	VUE Implementation Project

	Version: 1.0

	Business Requirements Document – DRAFT 
	Last Updated: 7/3/2012 3:06 PM

	
	



D D New jersey 
VUE Implementation Project

Business Requirements Document

[image: image3.jpg]o YUE




I. Revision History

	Date
	Version
	Description
	Author

	
	1.0
	Initial Working Copy
	

	
	
	
	

	
	
	
	

	
	
	
	


II. Approval
	Date
	Version
	Description

	Date
	Version
	Description

	Date
	Version
	Description

	Date
	Version
	Description

	Date
	Version
	Description


III. Table of Contents 

2I.
Revision History


3II.
Approval


4III.
Table of Contents


5IV.
Project Demographics


6V.
Overview


6VI.
Glossary


6VII.
Assumptions


6VIII.
Out of Scope


7IX.
Business Requirements


132XI.
Definitions


132XII.
Acceptance and Sign-Off


133XIII.
Qualifications



Requirements

61.00
Establish New Producer


292.00
Maintain Producer


343.00
Policy Feed


354.00
Generate Commissions


575.00
Reports


636.00
Intentionally Left Blank


637.00
Intentionally Left Blank


638.00
Intentionally Left Blank


649.00
Adjustments


6610.00
Debit Balance Account Handling


6811.00
Policy Hierarchy


7212.00
Miscellaneous Requirements




IV. Project Demographics
	

	SCR#
	

	Project Name and Description
	VUE Implementation

	Business Segment and Department Name
	

	Business Sponsor(s)
	

	Business Owner(s)
	

	Team Lead (s)
	

	Key Business Contacts
	

	Document Author(s)
	

	Process Analyst(s)
	

	Requirements Walkthrough Date
	


V. Overview

This document covers the business requirements for business processes requirements for the implementation of VUE Software at UHOne, as agreed between UHOne and CSSI. This document will have iterative changes until defining an agreed scope, herein. After signing this document, all subsequent modifications to business requirements will require a Process Change Request.
VI. Glossary

1) Business Requirements are specifications of broad outcomes of what the business requires, rather than specific functions systems may perform.  Business Requirements, define what the business wants, what the needed achievements will be, and the quality measures. 

2) Functional Requirements define a set of inputs, the behavior, and outputs of systems. Functional requirements may be calculations, technical details, data manipulation, and processing and other specific functionality that define what the VUE System is supposed to accomplish. 

3) Non-Functional Requirements impose constraints on the design, configuration, or implementation of a system, such as performance requirements, security, or reliability.

4) Process Flows are high-level, graphical, representations of how systems receive, manipulate, and outputs data, as identified in the use cases. Some of these diagrams may additionally, depict various decision trees and points where the UHOne user is required to perform a non-automated task within the VUE System. 
5) Test Cases define the set of conditions or variables for testing the use case and functional requirements of the system. 

6) Use Cases describe a sequence of events of an actor interacting with one or more systems to accomplish stakeholder goals. 
VII. Assumptions
VIII. Out of Scope
IX. Business Requirements

Requirements
1.00 Establish New Producer 




Overview 

Assumptions
Requirements

1) Enter New Producer
1) System should have the ability to retrieve existing producer record based upon entered SSN when adding a new producer. 

Comment:  In order to accomplish this in VUE, before an add, perform a search first by SSN.  (this is not the preferred method)
1) System should have the ability to generate a message for a duplicate producer with the same SSN or Tax Id.  
1) System should have the ability to generate a unique broker Id number using the following criteria 

1) Unique id number should be assigned at the time initial information is entered
1) 9 digit alpha/numeric ID

first two digits are alpha, starting with "aa" 

next six numbers would be sequential starting with 10, (i.e. 000010, 000011,etc). 

the last number would be the last digit of the sum of the first 6 numbers 

0+0+0+0+1+0=1   (0000101)  in this case there is only 1 digit when add together, so this is the last number

0+0+0+9+9+8=26  (0009986)
1) Comment:  Add OTIS requirements here. – Decided to use a different algorithm than OTIS, to accommodate the ID# being generated at the time the producer logs on to estore and then used in VUE.  Same logic will also be used in VUE if number is not passed from Estore. 
1) System should have the ability to store, display and search multiple alternate broker Id’s for a producer (ID is used for other internal or external system use) that are consolidated into one system broker id.
1) System should have the ability to label (e.g., company – NYL, system) an alternate broker Id.
1) System should have the ability to populate and display the PBA received date.
1) System should have the ability to indicate whether or not a producer is Platinum and tie to functionality for Platinum producers.
1) System should have ability to store, maintain, and display a high level producer status.
Comment:  Need to define what the high level status rules.
1) System should have the ability to automatically set the status to Terminated if all contracts are terminated.

1) System should have the ability to automatically set the status to Active if one contract is activated.
1) System should allow the ability for the user to update producer status.
1) System should have the ability for the user to add producer to a “watch list”.
1) System should have the ability to add and track producer’s participation for each special programs (e.g., USPC).
1) System should have the ability to add and track producer’s participation (e.g., registration date) for each bonus programs.

1) System should allow producer to have multiple special or bonus programs to be active at the same time.
1) System should allow each special and bonus programs option to have effective date and termination date.
1) System should have the ability to display all programs the producer participates in.
1) System should have the ability to include producers in bonus programs.
1) System should have the ability to have various commission payment frequencies by producer in the same time period (i.e. monthly payments on some producers and weekly payments on others in the same month).

1) System should have the ability to identify which payment frequency a producer has.

1) System should have the ability to automatically tie direct deposit options to payment frequency (i.e. weekly payment if direct deposit is active.)

1) If EFT, then weekly payment and $10 min payment

1) If check, then monthly payment and $100 min payment

1) System should have the ability to override automatic payment frequency.

1) System should allow User to determine payment frequency defaults.

1) System should have the ability to store preferred statement method for receipt of commission statements. 

1) System should have the ability to store a minimum payment threshold by producer (i.e. check must be $100 to generate.)
1) System should allow User to set defaults for payment thresholds based on payment method (check or direct deposit).  
1) System should allow user to override defaults for payment thresholds.  
1) System should have the ability to generate payment, regardless of the amount, at year-end or specified pay period.
1) System should allow certain users to add and maintain role types at the admin system level.

1) System should have the ability to assign multiple roles to the same producer at the same time. 
1) System should have the ability to track start and end date of each role for each producer.

1) System should define the following roles:

1) Independent Producer

1) Key Producer

1) Key Sub Producer

1) SMA

1) SMA Sub Producer

1) Internet Producer

1) Internet Sub Producer

1) Platinum Key Producer

1) Platinum Incentive Choice Key Producer

1) Platinum Sub Producer

1) Platinum Standard Products Only Sub Producer

1) Product Advisor

1) Product Advisor Supervisor

1) Product Advisor Manager

1) Referring Producer

1) Manager Reporting Only

1) Manager 1

1) Manager 2

1) Manager 3

1) Manager 4

1) Manager 5

1) Manager 6

1) Manager 7

1) Manager 8

1) House Account

1) Agency

1) Servicing Producer

	Role
	Reporting Only?
	Commissions
	Channel
	Business Type
	Track Appoint-ments?
	Portal Access

	Independent Producer
	No
	Yes
	Independent
	External
	Yes
	Yes

	Key Producer
	No
	Yes
	Key Producer
	External
	Yes
	Yes - sees subs

	Key Sub Producer 
	No
	Yes
	Key Producer
	External
	Yes
	Yes

	SMA
	No
	Yes
	Sponsored
	External
	Yes
	Yes - sees subs

	SMA Sub Producer
	No
	Yes
	Sponsored
	External
	Yes
	Yes

	Internet Producer
	No
	Yes
	Internet
	External
	Yes
	Yes

	Internet Sub Producer 
	No
	Yes
	Internet
	External
	Yes
	Yes

	Platinum Key Producer
	No
	Yes
	Key Producer
	External
	Yes
	Yes - sees subs

	Platinum Incentive Choice Key Producer
	No
	Yes
	Key Producer
	External
	Yes
	Yes - sees subs

	Platinum Sub Producer 
	No
	Yes
	Key Producer
	External
	Yes
	Yes

	Platinum Standard Products Only Sub Producer 
	No
	Yes
	Key Producer
	External
	Yes
	Yes

	Product Advisor
	No
	No
	Direct Sales
	Internal
	Yes
	Yes

	Assistant Product Advisor
	Yes
	No
	Direct Sales
	Internal
	No
	Yes

	Product Advisor Supervisor
	No
	No
	Direct Sales
	Internal
	Yes
	Yes - sees subs

	Product Advisor Manager
	No
	No
	Direct Sales
	Internal
	Yes
	Yes - sees subs

	Servicing Producer
	Yes
	No
	Varies - Key Producer, SMA, Independent
	External
	Yes
	Yes

	Manager Reporting Only
	Yes
	No
	Varies - Key Producer, SMA, Direct Sales, Reporting, Independent
	Varies
	No
	Varies

	Manager 
	No
	Yes
	Varies - Key Producer, SMA, Direct Sales, Reporting
	Varies
	Yes
	Varies

	House Account
	Yes
	No
	Direct Sales
	Internal
	No
	No

	Agency
	No
	Yes
	Varies- Key, SMA, Internet
	External
	Yes
	Yes

	Manager 1
	No
	Yes
	Varies - Key Producer, SMA, Direct Sales, Reporting
	Varies
	Yes
	Varies

	Manager 2
	No
	Yes
	Varies - Key Producer, SMA, Direct Sales, Reporting
	Varies
	Yes
	Varies

	Manager 3
	No
	Yes
	Varies - Key Producer, SMA, Direct Sales, Reporting
	Varies
	Yes
	Varies

	Manager 4
	No
	Yes
	Varies - Key Producer, SMA, Direct Sales, Reporting
	Varies
	Yes
	Varies

	Manager 5
	No
	Yes
	Varies - Key Producer, SMA, Direct Sales, Reporting
	Varies
	Yes
	Varies

	Manager 6
	No
	Yes
	Varies - Key Producer, SMA, Direct Sales, Reporting
	Varies
	Yes
	Varies

	Manager 7
	No
	Yes
	Varies - Key Producer, SMA, Direct Sales, Reporting
	Varies
	Yes
	Varies

	Manager 8
	No
	Yes
	Varies - Key Producer, SMA, Direct Sales, Reporting
	Varies
	Yes
	Varies

	Referring Producer
	Yes
	No
	Varies
	Varies
	No
	No


1) System should have the ability to identify if Key Broker requires its sub-producers to assign commissions to the Key Broker (i.e., complete) OR its sub-producers may assign commissions to the Key Broker (i.e., combo) OR its sub-producers do not assign commissions to the Key Broker (i.e., standard).

2) Contract

2) System should have the ability to store and maintain contract information including:
2) Carrier

2) Contract Number

2) Date Received

2) Date Effective

2) Date Terminated

2) Paper Contract Version Number

2) Status
2) System should have the ability to track Addenda/Amendment information including:

2) Carrier

2) Contract Number

2) Date Received

2) Date Effective

2) Date Terminated

2) Paper Addendum/Amendment Version Number
2) Status
2) System should have the ability to have multiple active contracts per producer (by carrier.)

2) Vesting - System should have the ability to drive vesting by contract (company) and the contract different vesting rules can be in effect at different points in time.

Comment:  See vesting rules in vesting  setup section.
2) System should have the ability to drive minimum payment threshold by contract (company) and the contract different min payment rules can be in effect at different points in time.
2) Brokerage producers (including Key Brokers) contracted prior to January 1, 1998, must earn a minimum of $50 in any given pay period to generate a payment.
2) Sponsored producers contracted prior to January 1, 1998, must earn a minimum of $50 in any given pay period to generate a payment.

2) Brokerage producers (including Key Brokers) contracted January 1, 1998, or after must earn a minimum of $100 in any given pay period to generate a payment.

2) Sponsored producers contracted January 1, 1998, or after must earn a minimum of $100 in any given pay period to generate a payment.

2) Producers in their first year of the contract generate payment regardless of amount.

2) With conversion, minimum payout for those on Direct Deposit will be $10.  All others will follow contract as listed above.

3) Communications Information
3) System should have the ability to store, change, or delete multiple addresses per Producer, e.g.

3) Business Address

3) Commission Address

3) International Address

3) Resident Address

3) Supply Address

3) Alternate Address

3) Integration - System should have the ability to automatically verify an address real-time to USPS standards.

3) System should default the business address as the primary address.

3) System should have the ability for the user to select an address as a primary address.

3) System should have the ability to track whether or not policies should be routed to producer or policy holder based on producer’s choice.
3) System should have the ability to automatically populate City, state, and county when zip code is entered for all addresses, except International.

3) System should have the ability to store history of address changes 

3) System should have the ability to require a Supply Address (physical address) if a Post Office Box is entered as the Primary Address.
Comment:  These business rules are currently not in VUE.
3) System should have the ability to assign Supply Address to Supply correspondence (e.g., Welcome Package, Appointment Package) if it is populated.
3) System should have the ability to store a Commission Address.
3) System should have the ability to assign Commission Address to any Commission Statement mailing.
3) System should have ability to send 1099’s to Commission Address.
3) System should have the ability to route statements and 1099’s to Primary Address if Commission Address is not populated.
3) System should have the ability to store International Address.
3) System should have the ability to store a military address.
3) Integration - System should have the ability to exclude International Address from address verification process.
3) System should have the ability to use International Address as Primary Address if it is populated.
	ADDRESS
	DESCRIPTION
	RULES
	AUTOMATIC CHANGE IN PORTAL

	BUSINESS
	GENERAL MAILING ADDRESS/CORRESPONDENCE
	DEFAULT AS PRIMARY

COMMISSION PAYMENT WILL BE SENT TO THIS ADDRESS IF THE COMMISSION ADDRESS IS NOT POPULATED

IF BUSINESS IS PO BOX, SUPPLY ADDRESS MUST BE POPULATED

IF NOT IDENTIFIED AS PRIMARY, INFORMATIONAL ONLY
	NO

	COMMISSION
	CHECKS, STATEMENTS, AND 1099'S
	IF POPULATED, COMMISSION INFO TO THIS ADDRESS

CORRESPONDENCE WILL GO TO PRIMARY ADDRESS (BUSINESS, RESIDENT, OR ALTERNATE)
	YES

	INTERNATIONAL
	EXCLUDES ADDRESS VERIFICATION-ALL MAILINGS
	FREE FORM FIELDS

IF POPULATED COMMISSION PAYMENT AND CORRESPONDENCE WILL BE SENT TO THIS ADDRESS
	NO

	RESIDENT
	PERSONAL HOME ADDRESS
	IF RESIDENT IS CHOSEN AS PRIMARY, CORRESPONCE GOES TO THIS ADDRESS

IF RESIDENT IS CHOSEN WITH NO COMMISSION ADDRESS, COMMISSION PAYMENT WILL BE SENT TO RESIDENT ADDRESS

IF RESIDENT IS NOT SELECTED AS PRIMARY, INFORMATIONAL ONLY
	SEND TRANSACTION

	SUPPLY
	IF BUSINESS IS PO BOX
	IF FILLED, WELCOME KIT/SUPPLIES ONLY GO TO THIS ADDRESS
If supply is blank, select the primary address.
	YES

	ALTERNATE
	 
	AVAILABLE AS PRIMARY

IF ALTERNATE IS CHOSEN WITH NO COMMISSION ADDRESS, COMMISSION PAYMENT WILL BE SENT TO ALTERNATE ADDRESS
	YES


3) System should have the ability to indicate Producer's correspondence method (e.g., mail, email).
3) System should have the ability to indicate if PA letter’s sent to the policyholder should be copied to the producer.
3) System should have the ability to send correspondence via email based on preferred method.
3) System should have the ability to send correspondence to print vendor based on preferred method. 
3) System should have the ability to store multiple email addresses.
3) System should have the ability to store a web address.
Comment:  We can make an option in Communication drop-down.

3) System should have the ability to indicate a Primary Email Address.
3) System should have the ability to store multiple phone numbers.
3) System should have the ability to indicate the type of Phone Number stored. 
3) System should have the ability to select Business Number as primary unless otherwise indicated.
3) System should have the ability to indicate if a producer wishes to be excluded from mass marketing communication.

3)  System should have the ability to indicate if a producer wishes to be excluded from  supplies.

3) System should have the ability to store the following in an address: 
3) Address Line 1

3) Address Line 2

3) City

3) State

3) Zip 
3) Zip Suffix

3) System should have the ability to update addresses from USPS.

3) System should have the ability to override the post office validation of the address, if needed

3) System should have the ability to create a task when post office updates change the state
3) System should have the ability to exclude a producer from receiving marketing materials/supplies (e.g., Marketing Welcome Kit, Appointment Kit).  

3) System should provide for the ability to copy down the producer’s exclude from receiving market materials/supplies to the sub-producer in the hierarchy.  
4) License Information
a) The system should have the ability to enter, maintain, store, and display license information.

b) System should have the ability to support the following license summary information

4) State of License 

4) System should validate that the state is one of the 50 US states plus DC.
4) License Number 

4) Effective Date

4) Expiration Date

4) Resident License Indicator
4) Lines Of Authority

4) System should have the ability to support licenses without expiration date (perpetual)
4) Integration - System should have the ability to require all producers in a hierarchy to have an active state license in the issuing state, in order to write new business, unless in a reporting only role.
4) Portal Integration - System should have the ability to allow for viewing of license information on the Portal for every state.
4) System should allow licenses to be stored without corresponding appointment.
4) System should allow licenses that are about to expire at a user-defined time to trigger a check on the NIPR interface to verify the license has been updated.
Comment:  Currently NIPR and VUE does not support this.
4) System should have the ability for updated license expiration dates to be fed back from NIPR and updated in VUE.
Comment:  Currently NIPR and VUE does not support this.
4) Integration - System should have the ability to edit new business by reading license effective/expiration date based on state rules.  
4) Integration - System should have the ability to generate an error if not properly licensed in the signed and resident states of issued policy.
5) State Appointment Information

5) System should have the ability to enter, store, maintain, and display appointment information.

5) System should have the ability to activate the contract status when the first appointment is activated
5) System should have the ability to indicate if state appointment is for resident state
5) System should have the ability to indicate whether appointment fees are waives.

5) System should have the ability to indicate a timeframe when the appointment fee is waived.

5) System should have the ability to carry down the waiver indicator and timeframe of waiver from the Key or SMA level to the sub producer level.

5) System should have the ability to allow a user to change the appointment fee waiver indicator.

5) System should have the ability to allow a user to change the timeframe for appointment fee waiver.
5) System should have the ability to support the following state appointment information

5) CARRIER
5) Name should match what NIPR recognizes
5) EFFECTIVE DATE
5) The effective date should be enterable by the user for no file states or for states that allow carrier to assign effective date
5) The effective date should be fed back to VUE from NIPR for filed states that assign the effective date.
5) This date would match the state’s date of appointment.

5) Termination Date 

5) Next Renewal Date

5) Should be automatically populated from state parameter table.

5) This date can also be manually updated

5) This date is blank for states with no renewal or perpetual appointments

5) Field is left blank based on state parameter table

5) Date is automatically set to next renewal cycle date upon certain renewal date criteria.
5) Line of Authority

5) Options
5) Life Only
5) Health Only
5) Life & Health
5) Disability
5) Line of authority options must match the state options for sending appointments to the state through NIPR
5) Appointment Type

5) Options

5) Individual

5) Agency

5) Appointment Fee Waiver

5) Appointment Fee Waiver Effective Date

5) Appointment Fee Waiver Termination Date
5) System should be able to handle appointments via agency affiliation.

5) System should have the ability to display a producer who is appointed via an agency affiliation.

5) System should have the ability to carry down an agency’s appointment to a producer if that producer is affiliated with that agency’s appointment with the state.

5) System should have the ability to update producer’s appointment if there is a change to the affiliated agency’s appointment

5) Only the agency’s appointment should go through the appointment renewal process, not the affiliated producers’ appointments.

5) System should have the ability to add appointments to a producer’s 

5) System should have a way to affiliate an agency with producers.

5) System should have the ability to affiliate or not affiliate producers to an agency.
5) System should have the ability to add additional appointments, for an affiliated producer, in states where the agency is not appointed 
5) System should only add the agency affiliation and subsequent appointments to an affiliated producer if they are properly licensed.

5) System should only add the agency affiliation and subsequent appointments to an affiliated producer if they are payee of the agency. 

5) System should add the affiliated appointment regardless of an existing independent appointment for the same state.
5) System should have the ability to support appointments without a renewal date.
5) System should have the ability to store and display appointments for certain carriers but not send new appointments or terminations through NIPR. (This is for companies we process but do not maintain appointments for (i.e. MAMSI, Oxford, or UHIC.)
5) System should allow the user to exclude a producer from the appointment renewal process.

5) System should allow the user to exclude a carrier from the appointment renewal process.
5) System should have the ability to require an active appointment on an active license in that state.

5) System should have the ability to support multiple appointments for a state based on line of authority or carrier.
5) Integration - System should have the ability to require Producers to have an active state appointment in the issuing state in order to write new business
5) Integration - System should allow ability for producers to submit business prior to an appointment if that state allows it and it is indicated in the state parameters table.
5) System should have the ability to require producer to hold an active appointment in their resident state, if offered unless Producer is a reporting role Producer
5) System should have the ability to automatically terminate producer if he does not hold an active appointment in his resident state, if applicable.
5) System should have ability to require producers to hold at least one active appointment unless Producer is a reporting role Producer
5) System should have the ability to automatically terminate producer if he does not hold at least one active appointment.
5) System should have the ability to confirm if Payee has active appointment based on the State Parameter Table.
Comment:  VUE does not currently do this.
5) Required in certain states, e.g., Texas
5) Note: this may have to be in hierarchy to identify as a Payee we want to be in edits
5) Integration - System should have the ability to exclude appointment checks on new business for reporting only roles/affiliates in a hierarchy.

5) System should allow User to indicate if an appointment record should be sent to NIPR in the nightly cycle.

5) System should have the ability for appointments to be automatically sent to the state on a nightly basis according to the state parameters.  (Exceptions should generate if appointment for that state cannot be sent.)
5) System should have the ability to receive state appointment responses and confirmations and recorded in system.

5) System should have the ability to create a task on appointment errors or rejections.
5) System should have the ability to generate a welcome letter and schedule (package) when an appointment is activated.

5) The first appointment approval received from NIPR should generate a welcome letter package if one has not already been sent.  

5) Subsequent appointment approvals should generate an additional appointment and letter.
5) System should have the ability to send state specific packages for certain states. (see state parameters)
6) EFT Information: 
6) System should have the ability to enter, display, maintain, and store the following EFT information by Producer

6) Account name

6) Bank Name

6) Account number

6) Bank routing number
6) Account type

6) Options

6) Checking

6) Savings

6) Other

6) Effective date

6) Termination Date

6) Update date

6) System should have the ability to maintain and display history of EFT changes
6) System should have the ability for the user to terminate EFT at any time.

6) System should have the ability to update payment method to “Check” automatically and generate a check for all commission earnings issued if EFT is terminated.

6) System should have the ability to change commission payment cycle to Monthly if EFT is terminated.
6) System should have the ability to allow User to change commission payment cycle back to weekly without producer being on EFT.
6) Integration - System should have the ability to create a Pre-note record when an EFT account is added and send to bank.

6) Integration - System should have the ability to create a Pre-note record when an EFT account is changed and send to bank.

7) Producer Prerequisites

7) System should have the ability to attach documents gathered during prospective producer’s background (i.e. background reports, credit reports, or PDB reports.)
7) System should have the ability to enter, store, display and maintain Background Check Information

7) Background check requested date

7) Background check received date

7) If Background check requested date is filled in but received date is not, producer status cannot be changed from pending.
Comment:  Vue doesn’t have any functionality regarding background check and impact on producer status.
7) Status

7) Options 
7) Pending
7) Mgt review
7) Approved
7) Declined

7) Type

7) Options
7) Credit
7) Background
7) PDB

7) System should have the ability to reassign a task to someone else for approval 
7) System should allow for multiple background checks to be tracked at one time.

7) System should have the ability to store and maintain Producer information for Producers that do not pass prerequisites.
8) Process Appointment Fee (Check, Credit Card)
8) System should have the ability to track appointment fee payments for multiple states made by the Producer 
8) Fee payment receipt date

8) Fee Type

8) Options

8) New

8) Renewal

8) Fee payment amount

8) Fee Payment type

8) Options

8) Check

8) Credit Card

8) Fee payment check/authorization number 

8) Options

8) Check number

8) Credit Card Authorization #

8) Fee Payment Exclusion Indicator

8) Should default as no

8) Should be by producer, not by state

8) Should carry down from Key or Manager level to sub level

8) System should have the ability to apply fees to Producers based on defined criteria.
8) Appointment Fee Excluded field (include effective and term dates)
8) State

9) Advance Set-Up – see 13.0 Advance Set Up and Payment
10) Product Authority
10) System should have the ability to enter, display, store, and maintain product authority information at a system level and on a producer level.

10) System should have the ability to include drop-down of suite names.  
10) Products should be grouped in product authority suites for ease of assignment

10) Only active product suites and products should be displayed in drop down.

10) System should have the ability to display all information from Product Authority Table.

10) Carrier

10) Product Authority Category

10) Line of Business

10) Product Type

10) Plan 

10) Coverage

10) System should have the ability to exclude Reporting role Producers from Product Authority.
10) System should have the ability to carry down Product Authority from highest level of the hierarchy (Key/SMA) to all lower levels in the hierarchy.
10) System should have the ability to carry down from Product Authority suite to all producers who are in the product authority suite.

10) System should have the ability to override (add, delete a product) a producer’s product authority that has been carried down.

10) System should have the ability to carry down the appropriate product authority for sub-producers of Platinum Incentive Choice Keys based on sub-producer’s Platinum status.
10) System should have the ability to allow User to manually select Product authority for sub producers of Platinum Incentive Choice
10) System should have the ability to display only active Product Authority.  
10) System should have the ability to track history of changes in product authority should be tracked in system.

10) System should have the ability to support adding product authority to existing Producers outside of a Product Authority Suite Category.
10) System should have the ability to support modifying product authority

10) System should have the ability to support changing product authority through bulk upload process

10) Integration - System should have the ability to require Producers to have Product Authority, in order to write new business
11) Vesting Set-Up
11) System should have the ability to administer the following vesting rules:

11) Brokerage producers (including Key Brokers) contracted prior to January 1, 1998, must earn $300 minimum per calendar year with a maximum of 10 years vesting. 

11) Sponsored producers contracted prior to July 1, 1998, must earn $300 minimum per calendar year with a maximum of 10 years vesting.
11)  Brokerage producers (including Key Brokers) contracted January 1, 1998, or after, must earn $1000 minimum per calendar year with a maximum of 5 years vesting.
11) Sponsored producers contracted July 1, 1998, or after, must earn $1000 minimum per calendar year with a maximum of 5 years vesting.
11) All Key Producer/SMA overrides (service fees) are vested indefinitely.
11) Some specific producers are vested indefinitely. These will be identified and updated upon/after conversion. 

11) Career agents are vested indefinitely.  Old deals vested indefinitely.
11) Vesting is not valid for certain term reasons:  Term for Cause, etc.
11) System should have the ability to store different vesting parameters for multiple carriers/contracts.
11) System should allow a producer to be actively vested with one carrier while not actively vested with another carrier.
11) System should have the ability to pay an actively vested producer only on business associated with that carrier/contract. 

11) System should have the ability to display, maintain, and store vesting information on the producer

11) System should have the ability to store the following information:
11) Vesting From Date

11) Vesting To Date
11) Vesting Service Years 

11) Vesting Minimum Threshold Amount 
11) System should have the ability to add, change, or delete vesting options at the Admin level.
11) System should have the ability to copy the Admin level vesting rule to the Producer Role, as the default value

11) System should have the ability to automatically start vesting when the contract is terminated based on producer’s term date and earnings.

11) System should have the ability to allow sub-brokers in a hierarchy to be vested based on earnings of a Key Broker or Sponsored Marketing Agreement in the hierarchy if that KB or SMA is the payee. 

11) For example, when a sub-producer terms that has assigned commission to Key Producer or Sponsored Marketing Agreement, the system should look at Key Producer’s earnings to determine if sub-producer should be vested at sub-producer termination date.  System should only allow the maximum number of vesting years based on the sub-producers termination date and vesting rules.

11) System should have the ability to vest a producer for a maximum number of years after termination.

11) System should have the ability to vest a producer for a minimum annual amount per calendar year (if the amount is not met, the producer’s vesting will terminate.)

11) System should have the ability for a User to define the maximum number of years at the Admin level.

11) System should have the ability for a User to define the minimum yearly amount at the Admin level.
11) System should have the ability for a User to change the minimum yearly amount.

11) System should have the ability for a User to change the maximum number of years.

11) System should have the ability for a User to override the minimum yearly amount at the producer level.

11) System should have the ability for User to override the maximum number of years at the producer level.

11) System should have the ability to hold overridden vesting rules at producer level and prevent automatic updates by Admin level.

11) System should have the ability to terminate vesting once producer has reached maximum years based on termination date (term date plus maximum years = vesting termination date.)

11) System should have the ability to terminate vesting on a producer whose minimum annual earnings did not reach his vesting threshold. 

11) System should have the ability to stop payment to the Payee for a producer whose vesting has terminated.

11) System should have the ability to generate statement when vesting is active.
11) System should have the ability to have different vesting rules for commission and override.
11) System will have the ability to NOT activate vesting on a producer terminated for cause regardless of earnings (commission will not continue to be paid.)
11) System should have the ability to automatically inactivate vesting if producer’s contract is re-activated.

11) System should have the ability to set new vesting start date if re-activated producer terminates again.
11) System should have the ability to read most current contract for vesting rules.
11) System should allow Indefinite vesting for an override.

11) System should have the ability to automatically terminate vesting on a producer based on specified vesting limits being met. 

11) System should have the ability to specify when vesting limits are automatically validated on all actively vested producers.

11) System should allow User to change when vesting limits are automatically validated.
12) Producer Arrangement (Hierarchy, Schedule)
12) System should have the ability to store an arrangement for a producer that includes:

12) Carrier 

12) Role

12) Hierarchy

12) Schedule

12) Block of business code
12) System should allow certain Users to add and maintain carriers (companies) at the admin level.

12) System should allow certain Users to add and maintain schedules at the admin level.

12) System should have the ability to add carrier, role, hierarchy, schedule independently at a producer level. 

12) System should have the ability to change or delete carrier, role, hierarchy, schedule independently at a producer level if no business is impacted by the change.

12) System should have the ability to tie a schedule to a role and hierarchy.

12) System should have the ability to support an unlimited number of levels in a hierarchy
12)  System should have the ability to track the start and end dates of a schedule.

12) System should have the ability to indicate a primary arrangement for bonus purposes.
12) If there is more then one current arrangement, the primary arrangement is used for adjustments not related to a policy (example bonus)

12) System should have the ability to identify an arrangement for a producer in specific states.
12) System should have the ability to read state exceptions first to determine proper arrangement. For example, if producer has special arrangement in TX and another arrangement for all other states, system should look first to see if the business is in TX and, if not, it will pay by the arrangement for all other states.

12) System should have the ability to identify an arrangement for a producer on specific products.

12) System should have the ability to read product exceptions first to determine proper arrangement. For example, if producer has special arrangement for Dental and another arrangement for all other Products, system should look first to see if the business is Dental and, if not, it will pay the arrangement for all other Products.
12) System should have the ability to assign an arrangement to a producer for a specific block of business. For example, a producer with multiple commission arrangements for the same role and the same type of business or a Key Broker manager code.

12) System should have the ability to associate multiple roles with the same producer.

12) System should have the ability to associate multiple hierarchies with the same producer.

12) System should have the ability to place a contracted or non-contracted person in the hierarchy for reporting purposes only.

12) System should have the ability to place a person in the hierarchy that is excluded from new business edits, appointment edits, license edits, and product authority edits – (e.g., reporting role).

12) System should have the ability to place a person in the hierarchy that is excluded from commission calculation.
12) System should have the ability to place a person in a role that is excluded from commission but included in bonus calculations. 

12) System should have the ability to assign a role to an internal or external entity.

12) System should allow certain users to add and maintain schedules to the admin system level.

12) Schedules should be predefined and appear in dropdown box
12) Only active schedules for that role  should appear in dropdown box

12) Only schedules available for role chosen should be displayed

12) Need ability to assign multiple schedules for a producer at the same time for the same role.

12) System should have the ability to assign a business channel to a producer’s arrangement.
12) Integration - System should have the ability to require that each member of an arrangement to have the following in common, in order to write new business (excluding roles for reporting only)
12) Valid state appointment for issuing state

12) Valid state license for issuing state

12) Product authority for what was sold

12) Active Producer status

12) System should have the ability for Producer’s role to determine which schedule applies to an arrangement.
12) System should have the ability to allow Producers to have unlimited arrangements 

12) Over time 

12) Simultaneously

12) Within a single hierarchy 
12) In different hierarchies
12) System should have the ability to store an internal or external sales manager on a producer arrangement.
13) Payee

13) System should have the ability to enter, display, store, and maintain commission and bonus payees.
13) System should have the ability for all levels of each hierarchy to assign a payee with the following criteria 
13) Payee Name

13) Payee ID

13) Payee effective date

13) Payee termination date

13) System should have ability to assign separate payee for Earned commissions versus Bonus 
13) System should have the ability to support assignment to an Affiliate or Payee that is not a Producer.
14) Tasks

14) System should have the ability for a user to create a task for producers with missing information.

14) System should have the ability for a user to create a task for follow up of a producer with missing information.  Task should be generated after a set number of days.

14) System should have the ability for a user to create a task for verification of a payee’s appointments.

14) System should create a task to notify the User that the producer has an active levy/garnishment when EFT (payment frequency) is updated or termed. (User evaluates if garnishment/levy frequency changes and makes the changes applicable.)

14) Integration - System should create a Task for any rejections/errors from bank on Pre-note file.
15) Statuses and Status Descriptions
	Producer Status
	Producer Status Reason Code

	Pending
	 

	Active
	 

	Terminated
	 

	 
	 

	Contract Status
	Contract Status Reason Code

	Pending
	 

	Pending
	Approval Needed

	Pending
	Missing Information

	Active
	 

	Active
	Pending Producer Termination

	Terminated
	 

	Terminated
	Not Contracted

	Terminated
	Without Cause

	Terminated
	For Cause

	Terminated
	Producer's Request

	Terminated
	Deceased

	Terminated
	Declined

	 
	 

	License Status
	License Status Reason Code

	Pending 
	Suspended

	Active
	 

	Terminated
	 

	Terminated
	Expired

	Terminated
	Revoked

	 
	 

	Appointment Status
	Appointment Status Reason Code

	Pending
	 

	Pending
	Missing Information

	Pending
	Sent to NIPR for appointment

	Pending
	Waiting for NIPR Response for appt

	Active
	 

	Terminated
	 

	Terminated
	Did not pay renewal fee

	Terminated
	License termed

	 
	 

	Affiliate/Beneficiary Status
	 

	Active
	 

	Terminated
	 


16) Additional Fields (refer to Use Cases for complete field list)
16) Producer Screen

16) L&A Representative (field for entering name of rep for tracking purposes) They are not part of the hierarchy.
16) Preferred Name

16) Company Contact

16) Other Information

16) Program Participation

16) Program Effective Date

16) Program Term Date

16) Producer Search

16) Agent, Agency, or Both option

16) Status

16) Last Name

16) First Name

16) Middle Name

16) Alternate ID

16) Resident State

16) License Number

16) Background 

16) Received Date

16) Status Date

16) Background Check Request Date (in display)

16) Tasks

16) Date Created

16) Approved By

16) Reoccurring Frequency
Comment:  VUE doesn’t have recurring tasks. Would be a customization.
16) Task Start Date

16) Task End Date

16) Notes

16) Privacy (option)

Comment:  Potentially uses confidential in VUE to designate that the note can only be used by L&C.
16) Contract

16) Version

16) Received Date

16) Contract Activation Date

16) Contract Signed By

16) Contract Signed Date

16) Addendum Type

16) Addendum Eff Date

16) Addendum Term Date

16) Communication

16) County Code

16) Policyholder letters copied to producer

16) Use VUE ID for policies

16) Appointments

16) Resident Indicator

16) Do not send Automatically

16) Fee Payments

16) Fee Payment Receipt Date

16) Fee Payment Amount

16) Fee Type

16) Payment Type

16) Producer Advance

16) Highest Level Producer Advance Overall Cap 
2.00 Maintain Producer 




Overview

Assumptions

Use Cases

1) 8.01a
Role Changes (e.g. switch from Key Broker to Brokerage)

2) 8.02a
Reinstatements/Reappointments

3) See 6.03a
Adding an additional appointment

4) See 6.11a
Add/Updates product authority

5) 8.06a
Change producer Hierarchy Arrangement

6) See 23.01a
Change Tax Id with policies paying to it

7) See 23.01a
Merger Buyout

8) See 6.05a
Producers commission payment method

9) See 6.13a 
Change Payee on Arrangement

10) 8.13a
Update producer advance

11) See 6.12a
Change Vesting

12) 8.15a
Set up an Assignment – Garnishment/Tax Levies/Beneficiaries

13) See 8.15a
Release of Levy/Garnishment

14) See 6.05a
Producers ACH information is updated

Requirements

1) Role Changes

a) System should have the ability to change a producer’s role.
b) System should have the ability to apply producer’s new role to policies issued after the effective date of the role change

2) Add/Update Product Authority 

a) System should have the ability to update product authority on a producer.
b) System should have the ability to apply product authority updates on the manager level to the sub-producer level.

3) Update Producer Advance

a) System should have the ability to update producer’s advance agreement.
b) System should have the ability to pay advances according to the updated advance agreement details after the update effective date.
c) System should have the ability to apply updates on the manager level advance to the sub-producer level.
4) Set up Levy/Garnishment/ Withholding
a) System should have the ability to support Levies/Garnishments

b) System should have the ability to store the contact information of each Levy/Garnishment Payee

c) System should have the ability to store Effective Dates for a garnishment/levy

d) System should have the ability to apply commission payments made after the effective date of the garnishment/levy to the garnishment/levy 

e) System should have the ability to store termination dates for a garnishment/levy

f) System should have the ability to no longer apply commission payments made after the termination date of the garnishment/levy to the garnishment/levy 

g) System should have the ability to do a one time or recurring garnishment/levy 
h) System should have the ability to select payment frequency
i) The valid options are every cycle  or one time
i) System should have the ability to apply a one time levy and an end date would not be required.  
j) System should have the ability to check if producer has earnings for one time withholding and apply all open commission
k) System should have the ability to withhold a maximum deduction amount
l) System should have the ability to apply that maximum deduction amount to each applicable commission cycle.
m) System needs the ability to determine if the producer earns more than the maximum deduction amount, the maximum deduction is paid to the garnishor and the difference is paid to the producer

n) System should have the ability to apply a percentage of earnings deduction amount
o) System should have the ability to apply that percentage deduction amount to each applicable commission cycle.
p) System should have the ability to apply a flat dollar amount deduction amount
q) System should have the ability to apply that flat dollar amount to each applicable commission cycle.
r) System should have the ability to apply an exempt amount to be paid to the producer prior to taking the garnishment/levy
s) System should have the ability to apply that exempt amount to each applicable commission cycle.
t) System should have the ability to allow more then one active garnishment/levy per producer at one time.

u) System should have the ability to assign the prioritization of each levy/garnishment

v) If the producer is paid weekly, the system must track each week’s payment and after the maximum deduction amount is met for that month pay the difference to the producer. 
Comment:  In order to accomplish this, would have to change the producer back to monthly pay.  Also, have a task created when add garnishment and on EFT.
w) System should have the ability to apply garnished amounts to 1099 of field of the producer

x) System should have the ability to not pay out more then 100% of a producer’s earnings for multiple garnishments.
y) System should have the ability to reflect amounts earned but paid to a garnishment on Producer’s commission statements

z) System should have the ability to apply levy/garnishment to bonuses.
aa) System should have the ability to pay garnishor amounts via multiple methods (example: Check or EFT).
Comment:  VUE only can send check.
ab) System should have the ability to generate statements for affiliates that print with the checks.
ac) System should have the ability to include the garnishment/levy details on the separate statement.
5) Beneficiaries
a) System should have the ability to pay commissions to a beneficiary upon a producer’s death
b) System should have the ability to enter, display, store, and maintain beneficiary demographic information

c) System should have the ability to maintain multiple beneficiaries for one producer
d) System should have the ability to split commissions among several beneficiaries

e) System should have the ability to 1099 a beneficiary’s earnings to the beneficiary
f) System should have the ability to identify a beneficiary’s earnings separately for reporting on the 1099.
6) Tax ID Change, 
a) System should have the ability to change an agency’s tax id number.
b) System should have the ability to apply earnings after the tax id change to the new tax id number
7) Change Producer’s Hierarchy, Arrangement, Merger, Buyout
a) System should have the ability to transfer policies from one producer to another based on a specific past, present or future date.
b) System should have the ability to transfer policies from one manager to another based on a specific past, present or future date.
c) System should have the ability for the user to transfer a debit balance from one producer to another 

Comment:  This is done via an adjustment voucher.
d) System should have the ability to change a producer’s hierarchy and will be reflected on business going forward. 
8) Change producer’s EFT

a) System should have the ability for the user to update a producer’s EFT information.
(1) System should have the ability to pay commissions according to updated EFT information on the next cycle following the pre-note approval
9) Alternate IDs
a) System should have the ability to display all alternate ID’s associated with a producer. 
b) System should have the ability to recognize business for any valid ID on that producer regardless of ID on application. 
10) Tasks

a) System should create a task for producer that is not updated with NIPR with a future license expiration date.
Comment:  currently do not know if this task can be auto-generated.  Need to research.
b) System should create a task for scanned correspondence in which a producer is not designated.
c) System should have the ability for the user to create a task for pending or missing information.
d) System should have the ability for the user to create a task for follow up of background or credit check.
11) Producer Correspondence

a) System should have the ability for user to request a letter to a producer.
b) System should have the ability for user to request a letter to a policyholder with/without a copy to the producer.
12) Additional Fields (refer to Use Cases for complete field list)
a) Garnishments and Levies

i) Exempt Amount

3.00 Policy Feed
Overview

Assumptions

Use Cases

1) 10.01a
Policy Search


Requirements

RENEE’S DOCUMENT
1) Tasks

1) System should have the ability to create a task for polices that have an exception.
2) Additional Fields (refer to Use Cases for complete field list)
2) Policy Display

2) Policyholder resident state

2) Primary producer of record

4.00 Generate Commissions 

Overview

Assumptions

Use Cases

1) 11.01b
Create Payment Deduction

2) 11.09a
Terminate EFT

3) See 25.01a
Reissue Payment for EFT

4) 11.15a
Release of Levy/Garnishment

Requirements

1) VIP

a) System should have the ability to store a Volume Incentive Production (VIP) count which includes:

i) issued business in its first year only

ii) for which producer is broker of record

iii) for which producer is in the hierarchy (for qualifying agreements)

iv) for the immediately preceding 12 calendar months

b) While doing commission calculation for VIP, system should calculate the count based on the transaction date but the rate period (new business or renewal) should be found based on the due date. 

c) System should recalculate the VIP count every month.

d) System should have the ability to apply a VIP count from a prior calendar month to the current month’s commission rate.
e) System should have the ability to maintain a count of business for a producer/sub-producer.

f) System should have the ability to combine counts of business for all sub-producers under a hierarchy to determine a count for the higher level of the hierarchy. (I.e. Key Broker’s count includes business of all sub-producers in his hierarchy.)

g) System should have the ability to count a policy more than once based on multiple levels in a hierarchy (i.e. same policy may be counted for producer and Key Broker.)

h) System should have the ability to count a portion of a policy for a VIP count (i.e. a split policy would count as 0.5 policies.)

i) System should have the ability to continue to count policies toward a VIP count, even when a producer is not in a VIP agreement.

j) System should have the ability to exclude certain products, product types, plans, or coverage from VIP counts.

k) System should have the ability to exclude policies from the VIP count that are withdrawn. 
i) Integration - Policy should be identified as a withdrawn policy in Policy Feed.

l) System should be able to exclude rewritten policies from a VIP count.

m) System should have the ability to pay a policy based on the VIP count even if the product is not in the VIP count (i.e. Short Term).

n) System should have the ability to exclude policies from VIP count based on certain attributes (i.e. AZ policies with Portability).

o) System should have the ability to include an issued policy in a VIP count even after policy has terminated.

p) System should have the ability to exclude certain producers or roles from VIP counts.

q) System should only apply VIP commission rate to first year premiums.

r) System should have the ability to pay a commission rate based on the appropriate VIP level at the date of the transaction.
s) System should have the ability to pay a different commission rate on the same product on the same producer’s VIP arrangement based on additional criteria (i.e. age or state).

t) System should have the ability to only apply a commission VIP rate to a policy that is in a VIP arrangement.   

u) System should have the ability to generate different VIP levels for different levels of a hierarchy (i.e. producer’s count and Key Broker’s count.)

v) System should have the ability to calculate the correct VIP rate utilizing “less lower levels” with one or more levels of a hierarchy.

w) System should have the ability to apply the appropriate VIP rate to a policy that is not included in the VIP count (i.e. Short Term)

x) System should have the ability to store VIP counts and keep history.

y) System should have the ability to store the policies that make up a VIP count for a producer or higher level of hierarchy.

z) System should have the ability to display the policies that make up a VIP count for any given month.

	VIP SEARCH
	 
	 
	 
	

	Month (DD)
	
	
	 
	

	Year (DD)
	
	
	
	 
	

	Issue Date
	Eff Date
	Policy ID
	Policyholder Name
	Split Comm %
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	
	
	
	 
	

	Display should show the policies in the VIP count for the month indicated only. 
	

	
	


aa) System should have the ability to keep a VIP count on a producer when he leaves a hierarchy. 
ab) System should have the ability to Lock a commission percentage for producers who are on VIP (Variable Incentive Program)

i) For business that pays VIP rates only

ac) System should have the ability to enter an effective date for a lock

ad) System should have the ability to enter a termination date for a lock

ae) System should have the ability to lock a commission level at a manager level (upper level of hierarchy.)
af) System should have the ability to calculate commissions based on the lock percentage.

ag) System should have the ability to Lock VIP level on a specified level of the hierarchy for a specified period of time.

ah) System should have the ability for the user to add, change, or delete a Lock that has not yet expired.
ai) System should have the ability to notify a User if the producer is on a Lock when an arrangement is added, changed, or terminated.
Comment:  This requirement depends on where the lock will be.  Need to review this reqts for locking.
aj) System should have the ability to lock a VIP level at any level of the hierarchy.

ak) System should be able to calculate the appropriate override rate for a Locked hierarchy level based on “less lower levels” (i.e. if Key Producer is locked at 26% and sub-producer is at a VIP rate of 22%, override is 4%. And if same Key Producer has another sub-producer at a VIP rate of 15%, Key Producer receives 11% override.)

al) System should have the ability to calculate the appropriate Lock rate based on various product and policy attributes (i.e. policy may pay 15% on a Locked producer if it’s issue age 60 or under, but it may pay 8% on a policy issue age 61).  

am) System should have the ability to pay all business according to the arrangement at regular rates upon termination of the Lock. 
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5
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5
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5

15%

5
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*

3
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3

*

3
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8

20%

8
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22%
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* rate dependent on total KB/SMA production

Writing Broker VIP Scale

Policies

%

1-7

15%

8-11

20%

12-19

22%

20+

24%


2) Platinum
a) System should have the ability to identify a Key Producer as Platinum.

b) System should have the ability to identify a sub-producer of a Platinum Key Producer or Platinum Incentive Choice Key Producer as a Platinum Sub Producer. 

c) System should have the ability to identify a Platinum Product.

d) System should have the ability to differentiate commission rates in a state based on:

i) Platinum status of the policy (Standard or Platinum)

ii) Platinum status of producer

iii) Platinum Addendum effective date of the Key Producer.

iv) Platinum effective date of the state

e) System should have the ability to assign Platinum product authority to Platinum producers.

f) System should have the ability to allow only Platinum producers to sell Platinum products.

g) System should have the ability to differentiate commission rates on a policy with the same attributes based on the policy state and that state’s Platinum status. 

h) System should have the ability to apply product authority Highest payout to Platinum producer selling Platinum policy (therefore Platinum state)

i) System should not count all policies for key producers (i.e., VIP) if the sub producer is on the Platinum schedule.
j) System should have the ability to determine the appropriate rate for Non-Platinum policies with an effective date within 60 days of 
i) the state becoming a Platinum state OR 
ii) a Key Producer becoming a Platinum Key Producer (Addendum effective date)
whichever is later.

k) System should have the ability to calculate appropriate rate for Platinum arrangement based on the following rules:

i) For the first 60 days of a state becoming Platinum:
(1) Producer will be paid at Platinum rate for Platinum products

(2) Producer will be paid at standard rate for Non-Platinum products in Platinum state.
(3) Producer will be paid at standard rate for Non-Platinum products in Non-Platinum state.

ii) 60 days after the state becomes Platinum:
(1) Producer will be paid at Platinum rate for Platinum products

(2) Producer will be paid at reduced rate for Non-Platinum products in Platinum state.

(3) Producer will be paid at standard rate for Non-Platinum products in Non-Platinum state.

iii) For the first 60 days after Key Producer’s Platinum Addendum effective date:
(1) Producer will be paid at Platinum rate for Platinum products

(2) Producer will be paid at standard rate for Non-Platinum products in Platinum state.

(3) Producer will be paid at standard rate for Non-Platinum products in Non-Platinum state

iv) For anything more than 60 days after effective date of Key Producer’s Platinum Addendum:
(1) Producer will be paid at Platinum rate for Platinum products

(2) Producer will be paid at reduced rate for Non-Platinum products in Platinum state.

(3) Producer will be paid at standard rate for Non-Platinum products in Non-Platinum state.

l) System should have the ability to pay all levels of Key Broker hierarchy according to the rules above.
m) System should have the ability to charge back the full commission and override (including earned) on any specified product (i.e. Platinum) for a policy that has terminated or lapsed on or before three calendar months from the effective date of the policy.  (chargeback should not include application fee compensation).

n) System should have the ability to identify if a specified policy (i.e. Platinum) is reinstated in the 3-month window.

o) System should have the ability to pay back what we originally charged back if a specified policy (i.e. Platinum) is reinstated prior to 3 calendar months from the effective date of the policy.  Payment should not occur until policy has been in force for 3 calendar months from effective date of policy.
p) System should have the ability to only charge back the earned portion of a specified policy (i.e. Platinum) that was advanced if the policy terminated prior to 3 calendar months from the effective date of the policy.  (remainder will charge back in advance reconciliation process)
q) System should have the ability to pay back what we originally charged back if an Advanced policy is reinstated prior to 3 calendar months from the effective date of the policy.  Payment should not occur until policy has been in force for 3 calendar months from effective date of policy.

r) System should have the ability to pay remainder of Advance Reinstatement as earned.
3) Calculate Commissions
a) System should have the ability to hold the rate by due date paid on a premium record for any chargebacks on that premium.

b) System should have the ability to pay commission/override based on the producer of record at the time of the premium due date. 
c) System should have the ability to read the policy hierarchy effective and term dates to determine the producer to be paid for that premium due date. 
d) System should have the ability to pay compensation for business in a state for which the producer is no longer licensed or appointed, if the producer was properly licensed at the time it was written or transferred.
e) System should have the ability to continue to pay commission after the month of issue according to active status or terminated and vested status, regardless of license or appointment status for that state. 

f) System should have the ability to charge back commission and override (due to premium refund) to the producer(s) originally paid on that premium.

g) System should have the ability to process the following as part of commission calculation

i) Adjustments

ii) Chargeback Items
iii) Pending Commissions

iv) Advances
h) System should have the ability to support charging interest to Producers based upon the following
i) Principal

(1) All unearned advance balance

ii) Rate 
(1) Simple interest

(2) Calculated on the last day of each month based on the average daily balance for that month.

Comment:  Abhinav has to think on this one.
iii) Frequency 

(1) Every payment cycle for producers on monthly payment frequency.
(2) First statement of the following month for producers on weekly payment frequency.
i) System should have the ability to display the advanced interest charge as a separate line on the statement.

j) System should have the ability to adjust gross commissions less any deductions systematically or manually based on defined criteria

i) Fees

(1) Appointment Renewal

ii) Levy's

iii) Garnishments

iv) Adjustments 

v) Advance repayment schedule
vi) Platinum chargebacks

vii) Balance Due

k) System should have the ability to display, maintain, store, and enter balances to hold from future commissions
i) Renewal Fees

ii) Appointment Fees

iii) Levy's

iv) Balance Due

l) System should have the ability to support a predefined order in which commission earnings and adjustments will be applied to a Producers balance
m) System should have the ability to automatically adjust commissions based on defined events 
i) Retroactive changes 

(1) Producer of record changes

(2) Backdating producer that is effective on the policy
(3) Schedule changes

ii) Future changes 

(1) Assignment changes

(2) Producer of record changes

(3) Schedule changes

n) System should have the ability to reconcile the following through adjustment vouchers

i) Advance Payee decides to return advance payment check

(1) System should have the ability to credit unearned income 

ii) Write-offs

iii) Manual Bonus

(1) New sales deal

(2) Good will adjustments

iv) Manual commission

(1) Does not tie to policy

o) System should have the ability to calculate manual adjustments as a positive or a negative.

p) System should have the ability to provide debit balance carry forward functionality 
i) Adjustments will apply to future commissions until earned-off
q) System should have the ability to track and display earned and unpaid commission amounts by Producer.
r) System should have the ability to calculate commissions for all roles in the hierarchy and determine if commissions will generate.
s) System should have the ability to adjust gross commissions less any deductions in that commission cycle.

t) System should have the ability to identify what commissions will be applied to an outstanding advance balance prior to paying commission.

u) Systems should have the ability to apply commission earnings to a producer’s balance.

i) Policies with an advance balance apply that policy’s commissions to the advance balance.

4) Advance Payments See 13.0 Advance Setup and Advance Payment
5) Bonus Calculation

a) System should have the ability to pay a bonus to the producer, as the default, even if commission payee is assigned.
b) System should have the ability to direct bonus awards and payment to Bonus Payee if specifically assigned.

c) System should have the ability to calculate for levies/garnishments, at time of bonus.
d) System should have the ability to offset debit balance against bonus. 
i) This calculation will be made

(1) When bonus is paid during regular commission run

(2) When bonus is paid during special bonus commission run
6) Generate Payments

a) System should have the ability to calculate commission and override
i) During daily commission run for all Producers

ii) On demand check

iii) On demand bonus
b) System should have the ability to generate a statement with an on-demand check or bonus.
c) System should have the ability to calculate commissions based on

i) Premium postings

ii) Premium reversals (chargeback's)
d) System should have the ability to pay or not pay commissions on based producer schedules.
e) System should have the ability to hold or pend commissions based on defined criteria
i) Hold by Producer
ii) Case by case policy
iii) Appointment status

iv) Producer status
v) Minimum Check Threshold
f) System should have the ability to display pending commission detail and totals by Payee.

g) System should have the ability to release pending commissions based on all of the following

i) Producer payment cycle or “On-Demand” payment

ii) Producer Appointment status (next payment cycle)
iii) Producer status (next payment cycle)
iv) Minimum check threshold (next payment cycle)
h) System should have the ability to support calculating more than one compensation type at one time based on policy criteria for different levels in the hierarchy.

i) Flat

ii) Percent of premium 

iii) Graded

(1) Based on defined criteria

iv) Less lower levels

i) System should have the ability to calculate commissions 

i) For each role and split role in the policy hierarchy

(1) By policy and/or rider

(2) Per line of coverage

(3) Per product

ii) Based on commission schedules/rate assigned to the policy

(1) Allowing exceptions to commission schedule/rates assigned based on production.

(2) Policy commission may have different rates between first and subsequent years

(3) Plan add may have different rates between first and subsequent years 

(a) Calculate first year plan add commission from effective date of plan add

iii) By line of coverage 

(1) Not paying based on assigned Producer role. 

(a) Salaried Producers/retained commissions

(b) Terminated not vested

j) System should use the original policy effective date of rewritten policies to determine the rate for which to calculate commissions.
k) System should have the ability to apply earned commissions to outstanding balances.
l) System should have the ability to apply signatures by company to commission checks.

m) System should have the ability to apply premium when there is a producer split against the producers split percentage. 

i) Whatever premium is received system should split the premium for the split Producers and should do the calculations based on the split premium

n) System should have the ability to maintain the accumulation bucket for garnishments/Levies by producer.  This is for Garnishments/levies by producer to track multiple garnishments not going over the maximum allowed.  Track that the total garnishment does not exceed the maximum amount allowed.

o) Integration - System should create a daily commission journal entries file to be sent to Accounting.
p) System should have the ability to maintain separate debit balance buckets for the unearned Advance debit balance.

q) System should have the ability to maintain separate debit balance buckets for all chargeback debit balances by producer. 

r) System should have the ability to create a single debit balance GL entry for all chargeback's. 

s) System should have the ability to categorize premium received for future due dates as an asset.

t) System should have the ability to categorize premium as earned as the due date becomes current. 

u) Integration - System should have the ability to run a monthly prepaid cycle to move the unearned asset (prepaid) premium commissions to earned accounts for and prepaid premium from expense.  
v) System should have the ability to prorate the days and do appropriate GL entries to the correct prepaid and earned accounts for partial premium.

i)  If the due date is mid of the month say Feb 20 then system should prorate the days and do appropriate GL entries to prepaid and earned accounts based on the prorated days. 

w) System should have the ability to generate the correct GL string when a chargeback or premium refund happens.  Amount should hit prepaid accounts if the original amount was in prepaid.

x) System should have the ability to process the proration of prepaid cases always on a 30 day calculation.

y) System should have the ability to display commission history of all commissions generated from VUE. 

i) Commission history of commission generated prior to go live will not be available from the system.

z) System should have the ability to receive an application fee and calculate commissions based on the rate specified. 

aa) Platinum fees will be a separate premium record. System should be able to calculate service fee commission based on the rate specified in the contract template.
7) Pay Commissions (Check, EFT)
a) System should have the ability to read the Payment method and generate payment accordingly.
b) System should have the ability to read payment threshold and hold commission if amount does not meet threshold.  
8) Generate Journal Entries
a) System should have the ability to summarize and balance all commission and override activity to share data with the general ledger.
b) System should have the ability to track GL information by policy expense accounts. 

c) System should have the ability to track GL information for commission payable (when holding for payment threshold or pending reason.)

d) System should have the ability to track GL information for payments separately for direct deposit and checks.

e) System should have the ability to generate GL entries for debit balances.

f) System should have the ability to generate GL entries for adjustments based on User defined/system generated accounts

g) System should have the ability to generate GL entries for all other transactions associated with Producer compensation as defined by L&C or Finance.

h) System should have the ability to export files with GL data 
9) Generate Statements (See Final Statement Sample for more details)

a) System should have the ability to generate commission statements which display:

i) Adjustments

ii) Garnishment activity, including the following information:

(1) Total earned

(2) Amount sent for garnishment

iii) Negative balances

b) System should have the ability to display commission or override that is paid to the payee.
c) System should have the ability to display subtotals by commission and override.

d) System should have the ability to display compensation by sub-producer on Payee statement.

e) System should have the ability to support multiple commission statement formats (e.g., affiliate vs. producer)
i) Commission statement format is dynamically selected by role and business

f) System should have the ability to generate commission statements based on the following defined events

i) Special Bonus awards (Where bonus check is not included in regular commission cycle)

ii) Weekly (For Producers who select weekly payment option)

iii) Monthly (For Producers who select monthly payment option)
iv) On-demand adjustments
v) Pending

g) System should have the ability to not display commission payments and chargebacks on the commission statement for the same producer in the same commission cycle for the same policy, commission amount, and premium due date.

h) System should have the ability to use Producer (Payee) hierarchy to consolidate commission statements

i) Integration - System should have the ability to create a data file to send to print vendor for commission statements.
i) System should have the ability to NOT print a statement if a payee does not meet the payment threshold.   

ii) System should have the ability to print a statement if the producer has a new debit balance.

iii) System should have the ability to print a statement for a debit balance if the debit balance changes.

j) System should have the ability to generate a statement in the standard statement format when a producer has a debit balance. 

k) System should identify open commission over a X dollar amount at the payee level.
Comment:  CSSI Need to determine process on how this will work

a) System should have the ability to print a commission statement with the following characteristics:

i) Landscape

ii) 8 ½ X 11 plain white paper

iii) Ariel font

iv) Text at 8 point

b) System should have the ability to format all dates on the statement as 8 numeric characters.  Example:  02/01/2009

c) System should have the ability to display a logo on each page of the commission statement

d) System should have the ability to display an insurer identification tagline on the bottom of each page of the commission statement.

e) System should have the ability to repeat the header rows on each page of the commission statement

f) System should have the ability to sort and display subtotals by last name of sub producer on the commission statement

g) System should have the ability to page number each page of the statement without renumbering by section

h) System should have the ability to display the producer’s address in the appropriate spot on the statement for mailing envelope placement
i) System should have the ability to display the UHOne commission contact phone number and return address on the top of each page of the statement
j) System should have the ability to allow the user to create a free form text message to print on the commission section of the statement for all producers (5 lines?).

k) System should have the ability to display messages by channel.

i) If the producer is in more then one channel, choose the active arrangement.

ii) If the producer is active in more then one channel, choose the most recent arrangement.

l) System should have the ability to display pending commission total in the summary section but not have it calculate to the total on the statement (meaning show zero commissions in the commission column)

m) System should have the ability to display pending commissions each cycle that a statement is generated for a payment until they are paid out or removed

n) System should have the ability to display lump sum multiple month premium payments as single month payments on the commission statement

o) System should have the ability to display lump sum multiple month admin refunds as single month reversals on the commission statement

p) System should have the ability to display appointment renewal fees on the statement and identify the description as appointment renewal fee.
q) System should have the ability to display the compensation start and end dates on the top of each page of the statement.

r) System should display the 1st year VIP policy count for all policies in all years.

s) System should display the 1st year VIP policy count for the Key for the override section.
t) System should have the ability to display the following fields on the commission statement:

i) Producer of Record Name

ii) Producer ID (Vue assigned ID)
iii) Name of Producer who assigned commissions to Payee

iv) ID of producer who assigned commissions to Payee

v) Policy Name

vi) Issue Age

(1) Oldest of the two spouses

vii) State of Policy
viii) 1st Year Count (for VIP)
ix) Effective date of policy
(1) This is the original effective date for rewritten policies
x) Plan 

xi) Coverage Type 
(1) This is product type in product authority table
xii) Premium Due Date

xiii) Activity Date

xiv) Year 

(a) Display whole number of year in force

(b) Derived from the effective date

xv) Premium

xvi) Months Advanced

(1) Only populated for New Advance rows

xvii) Commission calculation
xviii) Commission amount
xix) Reason

u) System should have the ability to use and display the following Reasons and Reason Descriptions

i) COMM = Commissions

ii) ADJ = Adjustment

iii) ADV INT = Advance Interest

iv) OVR = Override

v) APP ADV = Applied to Advance

vi) FEE = Fee
vii) REN FEE = Appointment Renewal Fee

viii) NEW ADV = New Advance

ix) PEND = Pending commission payment due to no license update

x) REC + = Reconciled Advance plus additional commission due

xi) REC - = Reconciled Advance with balance due

xii) REC TRM = Reconciled Advance due to policy term

xiii) REN FEE = Appointment Renewal Fee

v) System should have the ability to display summarized commission totals by the following:

i) Commissions

ii) Overrides

iii) Bonus

iv) Other

v) EFT/Check Amount

vi) Pending Commissions

vii) 1099 Earnings
w) System should have the ability to display coverage types (product type in product authority table)

i) M = Medical

ii) D = Dental

iii) MS = Medicare Supplement

iv) L = Life

v) V = Vision
x) System should have the ability to print the sections of the statement in a specified order

i) Summary

ii) Commission Statement

iii) Advance Section

iv) Bonus Section

y) Bonus Section of Statement
i) System should have the ability to generate a Bonus payment section of the commission statement

ii) System should have the ability to allow the user to create a free form text message to print on the bonus section of the statement for all producers (5 lines).

iii) System should have the ability to sort bonus payments section of the statement by bonus description

iv) System should have the ability to sort bonus payments section of the statement by producer

v) System should have the ability to display the following information on the bonus section of the statement:

(1) Producer Name

(2) Producer Vue ID

(3) Carrier

(4) Policyholder Name

(i) Can be blank for bonuses that are not calculated by policies

(5) Policyholder ID

(6) Bonus Description 

(7) Bonus Earned

vi) System should have the ability to subtotal the bonus section of the statement by bonus description

vii) System should have the ability to subtotal the bonus section of the statement by producer
viii) System should have the ability to generate a summary page and a bonus section only if the producer earned a bonus but had no commission activity or payment (e.g. assigns commissions but earned non monetary bonus or did not assign a bonus)
ix) System should have the ability to total the bonus section of the statement.

x) Systems should have the ability to not display a bonus section of the statement if the producer does not earn a bonus.

xi) System should have the ability to display nonmonetary bonus items on the bonus section of the statement
xii) System should have the ability to display policy holder information of the bonus is paid for that policy (e.g. earn $10 bonus on each dental policy).

xiii) System should have the ability to not display policy holder information if bonus is paid on a multiple policy variable (e.g. sell 10 policies, earn $50).

z) Advance Section of the Statement
i) System should have the ability to generate an Advance section of the statement

(1) Advance policy details for all policies that have an advance balance, regardless whether or not they have had activity on the current month’s statement.

(2) Advance policy earn-off

(3) Advance balance

(4) Amount applied to advance balance

ii) System should have the ability to not display an advance section of the statement if the producer does have advances balance or advance activity.

iii) System should have the ability to not display advance reason codes and descriptions if the producer does not have active advance balance and/or advance activity.
iv) System should display advance earnoff in the advance section only, not the commission statement

v) System should display one month of premium for initial new advance and partial month of earnoff if partial month was paid.
vi) System should have the ability to display lump sum multiple month premium payments as single month earn offs on the advance section of the statement

vii) System should have the ability to display chargebacks for terminated policies that have advance balances on the statement

viii) System should display advance policy details for all policies that have an advance balance, regardless whether or not they have had activity on the current month’s statement.
ix) System should have the ability to display the following advance summary information on the top of the advance section of the statement:

(1) Beginning Advance Balance

(2) Current Activity

(a) New Advances

(b) Applied to Advance Balance

(c) Advance Reconciliation

(3) Subtotal

(4) Ending Advance Balance
aa) Affiliate Statement
i) System should have the ability to generate a separate statement for affiliates

ii) System should have the ability to display the following fields on the affiliate statement:

(1) Producer or Payee Name

(2) Full Tax Identification Number

(3) Company

(4) Amount

iii) System should have the ability to display commission and override(s) together on the affiliate statement
iv) System should have the ability to title an affiliate statement as Withholding Statement for Garnishments and Beneficiary Statement for Beneficiaries.
ab) Portal

i) System should have the ability to display the following additional fields on the portal commission statement (fields from Karri)
ii) System should have the ability to display to the following nonstandard fields to select producers on the portal: (fields from Karri)
10) Print Statements

a) System should allow User to indicate commission statement and check should be routed back to a specified User from the print vendor (could be a specific producer on a regular basis or ad-hoc.)
Comment: May be issue with Duncan.
b) System should have the ability to not generate printed statement if:
i) Producer that doesn’t meet minimum threshold

ii) Balance is $0
iii) Producer has assigned Payee for all earned income (Bonus and Commission)
iv) Producer is terminated and not vested

c) System should have the ability to generate an email to producer with payment method of EFT when statement is sent to Portal.
d) System should have the ability to indicate at a producer level if the statement should not print.

e) System should have the ability to generate a statement if balance is negative.

f) System should have the ability to print a statement with all detail that has been holding when open/pending commission are paid out (i.e. Producer meets minimum payment threshold and statement shows all earnings for last three months on printed statement.)
g) System should have the ability to only print statement with commission/override on any premium booked the day after termination and going forward if producer is not vested.

h) System should have the ability to only print statement with commission/override on any premium booked up to the day of termination if producer is not vested.

i) System should have the ability to display detail of all commission for a terminated not vested producer even if all was not paid based on termination date.
j) System should have the ability to set the dates for daily cycle, statement cycle and payment cycles.

k) System should have the ability to define producer notification message for each statement cycle that will print on the statement. 

l) System should have the ability to display issue age on a statement only if it is age 60 or greater.

m) SEE BROKER PORTAL SECTION 

i) Access to electronic statements 

ii) Statement download options
iii) Viewing of pending/open commission (Smart View)
11) Generate Check

a) System should have the ability to 
i) Generate ACH file for bank of EFT commission payments with appropriate EFT account information.
ii) Generate ACH file for bank of EFT bonus payments with appropriate EFT account information.
iii) Generate file of appropriate checks and commissions statements to appropriate print vendor
b) System should not send commission to a Producer if

i) Earnings are under predefined minimum payment threshold (unless year-end vesting is being run).
ii) Producer is on EFT

iii) Producer has assigned Payee for all earned income (Bonus and Commission)

c) Integration:  System should have the ability to support processing commission checks and statements sequentially so UHOne fulfillment vendor may collate and mail in the same envelope

d) System should have the ability to support consolidation of all payments into one commission check and statement, based on Payee 

e) System should have the ability to issue checks at year end to all Producers that did not reach commission minimum earning requirement
f) System should have the ability to generate a check if producer’s EFT record is not active.
g) System should have the ability to generate a check if Payment Mode is EFT but status has not been approved.
12) Vesting Year End Process

ac) System should have the ability to limit vesting of commission to Producers with a minimum year to date earnings of a specified amount.
ad) System should have the ability to set vesting limit at Admin level by carrier and carry down to producers.
ae) System should have the ability to calculate and pay vested commissions based upon Vesting Set-Up for producer.
af) System should have the ability to calculate for adjustments, garnishments, fees, and levies, as part of the vesting payment process
ag) System should have the ability to pay vested commissions by the following(as indicated by VUE Payment method):

i) Check 
ii) EFT
ah) System should have the ability to support paying vested commissions to multiple Payees

i) Vested commission may be for override

(1) According to Key Producer’s vesting terms

ii) Vested commission may be at the Producer level

(1) According to Producer’s vesting terms

ai) System should have the ability to update 1099 amounts with vesting payout amounts

aj) System should have the ability to support vesting arrangements by carrier.
ak) System should have the ability to support vesting rules by commission (Admin rules) versus override (perpetual).

(a) Comment: VUE defines this at the role level
al) System should have the ability to determine when vesting requirements have been met and generate letter and stop commission payment.
am) System should have the ability to override vesting option for a Producer' (i.e. change System Admin carry-down)
an) System should have the ability to not vest Producers terminated for cause.
ao) System should have the ability to stop paying commission/override on any premium booked the day after termination and going forward if producer is not vested.

ap) System should have the ability to stop paying commission/override on any premium booked up to the day of termination if producer is not vested.

13) Commission Fee Payment
a) System should have the ability to identify fee payments on commission statements with defined criteria

b) System should have the ability to calculate commissions on a fee, based upon defined criteria in contract template.
c) System should have the ability to split fee payment if commission on the policy is split
d) System should have the ability to chargeback fees that were paid

14) Assign Commission Rate to Policy

a) System should have the ability to gather policy information needed to determine Payee on plan

b) System should have the ability to combine, use, and follow the assignment parameters to define a commission schedule/rate by
i) Issue date

ii) Policyholder’s resident state
iii) Policy’s duration
iv) Product

v) Line of coverage
vi) Insured age
vii) Spouse age

viii) Riders

ix) Other policy characteristics defined on our Paper Schedules.
c) System should have the ability to base rate on exceptions in the parameters.  For example, if we indicate 5% for plan in All states and 10% for a plan in Texas, the system should identify a TX plan as 10% and an IL plan as 5%.
d) System should have the ability to increase a percentage based on an attribute (i.e. Decreasing Term Life increases base rate by 3%.)
e) System should have the ability to store and display the following for each policy:
i) Commission rate

ii) Year of duration
iii) Producer role

iv) Percentage

v) Flat amount

vi) Effective date
vii) Termination Date
viii) Display history

ix) User id 

x) Reason for update

f) System should have the ability to override a system-assigned commission schedule/rate

g) System should have the ability to manually assign a commission schedule/rate to a policy (if policy did not get assigned any rate)
h) System should have the ability to automatically change commission rates based on events

xi) Hierarchy changes

xii) Plan changes

xiii) Renewals

xiv) Plan adds

xv) Insured over 60 is added

i) System should have the ability to vary renewal commission rates based on age of the policy.
j) System should have the ability to allow for multiple payment calculation methods per policy.
xvi) Varying percentage

xvii) Flat Amount

k) System should have the ability to assign a different commission rate to active coverage based on policy events

xviii) New business issued

xix) Plan change

xx) Plan add

xxi) Renewal

xxii) Add of insured over 60

l) System should have the ability to pay 0% on a policy based on Schedule.
15) Tasks
a) System should have the ability to create a task for commission adjustments over a certain amount.
b) Integration:  System should have the ability to create a task for premium or policy feed exceptions.
c) System should have the ability to create a task if a Non-Platinum producer is producer of record on a Platinum policy.

d) System should have the ability to generate a task for payment amounts which are more than a certain amount (i.e. $25,000) 

e) System should have the ability to not allow statements to print until after the payment cycles are run. 

16) Additional Fields (refer to Use Cases for complete field list)
a) VIP Display Screen

i) Month
ii) Year
iii) Issue Date
iv) Effective Date
v) Policy ID

vi) Policyholder name

vii) Split Comm %

5.00 Reports
Overview

The VUE system will generate several reports, SmartViews, and bulk files
Assumptions

1) Some reporting requirements will be satisfied with reports, SmartViews or bulk files
Requirements

1) General Requirements

a) System should have the ability to create ad hoc reports.
b) System should support the ability to have multiple conditions.
c) System needs the ability to generate reports and Smartviews from multiple entities. 
d) System should have the ability to save a smart view.
e) System should have the ability to modify an existing smartview.
f) System should have the ability to generate a report on demand.
g) System should have the ability to generate a smartview on demand.
h) System should have the ability to create a report on a pre-defined interval.
Comment: We would like this based on system trigger. VUE currently does not offer this.
i) System should have the ability to apply security for specific users to create smartviews and reports.
j) System should have the ability to apply security for specific users to modify smartviews and reports.
k) System should have the ability to apply security for specific users to view reports and smartviews. 
l) System should have the ability to provide a schedule to automatically generate reports and smartviews at a specific time.
m) System should have the ability to display reports on the system.
n) System should have the ability to display reports on the portal.
o) System should have the ability to export reports and smartviews in EXCEL, TEXT format.
p) System should have the ability to export reports and smartviews in HTML and PDF as an optional format.
q) System should have the ability to automatically send reports and smartviews through Email.
r) The system shall provide the ability to retrieve producer information (first name, last name, address 1, address 2, city, state, zip, phone, email) by Agency (e.g., NYL, Ovations, etc.).

s) The system shall provide the ability to retrieve sub-producer information (first name, last name, address 1, address 2, city, state, zip, phone, email) for a producer (e.g., Key Broker).

t) The system shall provide the ability to retrieve producer information (first name, last name, address 1, address 2, city, state, zip, phone, email) for a specific business channel producer (e.g., Key Broker).

2) Smartview

a) System should have the ability to generate a smart view for- View of letters that are part of a package
b) System should have the ability to generate a smart view for- All letters generated by type of letter (include packages)
c) System should have the ability to generate a smart view for- Producers with a license that has expired- without an appointment
d) System should have the ability to generate a smart view for- Producers with a license that has expired- with an appointment
e) System should have the ability to generate a smart view for- Identify all outstanding tasks by follow up date
f) System should have the ability to generate a smart view for-All producers that are in the bucket for pending appointment fee payment

g) System should have the ability to generate a smart view for-Search by fax number

h) System should have the ability to generate a smart view for-Search by agency name

i) System should have the ability to generate a smart view for-All sub producers under a manager

j) System should have the ability to generate a smart view for-All producers licensed in a state with an expired license

k) System should have the ability to generate a smart view for-All producer with a license that is going to expire in X number of days.

l) System should have the ability to generate a smart view for-All sub producers under a manager when an advance agreement terminates

m) System should have the ability to generate a smart view for-Producers with a suspended license

n) System should have the ability to generate a smart view for-All sub producers terminating when a manager terminates

o) System should have the ability to generate a smart view for-Producer terminates but is listed as a payee on producers

p) System should have the ability to generate a smart view for-Open commissions for a producer

q) System should have the ability to generate a smart view for-Daily report of checks and credit card transactions

r) System should have the ability to generate a smart view for-Sub producers under a manager that chargeback for fee

s) System should have the ability to generate a smart view for-Producer that are excluded from charging of appointment fees

t) System should have the ability to generate a Smartview for all producers appointed in a state to compare to state files.
u) System should have the ability to generate a smart view for- NIPR license and appointment exceptions

v) System should have the ability to generate a smart view for-List of all producers by state that owe an appointment fee

w) System should have the ability to generate a smart view for-List of producer that do not have a perpetual license

x) System should have the ability to generate a smart view for-All appointments sent to NIPR daily

y) System should have the ability to generate a smart view for-All producer on withholding because of a b notice

z) System should have the ability to generate a smart view for-Premium exceptions

aa) System should have the ability to generate a smart view for-Producer hierarchy.
ab) System should allow User to request Smart View of all outstanding tasks sorted by follow-up date.
ac) System should allow User to request Smart View of all outstanding tasks sorted by priority.
ad) System should allow User to request Smart View of all outstanding tasks sorted by User.

ae) System should have the ability to generate a report of User security.

af) System should have he ability to generate a smart view to identify all sub producers with a key or SMA role changes.

ag) System should have the ability to generate a smart view of all policy exceptions.
ah) System should have the ability to generate a smart view to identify all withholding amounts.

ai) System should have the ability to generate a smart view for terminated producers sent to collections.

aj) System should have the ability to generate a Smartview for non-vested producers terminated with a debit balance. 
ak) System should have the ability to generate a smart view all policy exception at new business.

al) System should have the ability to generate a smart view all producer information by agency.

am) System should have the ability to generate a smart view of all producers under a manager.

an) System should have the ability to generate a smart view of all producers by agency.
ao) System should have the ability to generate a smart view of all producers by channel. 

ap) System should have the ability to generate a smart view of producers with a “sent to collections” flag that are sent in a given timeframe.

aq) System should have the ability to generate a smart view of check clearing exceptions.

ar) System should have the ability to generate a smart view of Abandoned property cleared check exceptions.
as) System should have the ability to generate a smart view of all pre bonus qualifiers.
at) System should have the ability to generate a smart view of all producers sent the letter requesting payment of appointment fees.
au) System should have the ability to generate a smart view open commissions that result in a payment over a certain dollar threshold
av) System should have the ability to generate a smart view producers meeting criteria to have fee paid by carrier (1 app in 24 months)
aw) System should have the ability to generate a smart view of outstanding advance balances by producer.
ax) System should have the ability to generate a smart view of all outstanding advance balances by manager.
ay) System should have the ability to generate a smart view of user production for audits.
az) System should have the ability to generate a smart view of all new producers added for audit
ba) System should have the ability to generate a smart view of all addresses changed for audit
bb) System should have the ability to generate a smart view of all new direct deposits for audit.
bc) System should have the ability to generate a smart view of all new appointments added for audit.
bd) System should have the ability to generate a smart view of terminated appointments for audit.
be) System should have the ability to generate a smart view of terminated producers for audit.
bf) System should have the ability to generate a smart view of new arrangements added for audit. 
bg) System should have the ability to generate a smart view of plan transfers for audit. 
bh) System should have the ability to generate a smart view of new garnishments added for audit.
bi) Systems should have the ability to generate a smart view of payee changes for audit. 
bj) System should have the ability to generate a smart view that shows all polcies that make up a VIP count for a producer for any given time frame. 
3) Reports

a) System should have the ability to generate a report  of all schedule changes done in a month for SOX

b) System should have the ability to generate a report of newly activated producers by PBA L&A Representative. 
c) System should have the ability to generate a report of all producers that are appointed/licensed in a state by role (do not include internal employees in list to state.)

d) System should have the ability to generate a report  of Accrued & Unpaid Commission

e) System should have the ability to generate a report  of Advance Unearned Commission - By Agency & Policy
f) System should have the ability to generate a report  of Prepaid Commission - By Policy
g) System should have the ability to generate a report  of debit balances by producer (Receivables)
h) System should have the ability to generate a report  of  open commissions to use for auditing prior to commissions generating- include pending commissions
i) System should have the ability to generate a report of all appointment fees that are waived in a given timeframe (charged to Sales.)
j) System should have the ability to generate a report of producers meeting criteria to have fee paid by carrier (i.e. 1 issued app in last 24 months)

k) System should have the ability to generate a report of producers who were charged appointment fees and sent a letter.
l) Portal:  System should have the ability to generate a report  of all policies issued in the last 18 months
m) Portal:  System should have the ability to generate a report of all premium collected for policies issued in the last 18 months showing commissionable premium.
n) System should have the ability to generate a report of producers with uncollected debit balances (all write-offs and collections.)
o) System should have the ability to generate a report of all payments made through check or credit card on debit balances (adjustment voucher report)
p) System should have the ability to generate a report of all check numbers, amounts, and payee details after payment cycle and off payment cycle.
q) System should have the ability to generate a report of all checks that have cleared the bank.
r) System should have the ability to generate a report of outstanding checks in VUE.
s) System should have the ability to generate a report of advance analysis for management.
t) System should have the ability to generate a report of all transactions done in a month for management (User production.)
u) System should have the ability to generate a report of all daily transactions done by licensing and Commissions for management.
v) System should have the ability to generate a report of all weekly transactions done by Licensing and Commissions for Management.
w) System should have the ability to generate of all brokers contracted, showing productivity by state.
x) System should have the ability to generate a report of all brokers licensed by state.
y) System should have the ability to generate a report of all top advances in a month.
4) Bulk File

a) System should have the ability to generate a bulk file for- All producers that need to have mass letter
Comment: CSSI will look into this option because they currently do not have this ability. 
b) System should have the ability to generate a bulk voucher for all fees collected- All producers that paid appointment fee due
c) System should have the ability to generate a bulk file for- All producers that have a product authority change (remove, add)
d) System should have the ability to generate a bulk file for- All producers that need to have hierarchy updated

e) System should have the ability to generate a bulk file for- All producers that need to have schedule added to arrangements

f) System should have the ability to generate a bulk file for- All producers that need to have a payee changed
g) System should have the ability to generate a bulk file for- Bulk terminate sub producers licenses
h) System should have the ability to generate a bulk file for- Identify all abandoned property to flag as abandoned property and void the check in VUE
i) System should have the ability to generate a bulk bonus file to pay a bonus that was administered outside of VUE. 
6.00 Intentionally Left Blank

7.00 Intentionally Left Blank

8.00 Intentionally Left Blank
9.00 Adjustments

Overview

The adjustment processes are mention in several other sections of this document. The following requirements are general for all adjustment types.

Assumptions

Use Cases

1) 20.01a

Process Single Adjustment




2) 20.01b

Process Bulk Adjustment


Requirements

1) Process a Single Adjustment

a. System should have the ability to process a commission adjustment.
b. System should have the ability to process an adjustment for a policy.
c. System should have the ability to select a carrier for an adjustment
d. System should have the ability to identify adjustment reason.

Comment:  VUE has a description that can be used for the reason.
e. System should have the ability to default the GL string based on the adjustment reason.

f. System should have the ability to select a GL string to be debited.

g. System should have the ability to select a GL string to be credited.

h. System should have the ability to select an adjustment category.
i. System should have the ability to enter the adjustment amount.

j. System should identify an adjustment when the adjustment is over a minimum dollar amount for the user.
k. System should have the ability to display the adjustment in open commissions for the producer.

l. System should have the ability to process adjustments in the next commissions calculation cycle

m. System should have the ability to process adjustments in an off-cycle calculation

n. System should have the ability to support “Don’t Generate Check” option for adjustments

o. System should have the ability to support an excluded from 1099 flag for adjustments

p. System should have the ability to adjust both active and terminated producers
q. System should generate journal entries based upon entered dr/cr GL strings or if at a policy level, the journal entries will be based upon the policy attributes (e.g., product, coverage, etc.).
2) Create Bulk Adjustment

a. System should have the ability to upload mass adjustments.  
b. System should have the ability to support “Don’t Generate Check” option for adjustments

c. System should have the ability to support an excluded from 1099 flag for adjustments
d. System should allow the user to specify the dr/cr GL string for each adjustment in the bulk.

e. The system should create exception records that are not able to be adjusted.

f. The system should show exceptions records and valid records 

g. The system should only upload records that have no exception records

h. The system should adjust the producer’s commissions on the commission run following the bulk upload of mass adjustments.

i. The system should have the ability to show adjustments on the next commission statement.

j. The system should have the ability to carry forward adjustment balances on a commission statement and have regular commission earnings apply to the balance.

k. The system should have the ability to not show a commission adjustment on a statement if the overall net affect of that adjustment for that producer and policy is zero.
l. Journal Entries - The system shall provide the user the ability to update the GL Account Numbers.  
m. Journal Entries - There is not a need to maintain GL Account Number History as any going forward activity would just follow the new mapping.
3) Tasks

a. System should create a task for a commission adjustment over a certain dollar amount for the user in the bulk upload.
b. System should create a task for any commission adjustments exceptions that cannot be processed as part of the bulk upload.

10.00 Debit Balance Account Handling


Overview

The following requirements address how system should have the ability to be used as part of “Collection” and “Write Off” processes.

Assumptions

Use Cases

1) 21.00
Collections  Balance is collected

2) 21.01
Write-Offs

Requirements 
1) Debit Balance Handling Process

a) System should have the ability to provide/display debit balance details

b) System should have the ability to generate a collection letter to Producer when producer has a debit balance and certain criteria is met. See process map 21.00 Debit Balance Account Handling.
c) System should not generate a collection letter if the producer is active or vested and  has enough earnings in last x (configurable) months on active business to recover the debit balance

d) System should have the ability to write off a debit balance if it is less then the minimum amount (configurable amount). 

e) System should have the ability to identify debit balances that occur on the last statement for producers that are terminated and not vested and send collection letter immediately.

f) System should have the ability to generate collection notifications to when Producer has a debit balance. 

g) System should allow the user to track if the producer was sent to collections if the write-off is over a user configured dollar amount.
h) System should allow the user to specify to exclude the producer from the debit collection process (e.g., letters, collections, write-offs, etc.).
i) System should have the ability to track payment arrangements for producers that have a debit balance.

Comment:  VUE does not have payment arrangement functionality.  Suggestion would be to create a follow up task to manage the debit balance and exclude the producer from the debit collection process.
j) System should have the ability to track a minimum debit balance amount to be used to determine what happens with a debit balance (write-off, attempt to collect).
k) System should process the producer’s debit balance if the amount is greater then the minimum balance amount.
l) System should have the ability to store debit collection and write-off process rules for 

i) When first notice letter is sent (configurable 
ii) When second notice letter is sent

(1) Lead time to automatically terminate Producer if payment is not received 

iii) When termination/collection letter is sent

iv) Minimum debit balance for collections

v) Minimum debit balance or write-off

vi) Maximum debit balance or write-off

vii) GL string for write-off 
m) System should have the ability to create journal entries for Debit balances that are written off.
n) System should evaluate the producer’s balance for the debit collection process after each payment cycle.
o) System should have the ability to hold payment and apply balance to debit recovery
p) System should have the ability to provide the following SmartViews 

i) Producers that have received a first notice collection letter.

ii) Non-vested Producers terminating with debit balance

iii) Terminated Producers sent to collections

iv) Producers that meet the collection criteria but will not be sent to collections.

q) System should have the ability to update Producer commission balance totals when 

i) Write-offs are adjusted

ii) Payments received 

r) System should have the ability to terminate a Producer when debit balance is sent to collections or written off.
11.00 Policy Hierarchy



Overview

The following requirements address policy hierarchies 

Assumptions

Requirements

1) Policy Display (at policy level – not related to Plan Transfer)
a) System should have the ability to display the policy number

b) System should have the ability to display the policyholder name
c) System should have the ability to display policyholder name title

d) System should have the ability to display policyholder name suffix

e) System should have the ability to display policyholder phone

f) System should have the ability to display policyholder email
g) System should have the ability to display the policyholder address

h) System should have the ability to display the policy state

i) System should have the ability to display the policy’s issue age (older of insured or spouse)
j) System should have the ability to display the insured’s and spouse issue age
k) System should have the ability to display the policy received date

l) System should have the ability to display the policy submitted date

m) System should have the ability to display the policy issued date
n) System should have the ability to display the policy effective date

o) System should have the ability to display the policy termination date

p) System should have the ability to display the policy paid to date

q) System should have the ability to search for policyholder name
r) System should have the ability to display insured sex code
s) System should have the ability to display insured date of birth
t) System should have the ability to display customer type (individual)
u) System should have the ability to display EFT yes/no indicator
v) System should have the ability to display mode premium and annual premium
w) System should have the ability to display payment mode – monthly, quarterly, semi-annual and annual.  
x) System should have the ability to display policy status = withdrawn, reinstated or rescission
y) System should have the ability to display policy’s total number of Insured + Dependents 
z) System should have the ability to display policy Carrier Name
aa) System should have the ability to display plan name based on the GRI Plan Code
ab) System should have the ability to identify the following coverage or riders for a specific policy:
Decreasing Term Life Rider
Enhanced Term Life Rider
Dental Rider
Vision Rider
Accidental Death Rider
HAS Indemnity
Lifetime Max Buy-Up
Platinum App Fee (applies to all Platinum plans)
Guarantee Issue or Portability Rider
Dormancy or Continuity Rider

ac) System should have the ability to display policy coverage effective date.

ad) System should have the ability to display policy coverage termination date.

ae) System should have the ability to enter the policy number and access the policy record.
af) System should have the ability to display policy payment history
ag) System should have the ability to display demographic information for all producers and managers at the policy level.
ah) System should allow the user to maintain the servicing manager on the policy.
ai) System should allow the user to maintain the GRI producer id on the policy.
aj) System should allow the user to display the original issue date and original policy number on a rewritten policy.
ak) Integration - For each GRI producer id change, the system should send the GRI producer Id change to the mainframe.  

i) The new producer id must be either a valid producer alternate id or a valid VUE producer id.

al) System should have the ability to display the commission rates assigned to a policy at the policy level.
am) System should have the ability to display the rules used by the system to assign the commission rate to a policy.
an) System should have the ability for a user to view policy correspondence sent to the policyholder, broker or CC’d to broker. (In VUE or portal if not producer)
ao) System should have the ability for the producer to view correspondence sent to the policyholder if the letter indicates that is can be CC’d to the producer.  (Portal)

2) Policy Hierarchy

a) System should have the ability to establish policy hierarchy based on the producer’s appropriate hierarchy at time policy is issued and received from the policy feed
b) System should have the ability to support displaying , storing, and maintaining multiple hierarchies by policy(Servicing, Commission)

c) System should have the ability to split a policy among several producers by various percents

d) System should have the ability to not pay more then 100% amount split producers

e) System should allow a policy hierarchy to be overwritten and not match the producer’s hierarchy.
Comment:  VUE requires User to set up a new arrangement and assign that to the producer   


f) System should have the ability to support noncommissioned, reporting only roles, on a policy hierarchy.
g) System should have the ability to allow any one producer have a multiple roles on a policy hierarchy. 
h) System should have the ability to support hierarchies which include the payees of all levels

i) System should have the ability to allow terminated producers to remain producer of record on policies when they do not qualify for vesting and are not receiving commissions

j) System should allow producers to remain as producer of record until a producer of record change

k) System should have the ability to support Producers having multiple roles on a policy hierarchy

l) System should have the ability to support a producer of record added to a policy to service the policy, but not receive commissions

m) System should allow a split percentage to be entered at 0% for a servicing producer on a policy

n) System should create a task to identify when the first premium after the end date of a servicing hierarchy to process a plan transfer to move servicing producer to producer of record.
Comment:  User creates a task or future dates a plan transfer
o) System needs the ability to send a servicing producer in a Policy feed from VUE to CFO
p) System should have the ability to mass change policy hierarchies.
Requirements

1) General Requirements

a) System should have the ability to create an adjustment voucher for amounts received by credit card from UHOne

b) System should create a chargeback journal entry 
i) Debit commission, bonus, etc. expense 

ii) Credit commissions payable 
c) System should have the ability to create an adjustment voucher for amounts received by checks 

i) Debit suspense 
ii) Credit commissions payable 
d) System should have the ability to update the debit balance as a result of the payment.
e) System should have the ability to increase debit amount if overpayment is received.

Comment:  User will need to create an adj voucher to decrease debit balance.
f) System should have the ability to generate a manual check for overpayment.

Comment:  In order to create the check, user will need to create an adj voucher to request the manual check through CDS.
g) System should have the ability to pay overpayment on next statement.


12.00 Miscellaneous Requirements

Overview

The following requirements are part of the RFI. The JAD sessions and process review meetings did not address these items.
Assumptions

Requirements

1) Audit

a) System should have the ability to identify transactions processed by User for audit
Comment: CSSI will provide UHOne with list of fields that are currently tracked

2) Checks
a) System should have the ability for a user to enter free form text that will generate on a check (memo on ad-hoc check)
b) System should allow the User to have check routed back for special handling.
3) Environment

a) System should have the ability to have a test environment. 

b) System should have the ability to request an unofficial commission cycle for auditing and reporting.  (This is for calculation only and would not generate sample statements.)
c) System should have the ability to have a training environment. 

d) System should have the ability to have a pre production environment.
e) System should have the ability to archive data by defined criteria

f) System should have the ability for a user to access archived data.

g) System should have the ability to report on archived data.

h) System should have the ability to view archived data.

i) System should have the ability to have an inquiry only environment.

i) If one User is editing the record, another User should not be able to make edits.

ii) More than one User should be able to view the record at the same time without editing.

j) System should have the ability to allow User to test a Schedule prior to activation.
4) Errors/Help

a) System should have the ability to provide access to electronic user guidelines

b) System should have the ability to support standard error handling and recovery for system generated errors

c) System should have the ability to support different levels of alerts

i) Soft edits- enter through

ii) Hard edits- cannot enter through

5) Field Formatting

a) System should have the ability to provide a carry down feature by defined criteria (advance to sub-producers)

b) System should have the ability for users to define field lengths.

c) System should have the ability to expand field lengths as needed. 
d) System should have the ability to define field format 
Comment:  CSSI does not currently have b, c, and d

e) System should all a user to enter an 8 digit dates or display a calendar dropdown.

f) System should have the ability to display date fields in  month, date, year format
g) System should have the ability to display commission payments greater than 10,000,000 
h) System should allow for drop down fields to be user defined.

i) System should allow the ability to override any system populated field.

j) System should have the ability to allow User to define format of any new/additional fields (i.e dropdown, check box.)
k) System should have the ability to allow User to define any values in a field.

l) System should have the ability to allow User to change field label.

6) History
a) System should have the ability to view all transaction history
b) System should have the ability to provide the ability to show all historical changes made through a program or by user.
c) System should have the ability to identify changes done to the system by a program.

d) System should have the ability to identify changes done to the system by a user. 

e) System should have the ability to identify changes done to the system by a mass update. 

f) System should have the ability to default display of all information to current date information. 
g) System should have the ability to display a real time history of changes

h) System should have the ability to store user id and activity date to all changes made to the system

7) Multi-Company

a) System should have the ability to support multiple companies on a single platform

b) System should have the ability to identify specific items by carrier. 
i) Company Logo

ii) Letter head

iii) Carrier specific reports
8) Notes/Notepad

a) System should have the ability to display, enter, and maintain free form text by Producer

b) System should have the ability for certain actions or events to create a predefined note

i) System should note the date and a make a note when a producer balance is written off and/or sent to collections.

c) System should have the ability to display the source of a note. (user or system)
d) System should have the ability to require a user to enter a note when certain processes are done. 
i) When changes are made to certain fields

e) System should have the ability to track notes by entry date

f) System should have the ability to categorize notes by category and sub-category
g) System should have the ability to add to existing notes and keep history of prior record. 

h) System should have the ability to store the User’s name that created the note on the producer record.

i) System should have the ability to set security level settings for view ability of notes

i) Viewable by specific groups

ii) Viewable by all users

9) Search

a) System should have the ability to query any combination of fields 

i) Using multiple conditional statements

b) System should have the ability to query current and historical data and display as a search
i) Producers by specific Zip Code

ii) Producer that matches a Fax Number

iii) Producer’s by Resident State

iv) Producer that matches Last 4 numbers of SSN

v) Producer that matches a License Number

vi) Producer that matches an Alternate ID
c) System should allow the search on the following fields:
i) Last Name

ii) First Name

iii) Agency Name

iv) Producer ID

v) NPN Number

vi) Social Security

vii) Tax ID
viii) Policy number

ix) Policy name

d) Search should display to the producer screen when a search match is selected

e) Search results should be displayed alphabetically by last name, then first. 
f) System should allow for a search type 

i) Options are exact search or like search (like search will include everything with those exact characters)
Comments:  VUE has options “begins with” or “ends with” or “contains”, and this is a one-time configuration that applies to all fields unless different options are specifically assigned to certain fields in configuration. (Exact fields are always available in addition to the Like search.)
g) System should display search matches on producers in all statuses

h) System should have the ability to identify a Producer between software systems 

i) cross reference id number
10) Tasks
a) System should have the ability to maintain tasks by caseloads.

b) System should have the ability to systematically assign follow-up dates 

c) System should have the ability to display caseloads based on assigned priority 
d) System should have the ability to assign a status to a task
e) System should have the ability for management to see all outstanding tasks
f) System should have the ability to create a task for scanned documents

g) System should have the ability to create tasks for items on exception reports due to system updates.

h) Need to be able to report on task information

i) Need to be able to sort tasks by the following:

i) Document Type

ii) Document Sub-Type

iii) Date Imaged

iv) Carrier
v) Received Date

vi) Date Scanned/Imaged

vii) Broker ID

viii) By user assigned 

j) System should allow User to route production that needs to be approved by management based on defined criteria

i) Manual Checks over a dollar limit

i) Manual adjustments over a dollar limit
13   Follow Up Process: 
b) System should have the ability to support creation and assignment of tasks

c) System should have the ability to support the following task creation data elements

i) Assigned To

(1) Options should be all users of VUE

ii) Assigned By

(a) Automatically populated by creator

iii) Date Created

(a) Automatically populated by creator

iv) Follow Up Date

(a) Date in future that is manually entered

v) Status

(1) Open (default)

(2) In Progress

(3) Closed

(a) Should no longer display on open status list

(b) Should have ability to be archived

vi) Priority

(1) High 

(2) Medium (default)

(3) Low

vii) Category

(1) Tasks need to be assigned to a category when automated

(2) Manual tasks need to be able to be assigned to a category

(3) Categories options are the same as Document Categories.

viii) subject
(1) Free form field

ix) Details

(1) Free Form field

x) Reoccurring Task – need  more info here, recurring monthly tasks
xi) Task Frequency 

(1) Options are 
(a) None
(b) Daily (workdays only)
(c) Weekly
(d) Bi-weekly
(e) Monthly
(f) Bi-Monthly
(g) Bi-Annually
(h) Annually

xii) Task Start Date

xiii) Task End Date

xiv) Producer ID

xv) Producer Name

xvi) Privacy

xvii) Approved by

xviii) Completed Date

(1) Default to current date but can be changed if needed

(2) Status should change to Closed when completed date is entered

d) System should have the ability to support re-assigning tasks.
e) System should have the ability to support changing task follow-up date to extend a follow-up.
f) System should have the ability to store and track original Task Start Date if a follow up date is changed.

2) Missing Fields

a) Need to add Karri’s document here.

XI. Definitions

XI.1. Letter Template

XI.2. Document

XI.3. Package

XI.4. Contract – paper contract 

XI.5. Arrangement – Ties schedule, hierarchy and payee 

XI.6. Schedule – multiple contract templates make a schedule
XI.7. Contract Template –rate tables based on pre-defined criteria. For Example, state, product, age, etc.

XI.8. Commission Rates – rate associated with a contract template
XI.9. Block of Business Code

XI.10. Affiliate – someone who is getting paid commission but isn’t licensed and appointed.  Examples, IRS, child support agency, beneficiary.

XI.11. GRI Rewritten Policy 

XI.12. Open Commissions – commissions calculated but not paid

XI.13. Pending Commissions 
XII. 
Acceptance and Sign-Off

I have reviewed the functionality associated with this requirements document. I acknowledge and agree with the content of this requirements document WITH / WITHOUT (circle one) qualification. 

My signature/submission of this form indicating acceptance of the program will be sent to the Process Lead, Name (phone:    , email:        , fax:     ) no later than Date. 

I understand that future issues that may arise after approval of this requirements document will require the successful completion and approval of a change management request. I understand the change management process and will communicate any such future changes to Name (Process Lead).

Signature and Date: 















(Insert signer’s name, title)

XIII. 
Qualifications

	Description of Issue

(Complete and accurate detailed description of the issue)
	Alternatives

(List any known alternatives to resolve the issue)
	Impact if not resolved
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		Examples:										Move to another KB/SMA										Move to independent

		Scenario: Producer Abby sold 5 qualifying policies										Scenario: Abby moved under Bill and sold 3 qualifying policies										Scenario: Abby moved to Independent and sold 4 qualifying policies

		Jan 1 - March 31										April 1 - July 31										August 1 -

				VIP Count		VIP Rate		Applicable Policies						VIP Count		VIP Rate		Applicable Policies						VIP Count		VIP Rate		Applicable Policies

		KB/SMA - Joe		5		*		5				KB/SMA - Joe		5		*		5				KB/SMA - Joe		5		*		5

		Producer - Abby		5		15%		5				KB/SMA - Bill		3		*		3				KB/SMA - Bill		3		*		3

												Producer - Abby		8		20%		8				Producer - Abby		12		22%		12

		* rate dependent on total KB/SMA production

		Writing Broker VIP Scale

		Policies		%

		1-7		15%

		8-11		20%

		12-19		22%

		20+		24%






