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 Introduction
Welcome to the NSSTA Case Management Training Manual. This guide is designed for entry-level case managers working in structured settlements. It provides a step-by-step framework for managing cases from intake to closure. Each section includes clear tasks, checklists, and pro tips to help you perform confidently and accurately.
💡 Pro Tip: Refer to this manual as you work through real cases. It’s meant to be practical, not theoretical.

[bookmark: step-1-understand-the-case-lifecycle]🧭 Step 1: Understand the Case Lifecycle
Every structured settlement case follows a predictable path. Familiarizing yourself with these stages is key to success.
[bookmark: overview-of-the-lifecycle]Overview of the Lifecycle
1. Case Opening – Gather basic facts and client details.
1. Document Preparation – Draft all necessary settlement paperwork.
1. Finalization & Execution – Coordinate reviews and obtain signatures.
1. Submission to Life Company – Ensure compliance and completeness.
1. Contract Request – Deliver required documents to the life company.
1. Case Closing – Confirm all steps are complete and records filed.
⚠️ Caution: Missing a single document or failing to follow up can delay the case or void compliance.

[bookmark: step-2-open-a-new-case]🗂️ Step 2: Open a New Case
This is where the process begins. Accuracy here prevents issues later.
[bookmark: tasks]Tasks
1. Complete the Case Information Sheet or request details from the attorney/adjuster.
1. Collect minimal quoting data:
· Name

· Date of Birth

· Gender

· State

· Insurer

· Injury Amounts
1. Confirm case type: Liability, Non-Qualified, Workers’ Comp, etc.
1. Identify all involved parties (Defendants, Insurers, Employers).
1. Verify funding protocols or approved vendor lists.
1. Send the Commission Sharing Agreement (CSA) for signatures if required.
[bookmark: quick-checklist]Quick Checklist
· Case info sheet completed

· Case type confirmed

· All parties identified

· CSA sent and logged

· Quoting data verified
💡 Pro Tip: Save each piece of incoming info to the case folder immediately. Never rely on memory.

[bookmark: step-3-gather-and-prepare-documentation]📄 Step 3: Gather and Prepare Documentation
Once the case is open, documentation begins.
[bookmark: tasks-1]Tasks
1. Draft required settlement documents:
· Release (Liability)
· Terms/Addendum (Workers’ Comp)
· Assignment or Transfer Documents
· Suggested Court Approval Language
· State Disclosure Forms (NY, FL, MA)
· Medicare Addendum (if required)
1. Use the Document Preparation Checklist before submitting drafts.
1. Review insurer and life company requirements for accuracy.
[bookmark: document-preparation-checklist]Document Preparation Checklist
· Draft Release completed

· Disclosure form attached

· Addendums prepared

· State-specific language confirmed

· All parties’ names verified
⚠️ Caution: Never alter approved language from a life company without written authorization.

[bookmark: step-4-handle-non-standard-cases]⚖️ Step 4: Handle Non-Standard Cases
Some cases require extra steps. Always verify requirements before drafting.
[bookmark: common-non-standard-types]Common Non-Standard Types
· Death Cases
· Commutations
· Attorney’s Fees
· Non-Qualified Cases
· Pre-1997 Workers’ Comp
· Environmental or Employment Litigation
[bookmark: tasks-2]Tasks
1. Check life company and insurer guidelines for extra documents.
1. Notify your supervisor of any irregularities.
1. Document all correspondence regarding special handling.
💡 Pro Tip: Keep a running list of exceptions for quick reference.

[bookmark: step-5-finalize-and-execute-documents]🖋️ Step 5: Finalize and Execute Documents
Now it’s time to get everything signed and approved.
[bookmark: tasks-3]Tasks
1. Follow up with counsel 4–5 business days after sending draft documents.
1. Confirm who sends drafts to opposing counsel.
1. Follow up one month later to confirm final signatures.
1. Use Adobe Sign or mail for document exchange.
1. Wait until the premium is received before releasing signed settlements.
[bookmark: checklist]Checklist
· All drafts reviewed and approved

· Signature responsibilities confirmed

· Final copies saved

· Premium received
⚠️ Caution: Sending documents before premium receipt can create liability exposure.

[bookmark: step-6-submit-premiums-to-life-company]💰 Step 6: Submit Premiums to Life Company
This is where accuracy and timing are critical.
[bookmark: tasks-4]Tasks
1. Request the premium check(s) with proper authorization.
1. Confirm payee name and amount upon receipt.
1. Contact the adjuster immediately if discrepancies arise.
1. Send the following package to the life company:
· Cover Letter
· Premium Check(s)
· Commission Sharing Agreement (if applicable)
· Locked Quote(s)
· Application (if available)
[bookmark: best-practices]Best Practices
· Maintain a submission log.
· Track delivery confirmation.
· Store scanned copies of checks and documents.
💡 Pro Tip: Always confirm with the life company that funds were received in good order.

[bookmark: step-7-request-contract-close-the-case]📜 Step 7: Request Contract & Close the Case
Once funds are sent, prepare to finalize everything.
[bookmark: tasks-5]Tasks
1. Submit required documents to the life company:
· Premium
· Application
· Settlement Agreement
· Qualified Assignment (QA)
· Release/Addendum
· Workers’ Comp approvals
· Transfer of obligation letters
· Court orders (if required)
1. Verify issued annuity contracts for accuracy.
1. Distribute copies to all parties.
1. Confirm co-brokers have delivered their copies.
1. Archive all documents and mark the case as closed.
[bookmark: closing-checklist]Closing Checklist
· Contract reviewed

· Benefits match final quote

· All documents executed

· Copies distributed

· Case marked closed
💡 Pro Tip: Retain records until all structured payments have been made.

[bookmark: appendix-sample-forms-checklists]📎 Appendix: Sample Forms & Checklists
[bookmark: case-intake-sheet-example]Case Intake Sheet (Example)
	Field
	Description

	Client Name
	

	Date of Birth
	

	Case Type
	

	Insurer
	

	Settlement Amount
	

	Assigned Broker
	


[bookmark: submission-checklist-example]Submission Checklist (Example)
	Item
	Attached
	Verified

	Release
	☐
	☐

	QA Document
	☐
	☐

	Disclosure Form
	☐
	☐

	Premium Check
	☐
	☐

	Cover Letter
	☐
	☐



[bookmark: quick-reference-glossary]📚 Quick Reference Glossary
· QA: Qualified Assignment — transfer of settlement payment obligations under IRC Section 130.
· CSA: Commission Sharing Agreement between brokers.
· Disclosure Form: State-required form outlining settlement details.
· Life Company: The insurer issuing the structured annuity.

[bookmark: quick-recap]🧠 Quick Recap
✔ Follow each step in order.
✔ Use checklists to ensure compliance.
✔ Communicate regularly with counsel and insurers.
✔ Keep documentation organized at all times.

We hope this guide will be a roadmap to help you manage structured settlement cases confidently and efficiently.
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