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CIRCULAR
NAICOM/CIR/MCCB/MCP/INT/55 Data: 13th December, 2024
To: All Managing Directors/Chief Executive Officers of Insurance Broking Companies
SUBJECT: STRENGTHENING OPERATIONAL STANDARDS AND REPORTING PRACTICES

As part of the Commission’s commitment to improving transparency, professionalism, and
accountability in the insurance industry, the Commission has put in place mechanism to
strengthen operational standards and market conduct of Insurance Brokers. These measures are
designed to enhance trust, streamline processes, and ensure compliance with best practices.
Accordingly, insurance brokers are required to comply with the following:

1. Insurance Brokers shall develop Code of Ethics approved by its Board of Directors that
reflects the values and principles guiding its operations. The document shall at a
minimum, contain the foillowing:

Continues Education

Professional integrity, honesty and diligence

Compliance with legal and regulatory requirements

Client interests and fair treatment

Confidentiality and data protection

Competence and continuing education

Duty to report unethical practices including whistle-blowing

Accountahility and responsibility

Fair competition

Conflict of interests
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2. Insurance Brokers shall develop Standard Operational Manual {(SOM). This document
shalt at a minimum include:
a. Introduction and puipose
. Roles and responsibilities
Clients management
. Clients’ accounts policy/procedure
KYC compliance procedure
Sales and policy management
Compliance and regulatory requirements
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h. Claims handling management
i. Customer service, complaints and communication protocols
j. Billing, premium collection, and financial management

k. Training and professional development
[. Technology and system usage
m. Record keeping and documentation standards
n. Data privacy and protection
0. Review and update protocol for the manual

The copies of the Code of Ethics and Standard Operational Manual are to be submitted to the
Commission not later than 45 days from the date of this Circular.

3. To promote better reporting practices, the Commission has reviewed and standardized

the Business Schedule and Premium Transactions Report and the Schedule of Claims
Awaiting Payment Templates for submission of returns by all insurance brokers.
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Brokers are expected to use the above templates for reporting effective from First Quarter of year
2025.

All Insurance Brokers are required to strictly comply with this Circular.




