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The Cover Letter
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RULE 69O-149.021(1)(B)1.A OF THE F.A.C.

ALWAYS SUBMIT WITH EVERY FILING

ALWAYS PROVIDE DETAILED INFORMATION

ALWAYS PAINT A PICTURE FOR THE ANALYST

ALWAYS EXPLAIN THE DISTRIBUTION METHOD
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ALWAYS IDENTIFY NEW FORMS WITH A UNIQUE 
NUMBER 

BE SURE TO PROVIDE A TITLE AND DESCRIPTION OF 
EACH FORM

COMPARE THE COVER LETTER TO YOUR UDL

ABC’s of New Form Filings
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Revising Previously 
Approved Forms

OFFICE OF INSURANCE REGULATION

•PROVIDE A LIST OF ALL 
ASSOCIATED FORMS WHICH WILL BE 
USED WITH THE FORMS BEING REVISED

•PROVIDE THE FLORIDA FILE NUMBER OF 
THE APPROVAL OF EACH ASSOCIATED 
FORM
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Re-Submissions
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•PROVIDE THE FILE NUMBER OF THE 
PREVIOUS FILING

•IDENTIFY THE FILING AS BEING 
RESUBMITTED AS THE 
PREVIOUS FILING WAS: 
RETURNED INCOMPLETE; 
WITHDRAWN; OR DISAPPROVED
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Marketing Details
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•DESCRIBE ALL METHODS OF MARKETING

PHONE SCRIPTS
RADIO ADS

WEBSITES…
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Additional Details
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•ELECTRONIC PROCESSING
•STATEMENT OF VARIABILITY
•STATE WHETHER “WAR” INCLUDES TERRORISM
•CERTIFY THAT ALL DISCLOSURE STATEMENTS 
ARE NOT LESS THAN 10 POINT FONT
•PROVIDE A CURRENT AUTHORIZATION IF 
APPLICABLE
•REMEMBER TO INCLUDE AN ALTERNATE 
CONTACT PERSON IF  YOU WILL BE OUT OF THE 
OFFICE
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Types of Cover Letters
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•WHEN CREATING A NEW FILING THEN THE 
COVER LETTER IS AN INITIAL COVER LETTER

•WHEN RESPONDING TO A CLARIFICATION 
LETTER THEN THE COVER IS CONSIDERED TO 
BE A RESPONSE COVER LETTER

•WHEN SUBMITTING A WITHDRAWAL LETTER 
THEN THE COVER LETTER IS CONSIDERED TO 
BE A WITHDRAWL COVER LETTER
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Filing Requirement Checklist

OFFICE OF INSURANCE REGULATION

ALWAYS REVIEW THE “CHEAT SHEET” 
WHICH CAN BE FOUND ON PAGE 105 OF 

YOUR BOOKLET. THE FILING 
REQUIREMENTS HAVE BEEN UPDATED TO 

INCLUDE DMPOS AND FOREIGN LANGUAGE 
FILINGS. 
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Cover Letter Checklist
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THE OFFICE HAS PROVIDED A 
COVER LETTER CHECKLIST WHICH 

CAN BE FOUND ON PAGE 103 OF 
YOUR BOOKLET. WITH EACH 

FILING PLEASE BE SURE TO FILL IT 
OUT AND PLACE THE FLORIDA 

ASSIGN FILING NUMBER ON THE 
TOP LINE IN ORDER TO TRACK 

YOUR FILING.
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Thank you.

Your Filing Cover Letter
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