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U.S. DEPARTMENT OF AGRICULTURE
WASHINGTON, D.C. 20250

RISK MANAGEMENT AGENCY DIRECTIVE NUMBER: 24040

DATE: 06/29/2011

SUBJECT:
OPI:

DOCUMENT AND SUPPLEMENTAL BTO_dF‘Crt] A,SES'B'SM“O” and Standards
STANDARDS HANDBOOK (DSSH) ivision ( )

APPROVED:
Tim B. Witt /s/

Deputy Administrator, Product
Management

1 PURPOSE

This directive provides the form standards and procedures for use in the sales and
service of any eligible crop insurance policy; required statements and disclosures; and
the standards for submission and review of non-reinsured supplemental policies in
accordance with the Standard Reinsurance Agreement (SRA).

2 SUMMARY OF CHANGES

The following are the significant changes to this handbook. It may not represent all
changes; however, all changes are applicable regardless of whether or not listed.

A Added the following exhibits to incorporate form standards previously provided in
the Loss Adjustment Manual. Only the form standards were incorporated; all
completion instructions remain in the LAM:

“Loss Adjustment Certification Form”

“Loss Adjustment Self-Certification Replant Worksheet”

“Loss Adjustment Claims Checklist”

“Loss Adjustment Simplified Claims Qualification Process and Notice of
Loss”.

B Added the acronyms COI, CY, LAM, NDS, RO, RY, and SCP.

C Incorporated the directives/statements/procedures of the following bulletins:
J MGR 10-012;10-012.1 Guidance regarding Section Ili(a)(2)(K) of the SRA
o MGR 10-004; 10-004.1 Guidance regarding Annual Controlled Business
Certification
o MGR 09-001 Non-Disclosure Statements
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. MGR 08-001 Conflict of Interest Disclosure Guidance
J MGR 04-005: First and Second Crop Acreage Certification Forms.
D Defined “electronic signature”.
E Clarified AIP responsibility when a person refuses to acknowledge required
statements.
F Clarified AIP responsibility when unmasking an identification number.

G Provided Added County Statement.

H Provided the mailing and email address for NRS submissions.
I Provided the updated the Limited Resource Farmer website.
J Added Sec. 13 Required Statements and Disclosures.

K Added Anti-Rebating Certification Statement.

L Added Conflict of Interest Statement.

M Added the Covenant Not to Sue.

N Added the Non-Disclosure Statements for AIP, Contractor/Affiliate, and
Individual.

0] Revised the Policy Change to provide guidance for previous insured/SBI
identification number when correcting the identification number.

P Added AIP Representative Signature to RMA Regional Office Yield Request.
Q Modified the Weighted Average Age/Density Worksheet.
Modified the Texas Citrus Grove Inspection Report and Texas Citrus Grove
Inspection Report and Plat Map to change uninsurable acreage to excluded
acreage.

S Removed area classification and land in other county from the APH Database.

T Added Rate Yield and Average Yield to the APH Database.
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3 SPECIAL INSTRUCTIONS

A This directive is effective on the date issued and will remain in effect until
superseded or slip-sheeted.

B RMA will amend this directive to administer programs reinsured by FCIC under
authority of The Federal Crop Insurance Act (7 U.S.C. 1502 et. seq.).

C The Documents Supplemental Standards Handbook (FCIC 24040) issued June
2010 is superseded by this directive.

D All affected forms and statements must be updated by December 31, 2011.
4 OPERATING POLICY

A Form standards contained in this directive are required to contain all items
identified as "Substantive". [See the exhibits to this handbook for specific form
requirements.] All substantive form standards are required unless not authorized
by a specific policy, (e.g., Landlord/Tenant questions not required for Group Risk
Plan (GRP)).

B AlPs are to control and develop all forms in accordance with RMA established
policies and procedures. The agent, contractor, or AIP representative is not
permitted to develop any form for use within policies administered by the AIP
under the authority of FCIC, unless authorized by the AIP.

C Any form standards containing an interest rate for unpaid payment amounts
cannot be higher than the rates stated in the Code of Federal Regulations.

D Form standard item entries may be formatted as line entries, column headings,
boxes, tables, or blocks, as appropriate. Headings for form entries may be
abbreviated, provided an explanation is included in the form completion
instructions. It is at the AlP’s discretion whether the required headings are
column headings or row headings.

E The text for all documents should be developed with an 8-paint font size when
possible; however, font size shall not be less than 6-point. This will assist the
applicants/insureds in reading documents presented to them.

F The Form Title and a Form Identification Number (alpha and/or numeric) must be
on all forms. The Form Identification Number is to be developed according to the
internal procedures of the AIP.

G If multiple pages are required for a particular form each page must be numbered

as follows: “Page __ of _".
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If two or more forms issued are combined into one form, the combined form must
meet the applicable standards in place for each individual form.

If multiple forms have been combined into one form, but the information reported
by the insured is collected at different times, a signature must be obtained at the
time of collection from the insured consistent with the signature guidelines
required for each form.

Rubber or similar signature stamps are not acceptable. If a form requires a
signature to be obtained, that signature must be a pen and ink signature and in
the hand of the person whose signature is required or an acceptable electronic
(digital) signature in accordance with the AIPs established EBIP.

The AIP has the discretion of using “printed name”, “name”, or some other
variation on a form where a signature and a printed name is substantive.

Questions regarding form standards and procedures should be directed to the
RMA Product Administration and Standards Division, Underwriting Standards
Branch.

Standards contained in this handbook are not applicable to AIP administrative
forms that do not affect the policy provisions, such as a form for the direct deposit
of an insured’s indemnity.

AlIPs may develop additional forms based upon their internal needs, such as
electronic transfer of funds.

5 ACRONYMS

ACT

AIP

APH

BP

BIA

CFR

CIH

COl

CY

DSSH

EBIP

The Federal Crop Insurance Act (7 U.S.C 1502 et seq.)
Approved Insurance Provider

Actual Production History

Common Crop Insurance Policy Basic Provisions

Bureau of Indian Affairs

Code of Federal Regulations

FCIC-18010 Crop Insurance Handbook

Conflict of Interest

Crop Year

FCIC-24040 Document and Supplemental Standards Handbook

E-Business Implementation Plan
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EIN

FCIC

FN

FSA

GRP

LAM

NDS

NRS

PASD

PASS

RAN

RMA

RO

RY

SBI

SCP

SRA

SSN

uscC

USDA

Employer Identification Number
Federal Crop Insurance Corporation
Farm Number

Farm Service Agency

Group Risk Protection

FCIC-25010 Loss Adjustment Manual
Non-Disclosure Statement

Non-Reinsured Supplemental

Product Administration and Standards Division

Policy Acceptance Storage System
RMA Assigned Number

Risk Management Agency

RMA Regional Office

Reinsurance Year

Substantial Beneficial Interest
Simplified Claims Process
Standard Reinsurance Agreement
Social Security Number

United States Code

United States Department of Agriculture
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6 DOCUMENTS
A Required Statements and Disclosures:

See Sec. 13 for information regarding applicable AlP required statements and
disclosures. Additionally, the Privacy Act, Non-Discrimination and Certification
Statements can also be found on the RMA Website at:
http://www.rma.usda.gov/regs/required.html, or successor website.

B If a statement is on the back of the form, add “See Reverse Side for Required
Statements”, or other similar reference, on the front of the form.

C If a person refuses to acknowledge required statements, then the AIP
representative should annotate such refusal; affix the AIP Representative’s
printed name and signature, the time, and date to the form where such
statement(s) have been refused.

D Form standards not contained in the DSSH are found in other RMA handbooks
such as: the Crop Loss Adjustment Standards Handbooks, Written Agreement
Handbook, Adjusted Gross Revenue Standards Handbook and other applicable
issuances approved by RMA. Section 508(h) private product submissions, or
pilot programs subsequently approved by the FCIC Board of Directors may also
specify form standards. Form standards provided in other applicable issuances
are considered “Substantive” unless otherwise noted.

E Policies, Options and Endorsements as issued by RMA are the standards that
AIP’s must meet.

7 DEFINITIONS
A The Act - The Federal Crop Insurance Act (7 U.S.C. 81501 et seq.), as amended.
B Agent - An individual who is licensed by the State in which an eligible crop
insurance contract is sold and serviced for the reinsurance year; and who is

authorized by the Company, or the Company’s designee, to sell and service such
eligible crop insurance contract.

C AIP_(Approved Insurance Provider)-- A legal entity, including the company, which
has entered into a Standard Reinsurance Agreement with FCIC for the applicable
reinsurance year.

D Applicant — A person who has submitted an application for crop insurance under
the authority of the Act.

E Authorized Representative - Any person authorized by the insured to conduct
crop insurance business on the insured's behalf (i.e., Power of attorney,
authorized representative of a corporation, etc.). Authorization must be a legally
executed document which indicates the representative’s name and details the
authority given.
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Document — A form developed according to RMA standards for policies,
endorsements, procedures, and other material used for the purpose of
administering the programs in accordance with the Standard Reinsurance
Agreement.

Electronic Signature — As defined by the Electronic Signatures in Global and
National Commerce Act, P.L. 106-229, includes an electronic sound, symbol, or
process, attached to or logically associated with a contract or other record and
executed or adopted by a person with the intent to sign the record.

Immediate Family — An individual’s father, mother, stepfather, stepmother,
brother, sister, stepbrother, stepsister, son, daughter, stepson, stepdaughter,
grandparent, grandson, granddaughter, father-in-law, mother-in-law, brother-in-
law, sister-in-law, son-in-law, daughter-in-law, the spouse of the foregoing, and
the individual’'s spouse.

Insured — The named person as shown on the application accepted by the AIP.
This term does not extend to any other person having a share or interest in the
crop (for example; a partnership, landlord, or any other person) unless
specifically indicated on the accepted application.

Non-Substantive - A term used by RMA informing the AIP that the item(s) may be
included on a form at the AIP’s discretion.

Person — An individual, partnership, association, corporation, estate, trust, or
other legal entity, and wherever applicable, a State, political subdivision, or an
agency of a State. “Person” does not include the United States Government or
any agency thereof.

Personally Identifiable Information - Any information about an individual
maintained by an Agency, including but not limited to, education, financial
transactions, medical history, and criminal or employment history and information
which can be used to distinguish or trace an individual’s identity, such as name,
social security number, date and place of birth, mother's maiden name, biometric
records, etc., including any other personal information which is linked or linkable
to an individual.

Protected Information - Any personally identifiable information about a
policyholder, or information about the policyholder’s farming operation or
insurance policy, acquired from the policyholder, USDA, the Comprehensive
Information Management System, or the insured’s previous or current approved
insurance provider or agent that is protected from disclosure by the Privacy Act,
section 502(c) of the Federal Crop Insurance Act (Act), or any other applicable
statute. This includes all hard copy or electronic information.
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Rebate — To pay, allow, or give, or offer to pay, allow or give, directly or
indirectly, either as an inducement to procure insurance or after insurance has
been procured, any benefit (including money, goods or services for which
payment is usually made [except any service provided to fulfill an obligation of
the Company under this Agreement]), discount, abatement, credit, or reduction of
the premium named in the insurance policy and any other valuable consideration
or inducement not specified in the policy.

RAN (RMA Assigned Number) - A term used by RMA to refer to a number issued
by RMA to an individual who is considered a qualified alien as determined by the
Personal Responsibility and Work Opportunity Reconciliation Act of 1996, 8
U.S.C. 81611; or, to a trust administered by the Bureau of Indian Affairs and
Indian Tribal Ventures who do not have an Employee Identification Number
(EIN).

RMA - The Risk Management Agency, which operates the Federal crop
insurance program on behalf of the Federal Crop Insurance Corporation.

Substantive - A term used by RMA informing the AIP that the item(s) must be
included on a form.

USDA - Includes the Risk Management Agency, Farm Service Agency, and any
other agency within the United States Department of Agriculture.

8 RESPONSIBILITIES

A RMA PRODUCT ADMINISTRATION AND STANDARDS DIVISION (PASD) RESPONSIBILITIES

The RMA PASD wiill:

(1)
()

3)

Establish and issue minimum form standards for documents to affected parties.

Provide guidance and clarification as needed regarding form standards for
documents.

Maintain DSSH (update existing standards, develop new standards, incorporate
recommended changes, etc.).

B AIP RESPONSIBILITIES

AlPs will:

(1)

(2)
3)

Develop documents in accordance with RMA standards and other RMA form
standards issuances.

Assure that the applicable document contains all substantive statements.
Submit documents, document completion instructions, and applicable
computation results of documents, upon request to the RMA PASD or other

USDA oversight agency for review of compliance with these and other RMA form
standards issuances.

18



JUNE 2011 FCIC 24040

9

FORM STANDARDS, ELEMENT DEFINITIONS AND EXPLANATIONS

This section provides explanations for items contained within the Form Standards
Exhibits.

IDENTIFICATION NUMBER

QD Includes Social Security Number (SSN), Employer Identification Number (EIN) or
RMA Assigned Number (RAN);

(2) Form completion procedures must:
(a) Provide instructions to enter the appropriate identification number;
(b) Provide instructions to enter the correct identification number type;

(© Provide the applicant/insured the opportunity to verify that their reported
identification number is correct;

3) AIPs must mask the identification number on system generated forms containing

an identification number. This includes, but is not limited to, forms generated for
such purposes as loss adjustment and underwriting reviews.

If the identification number is unmasked in order to provide the applicant/insured
an opportunity to verify whether the identification number is true and accurate,
the AIP must employ a method of protecting said number; and

(4) Identification number must not be masked when reported by the person providing
the identification number.

IDENTIFICATION NUMBER TYPE

Must contain the following, check one:
o SSN
o EIN
o RMA Assigned Number

AIPs may use an alternate format for allowing the identification number type provided all
types of identification numbers are present (SSN/EIN/RAN). [Refer to Section 4D].
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C PERSON TYPES
(2) Form Completion.

@) Form completion procedures must provide instructions to enter the
specific person type (e.g., partnership, trust, individual, corporation, etc.),
not the SRA Appendix Il entity type code;

(b) This entry is verified for accuracy during applicable RMA, USDA oversight
agencies, or AIP reviews, and at loss adjustment time;

(© Person Type descriptions are provided in the CIH; and
(d) Applicable entity type codes are provided in SRA Appendix IIl.
D SUBSTANTIAL BENEFICIAL INTEREST HOLDER

For persons with a substantial beneficial interest in the insured as identified on the
application: the person type, identification number and identification number type is not
required on each individual form if it is collected on the Social Security Number and
Employee Identification Number Reporting. [See Exhibit 10].

E ADDED COUNTY ELECTION
D Guidelines to administer this election are found in the CIH.

2) If AIPs elect to include this option on the application, one or both of the following
statements must appear on the application as “Substantive”:

[ 1Yes[ ]No Irequestinsurance coverage for my share of the Category B
crops (except forage production) specified below with a
designated county in all added counties where the crops are
insurable.

[ 1Yes[ ]No Irequestinsurance coverage for my share of the Category B
crops (except forage production) specified below with a
designated county in all added counties within the state where
the crops are insurable.

3) In addition to the statements above in (2) add: “If your designated plan of
insurance, level of coverage or price is not available in the added county,
coverage will be provided through the Catastrophic Risk Protection
Endorsement, if the crop is insurable in the actuarial documents for an added
county.” This addition is non-substantive for the 2012 CY.

(4) Added County Election does not apply to forage production policies. [See Sec. 3
of the CIH].
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F AGENT/LOSS ADJUSTER CODE

(2) If an AIP assigns a code, it is “Substantive” and is required on the applicable
form, as follows:

[.B. Agent 06/01/2011 12RMA34
(Agent’s Signature) (Date) (Code Number)

(2) The code number cannot be the individual's SSN.

G STATE AND COUNTY NAME

(2) The entry for "State and County Name" must be the state and county name
where insurance attaches.

2) Form completion procedures must provide this information.

H AIP NAME AND ADDRESS

AlP’s full name and address as specified in the SRA. The AIP may select item (1) or (2)
to fulfill this “substantive” requirement:

8} Provide the AIP’s name and address with the policy or policy jacket at time of
issue; or

2) Provide the AlIP’s full name and address on all forms.
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I LANDLORD/TENANT INSURING OTHER’S SHARE
(2) Guidelines are found in the CIH.

2) The form must clearly state the tenant will insure the landlord’s share or landlord
will insure the tenant’s share.

3) Form completion instructions must provide an explanation of the landlord/tenant
insuring the other’s share and must require evidence of the non-insuring party’s
approval.

(4) Insuring a landlord/tenant is on a crop/county/policy basis.

(5) Suggested formats (Substantive):

(a) “Is applicant insuring the tenant’s share?” “Yes__ No _”
“Is applicant insuring the landlord’s share?” “Yes __ No __;” or,
(b) “In addition to my share on this policy, | am insuring:
o My landlord’s share. | am providing a Power of Attorney or Lease

Agreement as evidence of my authority to insure their share”

m] My tenant’s share under my crop policy. | am providing a Power
of Attorney or Lease Agreement as evidence of my authority to
insure their share”. (Substantive); or,

(© Enter statement in the Remarks section that landlord/tenant is insuring
the other’s share under the crop policy.

(6) AIPs may use the alternate language with the form’s completion instructions
providing explanations.

J PRICE ELECTION

When Price Election appears on the application, it must be clearly indicated if Additional
Price or Established Price is elected. Also, Price Election may be shown as Price times
Price Election Percentage, or in aggregate. If shown in aggregate, form completion
standards must explain Price times Price Election Percentage. (Substantive)
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K NEW ACTUARIAL FIELDS.

D The actuarial documents and RMA processing systems include the following
subfields under Type and Practice:

(a) Type (Substantive)

Commodity Type (Non-Substantive)

2 Class (Non-Substantive)
3 Subclass (Non-Substantive)
4 Intended Use (Non-Substantive)

(b) Practice (Substantive)

1 Irrigation Practice (Non-Substantive)
2 Cropping Practice (Non-Substantive)
3 Organic Practice (Non-Substantive)
4 Interval (Non-Substantive)

(2) AIPs may add the additional fields to the applicable forms requiring the
Type/Practice information; however, this is a non-substantive requirement. |If
AlIPs choose to include these on the applicable form, the Type/Practice
information must be developed to reflect the following:

TYPE PRACTICE
COMMODITY INTENDED | IRRIGATION | CROPPING | ORGANIC
LA BCLA INTERVAL
TYPE CLASS | SUBCLASS USE PRACTICE PRACTICE | PRACTICE
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10 ELECTRONIC FORMS
The Freedom to E-File Act, P.L. 106-222, requires the USDA to establish an electronic
filing and retrieval system to enable producers to file paperwork electronically with
USDA.

A GENERAL INFORMATION

QD Section 5 of the Freedom to E-File Act required FCIC to develop a plan which
would allow agriculture producers:

(@) To obtain, over the internet, from AIPs, all forms and other information
concerning the program under the jurisdiction of FCIC in which the
producer is a participant;

(b) To file electronically all paperwork required for participation in the
program; and

(© To have the option to file electronically, or in paper form in accordance to
the Freedom to E-File Act; Section 3(b).

2) AlP’s are required to comply with the Freedom to E-File Act and provide
electronic accessibility to producers.

@) AlPs are required to establish an EBIP.

(b) The EBIP requires an established back-up system to the primary system
or the facility where information is housed to ensure computer failure
does not deny access to records.

(© AlIP’s must meet these requirements prior to approval for an SRA.

B GENERATED ELECTRONIC FORMS

Electronic forms must be generated in accordance with the standards contained in this
handbook and other applicable RMA standards in accordance with the AIP EBIP.
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11

SUBMISSION REQUIREMENTS FOR NON-REINSURED SUPPLEMENTAL (NRS)
CROP INSURANCE POLICIES

This section provides submission requirements for NRS crop policies that offer additional
coverage, other than coverage for losses related to hail, to a policy or plan of insurance
that is reinsured by FCIC.

WHAT TO SUBMIT

QD Three complete hard copies, or an electronic copy in a format approved by RMA,
of the new or revised policy and related material.

2) Any policies previously approved by RMA that are changed in any manner.
3) All supplemental policies as required under the SRA.
WHEN TO SUBMIT

NRS policies not requesting RMA reinsurance must be submitted no later than 120 days
prior to the first sales closing date.

WHERE TO SUBMIT

If by mail submit to:

Deputy Administrator, Product Management

Risk Management Agency

Attention: USDA RMA Product Administration and Standards Division Stop 0812
USDA/RMA/ Stop0801

P.O. Box 419205

Kansas City, MO 64141-6205

If by electronic submission, send to:

DirectorPDD@rma.usda.gov

QUALITY OF DOCUMENTS SUBMITTED

All documents must be edited, checked for spelling, and be in final form. RMA will not
specifically review documents for spelling, grammar, punctuation, formatting, etc.
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12 REVIEW OF NRS CROP INSURANCE POLICIES

The AIP shall not sell a contract of insurance or similar instrument, which is written in
conjunction with an eligible insurance contract and not reinsured by FCIC, unless it has
complied with the requirements of 7 C.F.R. 400.713. FCIC will not provide reinsurance
for an eligible insurance contract if the AIP sold a contract or similar instrument that
FCIC determines to have shifted risk to, or increases the risk, reduces or limits the rights
of the insured with respect to the underlying policy or causes disruption in the market
place of, such eligible insurance contract reinsured under the SRA. RMA shall review
supplemental policies determine that it is not likely to increase or shift risk to the
underlying policy or plan of insurance, reduce or limit the rights of insureds, or cause
market disruption.

A RMA’s PASD will have 60 days to review the policies, provided all information
required by RMA is included in the initial submission of the policy package.

B The AIP must maintain and make available at the request of FCIC, the
underwriting information pertaining to a non-reinsured contract or similar
instrument of insurance, including the policy number and all SSNs, EINs, or RMA
assigned number(s) related to the eligible crop insurance contract.
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13

REQUIRED STATEMENTS AND DISCLOSURES

COLLECTION OF INFORMATION AND DATA (PRIVACY ACT)

The Collection of Information and Data (Privacy Act) Statement is required for agents,
loss adjusters and policyholders. [See Exh. 3]. This statement must be included on any
form the person signs and a copy maintained by the AlP.

(2) If the Privacy Act statement is provided as a separate document, evidence of
receipt of this statement must be shown by securing the signature of
applicant/insured/agent/loss adjuster and the date at the time of collection. This
process must be completed for each document that requires the Privacy Act
statement.

2) This is required so the AIP may be able to substantiate the statement was
provided in accordance with the Privacy Act of 1974, 5 U.S.C. 8 552a; however,
if the AIP can substantiate with legal sufficiency the insured received and
acknowledged these required statements by using another method, then such
method is acceptable.

CERTIFICATION STATEMENT

The Certification Statement must be included on any form that the person signs which
collects information from the person, such as the application, acreage report, etc. Not
applicable to appraisal worksheets. [See Exh. 2].

NON-DISCRIMINATION STATEMENT

The Non-discrimination Statement must be included on any form the person signs or
provided to the person on a separate form in which the person signs and a copy
maintained by the AIP. [See Exh, 4].

ANTI-REBATING CERTIFICATION STATEMENT

In accordance with section 508(a)(9) of the Federal Crop Insurance Act and the SRA, a
company and its affiliates are prohibited from providing a rebate, except as authorized in
section 508(a)(9)(B).

The Anti-Rebating Certification is an individual certification of the applicant/insured and
agent required at the time liability is established. For the 2012 CY, this statement is non-
substantive. In subsequent crop years, this certification will be substantive on the form
in which liability is established for the policy, e.g., acreage reporting time. The AIP has
the discretion to require this certification at other times.

[See Exh. 5].
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E COVENANT NOT TO SUE STATEMENT

As defined in Section 1 of the SRA, before an agent is allowed to act on behalf of an AIP
with respect to the sales or service of eligible crop insurance contracts for the 2011 and

any subsequent RY, the AIP must obtain from such agent the written acknowledgement

referred to in Section lli(a) of the SRA.

(2) To the extent that an AIP has contracts with individual agents, the Covenant Not
to Sue Statement (Covenant) must be incorporated into or appended to such
contracts.

(a) If written acknowledgement was incorporated or appended to an agency
contract covering multiple agents, it does not meet the requirement of
Section lll(a)(2)(K) of the SRA, unless such acknowledgement is signed
individually by each agent within the agency.

(b) The AIP is not required to certify to RMA that it has obtained written
acknowledgement from each agent. However, AlIPs will be required to
provide RMA a copy of such acknowledgement for any agent upon
request.

(2) If existing Covenant acknowledgements were executed in previous RYs did not
have specific references, or any other terminology that would limit its effect to the
previous RY only, such acknowledgement may be co