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To: Chief Executives of all authorized insurers, Responsible Officers of all licensed insurance
agencies and licensed insurance broker companies

Dear Sirs,
Continuing Professional Development (“CPD”) Requirements

CPD Compliance Reporting for Combined Assessment Periods 2019/20 and 2020/21
Detailed instructions for reporting by principals to the Insurance Authority (“1A”)

We write further to our circular dated 1 April 2021 regarding the CPD compliance reporting
procedures for the Combined Assessment Periods of 23 September 2019 to 31 July 2020
(2019/20) and 1 August 2020 to 31 July 2021 (2020/21).

Important deadlines

By way of recap, the key deadlines for the Combined 2019/20 and 2020/21 Assessment Periods
are:

31 July 2021 - Deadline for individual licensees [i.e. licensed individual insurance
agents, technical representatives (agent) and technical representatives (broker)] to
complete their CPD hours for the Combined 2019/20 and 2020/21 Assessment Periods.

30 September 2021 — Deadline for individual licensees to submit their completed CPD
Declaration Forms to their appointing principals (i.e. their appointing authorized
insurers, licensed insurance agencies or licensed insurance broker companies).

31 October 2021 — Deadline for appointing principals to report CPD compliance status
of their appointed individual licensees to the IA.

Information on CPD hours available through the 1A’s Insurance Intermediaries Connect

The following information may be obtained through the 1A’s Insurance Intermediaries Connect
(“HC”) in relation to the Combined 2019/20 and 2020/21 Assessment Periods.

1. Individual licensees can view the CPD hours they are required to obtain by logging into
their 11C individual accounts and clicking the ‘CPD requirement’ option from the vertical
menu on the left.

2. Appointing principals may download their CPD list showing the CPD hours which each of
their appointed individual licensees are required to obtain, by:
i.  logging into their 11C Supervisor account;
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ii. clicking the ‘Report’ option from the vertical menu on the left;

iii. selecting ‘6. CPD hours required for the Combined Assessment Periods [2019/20 &
2020/21]’ from the pull down menu of “Report Type”; and

iv. clicking ‘Download’.

The CPD lists have been updated by the 1A on a monthly basis to keep track of changes in
the appointed individual licensees for each principal. The finalized CPD list will show
the appointed individual licensees for each principal as at 31 July 2021 and these will be
available in 11C on 6 August 2021. Principals should use the CPD list as at 31 July 2021
in reporting the CPD compliance of their appointed individual licensees to the IA.

A number of licensed insurance agencies and licensed insurance broker companies have still
not created a Supervisor Account in IIC. For this reason, the IA, in mid-June 2021, sent the
CPD lists by email to all licensed insurance agencies and licensed insurance broker companies
so they could monitor the CPD compliance status of their appointed individual licensees.
However, to access their latest CPD list, it is imperative that principals open a Supervisor
Account in 11C as soon as possible, if they have not already done so. A Supervisor Account
in 1IC can be opened by submitting a signed Form A2 to the IA. Please visit the “Forms —
Insurance Intermediaries” webpage on the 1A website for the application form and user guides.

Detailed instructions for CPD reporting by principals to the |A

Each principal, after receiving the completed CPD Declaration Forms from its appointed
individual licensees, should report the CPD compliance status of its appointed individual
licensees to the IA.  This must be done by the principal completing the requested information
in its CPD list and uploading it through I1C to the 1A by 31 October 2021.

A principal must, in its CPD list, indicate the compliance status for each of its individual
licensees using the following codes:

Code | Explanation

Y The individual licensee has completed his/her CPD hours for the Combined 2019/20
and 2020/21 Assessment Periods by 31 July 2021 and submitted his/her CPD
Declaration Form to the principal by 30 September 2021.

N-1 | The individual licensee has not completed the CPD hours required for the Combined
2019/20 and 2020/21 Assessment Periods by 31 July 2021.

N-2 | The individual licensee has not submitted a completed CPD Declaration Form to the
principal by 30 September 2021.

N/A | The individual licensee has not appointed the principal, as the principal responsible
for reporting the individual licensee’s CPD compliance to the 1A.

NR | The individual licensee was not required to complete any CPD hours for the
Combined 2019/20 and 2020/21 Assessment Periods

Note that for individual licensees who are not required to earn any CPD hours for the Combined
Assessment Periods 2019/20 and 2020/21, the compliance code ‘NR’ has been pre-populated
in the CPD lists. These individual licensees are not required to submit a completed CPD
Declaration Form to their principal(s).


https://iic.ia.org.hk/en/login.html
https://iic.ia.org.hk/en/login.html
https://iic.ia.org.hk/en/login.html
https://iic.ia.org.hk/en/login.html
https://www.ia.org.hk/en/infocenter/forms/files/A2_Eng_July_2020.pdf
https://www.ia.org.hk/en/infocenter/forms/intermediaries.html
https://www.ia.org.hk/en/infocenter/forms/intermediaries.html
https://iic.ia.org.hk/en/login.html

-3-

To submit its completed CPD list to the IA, a principal should:

login to its 11C Supervisor account;

click the option *‘CPD reporting’ from the vertical menu on the left;
click ‘UPLOAD’ and select the completed CPD list;

click “Validate’ to check the format and version of the CPD list;
click ‘Confirm’ to submit the selected CPD list to the IA.

arwd PR

In relation to all individual licensees indicated by the principal to be N-1 (i.e. the individual
licensee has not completed the CPD hours required) in the CPD list, the principal must also
email copies of the individual licensees’ CPD Declaration Forms together with the relevant
supporting document(s) to cpdreporting@ia.org.hk separately for 1A’s follow-up actions.

The IA is aware that certain licensed insurance agencies may seek assistance from their
appointing insurer(s) to report the CPD compliance status of their appointed technical
representatives (agent). To support this process, each insurer will be provided by email, CPD
lists which include the technical representatives (agent) of its appointed licensed insurance
agencies. An insurer can upload the completed CPD lists for its appointed licensed insurance
agency(ies) to the 1A using insurers’ 1IC Supervisor (following the steps stated above).

If, following the submission of a completed CPD list to the IA, a principal needs to amend the
reported CPD compliance status of its appointed individual licensee(s), it should send its
request to amend by email to cpdreporting@ia.org.hk as soon as practicable.

Enquiries

e For matters concerning the information contained in this circular, or Insurance
Intermediaries Connect, or the opening/ the use of a Supervisor Account, please send your
enquiries or applications by email to licensing@ia.org.hk

e For matters concerning the CPD lists, please send your enquiries by email to cpd@ia.org.hk

Yours faithfully,

Peter Gregoire

Head of Market Conduct (Acting)
General Counsel

Insurance Authority

c.c. The Hong Kong Federation of Insurers
Professional Insurance Brokers Association
The Hong Kong Confederation of Insurance Brokers
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