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ATTENTION OF: 

Au&\18t	 28, 1972 

cmCULAR LET'lER NO. 194 

!Q:	 ALL INSURANCE Ca-tPANIES LICENSED TO TRANSACT WORKMEN'S Ca-1PENSATION BUSINESS 
m mE C<M«lNWEALTH. 

The Industrial Accident Board finds it neoessary to repubiish to all insuranoe 
oompanies, with particular reterenoe to their Underwrit:1.nl De~ente, instruotions 
last republished in Circular Letter llo. 111, dated March 10, Th: beoause of inoomplete, 
inaccurate, and tardy reporting to "he Board on polioies ot wormen's oompensation 
issued, renewed, and terminated, or oanoelled. SUoh inadequate reportins requires 
urmeceesary correspondence, telephonina, and olerical labor, not only within this 
Division, but in the oompanies ae well. Sinoe the above reoord is publio and therefor 
subJeot to referenoe by the Plblio and in legal aotions, it is neoessary that it be 
both aocurate and oomplete. The tollowins deficienoies in reporting should be noted 
and measures taken to el1m1nate them:

• 
(1) Pn.E NOTICES ON 'lBE PRESCRIBED CARD FORM, of policies issued, renewed, 

terminated or canoelled, mald.n& certain to speoity clearly which ot these events is be1n! 
reported, and all suoh notices, with name of insuranoe OOIDP&J11' olearly stated thereon, to 
be filed with the Division not later than tourteen (14) da1's following such event; if not 
filed within suoh period, g1ve reaeons on reverse side ot card or on oard supplement duly 
signed and tastened thereto. Don't mark the faoe of oard "see reverse side" and then 
fail to make entries thereon. 

(2) STATE FULLY AND ACCURATELY, the name and address of the insured employer 
and speoity whether an individual, partnership, assooiation, corporation, Joint venturer, 
reoeiver, or t.Natee or other le!al representative at any' of the foregoing, or of any" 

other legal enti'ty insured. MIltiform names must be stated in tun, e.g., John Brown 
d/b/a Central MarketJ Robert J,ones and Alfred 8m1th, Trustee ot Federal Realty Trust; 
James Blaok and William White d/b/a J. T. Jones and C~. 

t,) STATE ACetmA'lELY the effeotive date at eaoh policy issued, renewed, terminated, 
or cancelled in each instanoe; give oorreot policy munber and the period covered, i.e., 
one, two, or three years. 

(4) ClWGES. Each and everi ohaJ1se and the date ot such ohanae, whether of name 
or address of insured, or ot period ot ooveraae, should be ful17 reported, giv1n& both 
old and new names in full and old and new addresses so that Board reoords can be 
oorrelated. 
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(5) POLIcr DATES should be stated exactly. A report ot cancellation 
as ot a date earlier than the report ot issuance is ditficult to understand, 
but it happens ~ times. 

(6) PRGiPl'NESS: Report promptly all of the toregoina. 

Managers of underwr1ting departments are kindly requested to manifold 
these ine'tn1otione and :t\1rnish oopies to personnel oonoerned herewith. The 
strict observanoe ot and complianoe with allot the toregoing is hereby 
enjoined. 
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