[image: image1.jpg]Life Insurance ? ADITYA BIRLA
T w CAPITAL

PROTECTING INVESTING FINANCING ADVISING

Aditya Birla Sun Life Insurance Company Ltd.






Customer Empowerment Tool for Group Protection Solutions (GPS)

We at Aditya Birla Sun Life Insurance (ABSLI), recognize your vital role in administering the Insurance needs for your employees. For the smooth functioning of the aforesaid benefits we request you to go through this document to familiarize yourself with the administrative procedures of ABSLI. 

Please read this document in conjunction with the policy contract. 

This tool aims at addressing the likely queries of the ‘Group Policyholder’ in administering the Plan and hence we have designed this document in the form of ‘Frequently Asked Questions’ to assist you to get familiarized with the Administrative procedure. This will help you to manage your policy more effectively and ensure better servicing from Aditya Birla Sun Life Insurance. 

For all your service-related requests and queries/clarifications we urge you to write to us at absli.grouphelpline@adityabirlacapital.com that is created exclusively for our Group Policyholders alongwith a copy to your service manager.
We look forward to a mutually beneficial relationship and assure you the best of our services at all times.
MEMBER ADDITIONS AND EXITS

a) How do I extend cover to new joiners joining the company?
The policyholder can choose to cover new employees joining during the policy year by paying the pro-rata premium. The policyholder should inform ABSLI with the list of 
mid-year joiners. Incase the data is intimated within 30 days to ABSLI and there is sufficient premium to cover these employees, ABSLI would extend cover from Date of Joining (DOJ) else cover would be extended from date of intimation. In the event of the deposit being insufficient to cover all the new joinees, the effective date of coverage for such members will be the date of receipt of full premium or data whichever is later or any other requirement as mentioned by ABSLI.
b) Are new employees who join the company after the Policy has commenced, eligible for coverage? 
Coverage can be extended to all eligible employees who join the company during the policy year. These members will be extended coverage from the respective date of joining or from the date of intimation as applicable.
The procedure to be followed in case you have opted for Date of Joining coverages is as follows: 
1. The data for all additions must be intimated to ABSLI within a period of 30 days from their respective date of Joining. 
2. In case the data of member additions is sent after 30 days of the members date of joining, the members will be extended coverage from the date of intimation or the date of receipt of complete premium, complete data and any other requirements as specified by ABSLI whichever is later. 
3. You have to keep an advance deposit enough to cover your expected new joinees, with us and replenish the same on an ongoing basis. In the event of the deposit being insufficient to cover all the new joinees, the effective date of coverage for such members will be the date of receipt of full premium or data whichever is later or any other requirement as mentioned by ABSLI.

c) How do I inform the insurance company about new entrants? 

In order to extend coverage to new entrants, you need to furnish complete particulars in respect of new entrants within 30 days of the employee’s joining.

Kindly write to us at “absli.grouphelpline@adityabirlacapital.com” Page 4 of 7 date in the specified (Annexure 1) via e-mail. In case the data is not received in the said format the same shall not be acceptable.

d) What does ABSLI do on receipt of member data for additions? 

In case of member additions ABSLI shall compute the premium payable and communicate the same to you via email within 7 working days. 

- If deposit available with ABSLI is sufficient to adjust the premium payable for the new entrants, then the same shall be adjusted and the balance amount shall be intimated to you. - In case there is no or insufficient deposit amount available with ABSLI then on receipt of complete requirements from you i.e. receipt of complete premium, data & any other requirements the members will be extended coverage and the details updated in ABSLI records. In order to ensure that your members are extended coverage from the monthly processing date or their respective date of joining (as the case may be), you are requested to submit all requirements within the stipulated timelines.

e) When is the premium for new entrants payable? 

The premium for new entrants must be paid on or before the monthly processing date following the date of joining the company. In case of date of joining coverage for the new entrants, you have to keep an advance deposit with us and premiums will be adjusted against the same upon intimation to you. Please note that the risk will commence only from the date of receipt of cheque or date of receipt of last requirement whichever is later.

f) When does Coverage Period for new entrants begin? 

If the full premium in respect of new entrants is available and data has been made available within stipulated window period of 30 days, the coverage will start from date of joining subject to receipt of all requirements by ABSLI.
g) Can the Coverage Amount in respect of a Member be altered during the Policy Year? 
Your policy allows you to increase the employee coverage including Rider Coverage during the year provided the definition of the cover remains the same for the whole group and is acceptable to ABSLI. 

ABSLI may re-underwrite the Members suggested for revision of cover under the policy. 

h) How can I inform of the increase in coverage for the member? 

The increase in coverage for the member can be incorporated in the specified format (Annexure 2) once in a month along with the data for member additions and deletions. 

i) Do the Member/s have the option to withdraw from the Policy? 

No. The Member/s do not have an option to withdraw from the Policy as long as he is in the employment of the Group Policyholder.

j) What if I have multiple new joiners in a month with different Date of Joining? 

In such a case, instead of sending the list of members individually, the same has be collated and sent to ABSLI as one request every month. The Risk Commencement Date shall be date of joining or date of intimation as applicable 

k) How do I get details of premium charged for new entrants? 
After completion of the member additions in our records ABSLI shall send soft copy of the Cost & Benefit Particulars giving you member and coverage wise premium details in respect of new entrants.

MEMBER EXITS 

l) When and how do I inform about Members who have exited from the Group? 
The particulars in respect of exit members’ needs to be furnished in the specified format (Annexure 3) every month 7 days prior to the monthly processing date. Please note that the list of exit members should reach ABSLI within 30 days from the date of the member leaving the scheme. 

m) Will I get refund in respect of members who have exited from the group? 
The pro-rata refund (part) for the unexpired period in respect of Member/s, who have exited other than by way of Death or Retirement, shall be processed and intimated to you within 7 days of date of request. The pro-rata premium will be added to the deposit available with ABSLI and shall be utilized for extending coverage to the new entrants.

UNDERWRITING 

n) Are all new members covered for the full coverage? 

The new members are initially covered upto Free Cover Limit (FCL), if any, specified in respect of your Group Policy. The Coverage beyond FCL is subject to Underwriting decision on receipt of all requirements. 
o) What do you mean by Free Cover Limit (FCL)? 
Free Cover Limit is the limit up to which all members will be covered without having to submit Underwriting requirements. 
p) In case of members beyond the FCL what additional requirements need to be complied with? 
For Coverage beyond Free Cover Limit the members would be required to submit Underwriting requirements as specified by ABSLI. 
q) Is there any time stipulation within which the Underwriting jobs need to be completed? 
Yes. The Medical Underwriting in respect of the Members needs to be completed within a period of 60 days of the communication in this matter. Otherwise the coverage for the member will continue to be restricted to Free Cover Limit for the Policy year. 
r) How are the medical underwriting requirements communicated to us? 
Along with the Cost and Benefit Particulars, a list of members who need to undergo medicals shall be communicated to you. Further an email requesting for a feasible date and time for the medical test (as opted by the member) will be sent to you. We request you to share the contact no and official email id of such members so that we can reach out to them for completion of medical requirements.

r) What does ABSLI do on receipt of Underwriting requirements?
Based on the Health Declaration Forms / Medical Reports submitted in respect of the Member/s ABSLI underwrites the case for Coverage above FCL based on the Underwriting norms and takes any one of the following action based on the health profile of the Member: 
- Accepts coverage at Standard Rates. 
- Accepts cover by charging extra premiums. 
- Decline/Postpone Coverage above the FCL 
s) Who bears the cost of Medical Underwriting? When to pay it? 
The Cost of Medical Underwriting will be borne by ABSLI .
RENEWAL PROCEDURE 

t) How do I renew my Group Term Policy? 
The process to be followed for renewal of your Group Policy is as follows: 

- ABSLI would intimate you on your registered email id 30 days in advance for renewal due and for sharing the renewal data.

- On receipt of the updated data from you, ABSLI will re-compute the premium and share the quote. 
- You are requested to send us the premium along with the confirmation on expats members, members above retirement age and renewal quote duly signed and sealed alongwith the company seal immediately for policy issuance. 
Please note that in case ABSLI is not in receipt of complete premium, the policy will lapse as on the Renewal Due Date. The Policyholder will be solely responsible to make payment of premiums in time on each Premium Due Date. Aditya Birla Sun Life Insurance may, as a measure to provide good service, issue Renewal Notices to the Policyholder. However, it will not be a contractual obligation on the part of ABSLI to issue Renewal Notices. 
u) Is there any grace period available under the Policy? 
No, there is no grace period available under this policy.

CLAIMS PROCEDURE 
The Claims Procedure for all the Coverage’s offered by ABSLI are mentioned below. 
The relevant provisions shall apply to you depending upon the Coverage’s opted for. 
v) What is the procedure to be followed in case of death of the Member?
Upon the unfortunate death of a Life Insured while being covered under the Group Policy, the policyholder is required to intimate ABSLI about the claim along with proof of claim within 30 days from the date of event. 
· Copy of Death Certificate issued by Municipal Authority / Gram Panchayat. 
· Death Claim Form. 
· Bank statement/Pre - Printed Cancelled Cheque Copy. 

· Additional documents required for settling a Death claim may be called for.

On receipt of the intimation, ABSLI would send to the group policyholder the list of requisite documents that needs to be submitted to ABSLI for further claim processing. 
w) What will be the time taken for a claim to be processed? 
It is expected that any death claims should be intimated to ABSLI within 30 days from the date of event. IRDA provides 30 days to settle the claim from the receipt of last requirement. If the case is under investigation than another six months time is provided by IRDA. ABSLI’s endeavour is to settle the claim as early as possible. 
x) Whom will the claim payment be made to? 
As per IRDA guidelines and as per the policy contract , the claim payment shall be made only in favour of the beneficiary through bank account transfer .
y) What is Actively at work ?
The Members covered by this policy shall not be absent from work for more than 15 days immediately prior to the date of commencement of cover (including the date of inception of the cover).In the event any Member had not been Actively on Duty as aforesaid and, for any reason the Policyholder has not incorporated the details of such Member, then the Policyholder shall furnish ABSLI with the details of such Members within 15 days from the application date. The risk cover on these Members will be subject to underwriting by ABSLI. If the Policyholder fails/omits/neglects to furnish the details as aforesaid, ABSLI will be entitled to assume and proceed on the basis that all the Members proposed to be covered through this application had been Actively on Duty on the policy effective date.
The below annexures are sent alongwith this file 
Annexure 1 – Format for member additions 
Annexure 2 – Format for enhancement in coverage 
Annexure 3 – Format for member exits 
Annexure 4 – Checklist & Death claim for EDLI / EREE 
Reach Us: 
Aditya Birla Sun Life Insurance Co. Ltd. 
G-Corp Tech Park 
6th Floor, Kasar Vadavali, 
Ghodbunder Road 
Thane - 400 601 
Email: absli.grouphelpline@adityabirlacapital.com
ADITYA BIRLA SUN LIFE INSURANCE COMPANY LIMITED

Regd. Office: Once Indiabulls Centre, Tower 1, 16th Floor, Jupiter Mall Compound, 841, Senapati Bapat Marg, Elphinstone Road, Mumbai – 400 013

Thane Office: G-Corp Tech Park, 5th & 6th Floor, Near Hypercity Mall, Kasarwadavali, Ghodbunder Road, Thane (W) – 400 601

Website: www.birlasunlife.com
Tel: 6723 9100
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