM’s task lists.
	N/A
	N/A
	

	Coordinate with HelpDesk to have the AM’s email placed in the Unit Manager’s Outlook for monitoring and distribution as necessary.
	1 week prior to departure date
	
	Carriers and brokers may still send policy documents via email directly to the AM.  Faxes should be routed to the new AM by the receptionist.  

	Coordinate with HelpDesk to remove the AM from internal email groupings
	1 week prior to departure date
	
	To be effective upon the AMs departure date.

	Coordinate with HelpDesk to stop incoming phone calls.
	1week prior Upon departure date
	
	To be effective upon the AMs departure date.

	Close down the AM’s email within 6 months of their departure.  Possibly sooner, if the activity level is minimal. 
	Within 6 months of the departure date (of sooner)
	
	Some carriers and brokers send documents directly to the AMs via email or fax.


*This assumes that a least 30 days notice was provided by the AM.  
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