Directory Structure

—rsan oA ol el nYeall

« \TO_SCDOI
v
A | Filename / Flesize Fietype Last modified
0.,
_JFrom_SCDOI File Folder 06/11/2011 2:12:05PM
)To_SC001 FieFolder  0811{2011 2:12:05PM

Each user of the FTP system will be given their own folder on our server. Other
users of the system will not be able to access your folder nor will you be able to
access theirs.

The root folder contains 2 sub-folders, From_SCDOI and To_SCDOI.

When submitting data place your file in the TO_SCDOI folder. Response files
generated by SCDOI will be placed in the From_SCDOI folder.

Files can be given any name you like.
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If a field is not required you still need to include a comma with no space after the previous
comma as a place holder for the blank field.
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Fields

Number 1

Name Transaction type
Maximum Length |1

Requi Required field

Acceptable Data

1-New submission, 2-New Endorsement, 3-Cancel Existing Submission,
4-Reinstatement, 5-Renewal, 6-Audit

Number 2

Name Broker License Number
Maximum Length | 12

Requil Required field
Acceptable Data

Number 3

Name Agency Code
Maximum Length | 12

Requirements

Optional for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data
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Fields

Number 4
Name Agency Name
Maximum Length | 50

Required for new submission if sole proprietorship and not licensed in 5C,
Mot required for endorsement, Not required for Cancellation (see field
1)for Canc ion (see field 1)

Acceptable Data

Number 5

Name Purchasing Group

Maximum Length | 12

qui Required for new submission if Insured Type is Purchasing group

Acceptable Data

Number 6

Name Insured Type

Maximum Length |1

Requi Required for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)
If entity is Purchasing Group must provide Purchasing Group SC assigned
cocode.

Acc ble Data 1-Individual, 2-Entity, 3-Purchasing Group
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Fields

Number 7

Name Insured Name

Maximum Length | 100

Requi Required for new submission, Not required for endorsement, Not required

for Cancellation (see field 1)
Enter name of purchasing group if Insured type is purchasing group

Acceptable Data

Number 8

Name Description of Risk
Maximum Length | 50

Requirements

Optional for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data

Number 9
Name Policy Number
Maximum Length | 15
qui quired for new submission, required for endorsement, Not required for
Cancellation (see field 1)
Acceptable Data

29



Fields

Number 10

Name Policy Placement Date

Maximum Length | 15

Requi Required for new submission, Not required for endorsement, Not required

for Cancellation (see field 1)

Acceptable Data Date format — MM/DD/YYYY
Number 11
Name Policy Effective Date

10

Maximum Length

Required for new submission, required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data Date format — MM/DD/YYYY
Number 12
Name Policy Expiration Date

10

Maximum Length

quired for new submission, required for endorsement, Not required for
Cancellation (see field 1)

Date format - MM/DD/YYYY
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Fields

Number 13
Name Endorsement Effective Date
Maximum Length | 10

Requirements

Mot required for submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data Date format - MM/DD/YYYY
14

Name Endorsement Expiration Date

Maximum Length | 10

Requirements Mot required for new submission, Required for endorsement, Not
required for Cancellation (see field 1)
Acceptable Data Date format — MM/DD/YYYY
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Fields

Number 15
Name Late Sul
Maximum Length |1

Requirements

Optional for submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data ¥-Yes, N-No

16
Name Late Submission R
Maximum Length | 11

Requirements Optional for new submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data 1-Misfiling/overlooked by the broker, 2-Error in the internal processes of the
broker, 3-Turned in late by the broker, 4-Received late by the broker, 5-Other

Number 17

Name i Cat v

Maximum Length | 1

Requirements

Required for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data

1-Stop Loss, 2-Regular, 3-Indpendantly/Directly Procured, 4-Industrial
Insured, 5-reserved for future use, 6-Audit
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Fields

Number 18
Name Multi-state Flag
Maximum Length |1

Requirements

Required for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data Y - Itis multistate N- It is a single state policy

Number 19

Name Multi-state Disbursement

Maximum Length | 152

Requirements Required for new submission if the multi-state flag is Y. Not required for
endorsement, Not required for Cancellation (see field 1)

Acceptable Data State abbreviations concatenated, separated by semi-colon

Number 20

Name Street Address of Risk / Insured

Maximum Length | 40

Requirements

Required for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data
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Fields

Number 21
Name City of Risk / Insured
Maximum Length | 40

Requirements

Required for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data

Number 22

Name State of Risk / Insured
Maximum Length | 2

Requirements

Required for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data 2 digit state abbreviation
Number 23

Name Zip Code of Risk / Insured
Maximum Length |9

Requirements

Required for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data
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Fields

Number 24
Name County Code
2

Maximum Length

q Required for new sut Mot required for endorsement, Not required

for Cancellation (see field 1)

Number 25

Name Licensed Insurer Name 1

Maximum Length | 80

Requi quired for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data

Number 26

Name Licensed Insurer Name 2

Maximum Length | 80

Requirements

Optional for new submission, Not required for endorsement, Not required

for Cancellation (see field 1)

Acceptable Data
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Fields

Licensed Insurer Name 3

an
80

Requirements

Optional for new submission, Not required for endorsement, Not required
for Cancellation (see field 1)

Acceptable Data

Number 28

Name SC Assigned Company Code 1

Maximum Length | 12

Requi Required for new submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data

Number 29

Name P i ‘Written C y1

Maximum Length | 12

Requi Required for new submissi Required for endorsement, Not required for

Cancellation (see field 1)

Acceptable Data

Currency rounded to nearest dollar
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Fields

Number 30
Name SC Assigned Company Code 2
Maximum Length | 12

Requirements Optional new submission, Optional for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data
31

Name Pi i ‘Written Company 2

Maximum Length | 12

Requirements Optional for new submission, Optional for endorsement, Mot required for
Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar

Numb 32

Name 5C Assigned Company Code 3

Maximum Length | 12

Requirements

Optional new submission, Optional for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data
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Fields

Number 33
Name P i Written Company 3
Maximum Length | 12

Requirements Optional for new submission, Optional for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar

Number 34

Name 5C Assigned Company Code 4

Maximum Length | 12

Requirements

Optional new submission, Optional for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data
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Fields

35

Maximum Length

12

Requirements

Optional for new submission, Optional for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar
36

Name 5C Assi i Company Code 5

Maximum Length | 12

Requirements Optional new submission, Optional for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data

Number 37

Name F i ‘Written C ¥5

Maximum Length | 12

Requirements

Optional for new submission, Optional for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data

Currency rounded to nearest dollar
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-
Fields
LI R L P
Number 38
Name Total Premi Written for Policy
Maximum Length | 12

Requirements

Mot required - total calculated by DOI returned in response file

Acceptable Data Currency rounded to nearest dollar. If multistate policy indicate ONLY the
portion allocated to South Carolina.
b 39
Name Reserved for future use
Maximum Length | 12
Acceptable Data
Number 40
Name Total Policy Fees Charged
Maximum Length | 12

quired for new submission, Required for endorsement, Not required for

Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar

Number 41

Name Reserved for future use

Maximum Length | 12

Requi quired for new submissi Required for endorsement, Not required for

Cancellation (see field 1)

Acceptable Data

Currency rounded to nearest dollar
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Fields

Number 42
Name Total Premiums Written and Policy Fees
Maximum Length | 12

Requirements

Mot required = total calculated by DOI returned in response file

Acceptable Data

Currency rounded to nearest dollar

N b 43

Name Total Broker Premium Tax

Maximum Length | 12

Acceptable Data

Number 44

Name Distribution of Premiums Written 19.00 - Life ( Stop Loss Only )

12

Maximum Length

B

quired for new submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar
Number 45
Name Distribution of Premiums Written 21.00 — A&H ( Stop Loss Only )

Maximum Length

12

quired for new submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data

Currency rounded to nearest dollar
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Fields

Number 46
Name Distribution of Premi Wri 22.00 - Property [ Other than Auto )
Maximum Length | 12

Requirements Required for new submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar

Number 47

Name Distribution of Premi i 22.10 - PP Auto physical Damage
12

Maximum Length

Required for new submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar
Number 48
Name Distribution of Premiums Written 22.30 — Comm. Auto physical Damage

Maximum Length

12

q

quired for new submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data

Currency rounded to nearest dollar
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Fields

Number 49

Name Distribution of Premiums Written 23.00 - All Casualty { Other than Auto
Liability )

Maximum Length | 12

quired for new submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar
Murmb 50
Name Distribution of Premiums Written 23,30 — Comm Auto Liability

Maximum Length

12

quired for new su Required for endorsement, Not required for

Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar

Number 51

Name Distribution of Premiums Written 24.00 - Surety

Maximum Length | 12

Requi Required for new submission, Required for endorsement, Not required for

Cancellation (see field 1)

Acceptable Data

Currency rounded to nearest dollar
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Fields

Number 52

Name Distribution of Premiums Written 25,00 — Marine

Maximum Length | 12

Requi Required for new submission, Required for endorsement, Not required for
Cancellation (see field 1)

Acceptable Data Currency rounded to nearest dollar

Number 53

Name Tax Year

Maximum Length |4

Requi Required for all transaction types (see field 1)

Acceptable Data Year format - YYYY

Number 54

Name i Year
4

Maximum Length

Required for all transaction types (see field 1)

Acceptable Data

Year format - YYYY
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Fields

Number 55
Name bmission Numb
Maximum Length | 12

Required for Submission transaction - generated by DOI and returned in
response file, Required for endorsement, Required for Cancellation (see
field 1)

Acceptable Data

Number 56

Name Endorsement Number

Maximum Length | 12

Requirements Mot Required for Submission transaction, Not required for endorsement -
generated by DOI and returned in response file, Not Required for
Cancellation (see field 1)

Acceptable Data

Number 57

Name bmission Status
1

Maximum Length

Mot required - generated by DOI and returned in response file (see field 1)

Acceptable Data

1- Submission Processed; 2-Submssion Rejected, 3- Endorsement
Processed , 4 - Endorsement Rejected, 5-Cancellation Processed, 6-
Cancellation Rejected
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Fields

Number 58
Name Date Received
Maximum Length | 19

Requirements

Mot required - generated by DOI and returned in response file

Acceptable Data

Date format DD/MM/YYYY HH:MM:SS

Number 59

Name Date Processed

Maximum Length | 19

Requirements Not required - generated by DOl and returned in response file
Acceptable Data Date format DD/MM/YYYY HH:MM:5S
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Fields

Number 60

MName Error Codes

Maximum Length | No Maximum

Aequirements Not required - generated by DO and retumed in response file

Erros codes atenated, separated by sermi-col

Each error code will have a comesponding message in next fiekd
Errors - The following errars will prevent the submission from being
actepted

-2 Not CSV = The uploaded file is not a CSV file or the file is corrupt
-3 Invalid Data Type — Alpha characters detected in a numeric field

-4 Required Field Missing — no data was found in  required Field

-5 Broker license was inactive before the placement date of the palicy
-6 Broker license was Lapse before the placement date of the policy
-7 Surplus lines company license inactive before the effective date of
the  policy

-8 Invalid Broker License

9 Invalid Surplus Line Compary Code

-10 Invalid Coverage Type

-11 Invalid Insured Type

-12 Caverage description must be 19.00 Life and for 21.00 ARH it
coverage type is Stop Loss

-13 Atleast ane licensed insurer's Name not provided

-14 Invalid effective date

-15 Invalid expiration date

-16 Duplicate Submistion

-17 Data Too Large
Warnings 1gs will not prevent a f
aceepted.

-100 Insured must be entity if coverage type is Stop Loss

-101 Pelicy Number fbinder required
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Fields

Number 61
Name Error Messages
Maximum Length | No Maximum

Requirements

Mot required - generated by DOl and returned in response file

Acceptable Data

Error

concatenated, separated by semi-colon
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Correcting Errors

Each line in your submission file will have a corresponding line in the response file. If there
are errors in a submission the error will be indicated in the last 2 fields of the submission

record.

When resubmitting corrections you have the option of creating a new file containing the
corrections or you may correct the original file an resubmit it.

If you select this option your response file will contain a “duplicate subission” error for
those submissions aleady accepted. You may ignore these.
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Correcting Errors
Common Mistakes

1. Large number of errors

Large number of errors - If the response file contains a large number of errors
you’ve probably skipped a field when creating the file.

Remember, each line should contain a place for every field in the specification, even
if the field is not required or it is a return only field. If a field is missing it’s possible
that every field after the missing field will generate an error.
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