THE WORKERS’ COMPENSATION
RATING AND INSPECTION BUREAU OF MASSACHUSETTS

10T ARCH STREET - 5TH FLOOR, BOSTON, MA 02110
(617) 439-9030 FAX 439-6055

August 11, 1995

CIRCULAR LETTER NO. 1722

MASSACHUSETTS TAKE-OUT CREDIT REPORTING
SEMI-ANNUAL REPORTS

For Calendar Year 1995, carriers will be required to submit two Take-Out Program Credit
Reports.

o The first two quarters of Calendar Year 1995 data should be valued as of June 30,
1995, and submitted by September 1, 1995.

e The Aggregate Annual data (four quarters) for Calendar Year 1995 should be
valued as of December 31, 1995, and submitted by March 1, 1996.

Beginning with the June 1995 submission, optional diskette reporting is available and all
carriers are encouraged to submit their take-out policies via diskette. Diskette reporting eliminates
data entry errors and will improve the timeliness of the Bureaus response and approval of the take-
out submissions.

Diskette specifications and record formats are attached. Bureau staff are available to
assist carriers in the implementation of diskette reporting.

An optional data element is added to both the hard copy form and diskette specifications.
The Massachusetts Intra-state Rating ID Number (Bureau File Number) is requested where
available. This will assist the Bureau staff in monitoring a take-out risk through both subsequent
adjustments and throughout the 3 years of take-out eligibility. Carriers are not obligated to enter
values in this field or column.

The additional information contained in the revised State Summary Sheet makes the form
suitable for use in the Bureau’s process of submission log-in and quality control. The extra carrier
contact information assists us in efficient follow up. The State Summary Sheet also requests a
description of the order of the detail records. The sort order of the detail record facilitates the
verification of our data entry.

Questions on the take-out program should continue to be directed to me. Questions
concerning technical aspects of diskette reporting should be directed to Sheila Annis, Statistician.

NORMAN R. FONTAINE
Vice President of Industry Affairs
Attachments
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MASSACHUSETTS TAKE-OUT PROGRAM
DISKETTE SPECIFICATIONS

I. DISKETTE FORMAT

ASCII format on an IBM compatible 31/2 1.44 density micro diskette is the
recommended format. Other spreadsheet software can be used to report the take-out
information with Bureau approval prior to submission. Feel free to call Sheila Annis to

discuss this.

1L EXTERNAL LABEL

Each diskette should be externally labeled with your carrier code, diskette
numbering, density, filing date, valuation date, and file name.

The following is a sample label.

Group or Carrier Code 99999
Diskette No. 1 of 2

Diskette Density 1.44 MB
Filing Date: 9/1/95

Valuation Date: 6/30/95

File Name
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III. DATA FIELDS

" The record formats in Section V classify each field as alpha numeric, numeric, or
signed numeric. ' N

All data fields classified as numeric are right justified and left zero filled. Signed
numeric contain the sign in the first position of the field without embedded blanks between
the sign and digits. All numeric values are reported as whole dollar amounts and may not
contain dollar signs, commas, or decimal points. Dollar amount fields should be rounded
to the nearest whole dollar.

All alpha numeric fields are left justified and space filled. Alpha numeric fields may
not contain any punctuation, i.e. commas, period, colons, etc.

All date fields are formatted as month, day and year with a back slash separating
each portion of the date.

A brief reporting instruction for each element is listed in the record format. Please
contact bureau staff for additional information or assistance.

IV. TRANSMITTAL

Take-out submissions are accompanied by hard copy state summary sheets, which
will function as a transmittal for submission control and also provide a carrier contact
person. The state summary information will be reportable on diskette for the December
1995 take-out report.
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THE WORKERS’ COMPENSATION
RATING AND INSPECTION BUREAU OF MASSACHUSETTS

101 ARCH STREET - 5TH FLOOR, BOSTON, MA 02110
{617) 439-9030 FAX 439-6055

MASSACHUSETTS TAKE-OUT PROGRAM
STATE SUMMARY

CALENDAR YEAR _ DATE

First Two Quarters [ ]  Annual Aggregate [ ]

CARRIER NAME: ‘ CARRIER CODE:

1991
1992

1993
1994
1995
1992
1993
1994
1995
1993
1994
1995
1993
1994
1995

Total | l l I I
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Please describe the sort order of the detail take-out policy records, i.e., policy number, order or
policy effective date order etc.

Submitted By:

Title:

Telephone No: Fax No.:

Address:




THE WORKERS’ COMPENSATION

RATING AND INSPECTION BUREAU OF MASSACHUSETTS

10T ARCH STREET - 5TH FLOOR, BOSTON, MA 02110
(617) 439-9030 FAX 439-6055

INSPECTION

MASSACHUSETTS TAKE-OUT PROGRAM
CALENDAR YEAR

Detail Take-Out Policies and Adjustments

First Two Quarters [_] Annual Aggregate [ ]

Adjustments to previously reported take-out require an offset record (to remove the previously reported record) and a revised record, the offset records are credits (negative) and the revisions debits (positive).



