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Policy on the Approval of International Submissions 

 Document 215033 

Context and Purpose 

A “submission” is either a formal response to a request for comments made to the Institute 
or comments made at the Institute’s initiative. An “international submission” specifically 
addresses an issue that is international in nature.  

 

Scope 

This policy is for use by the International Relations Council (IRC) when tasked with drafting 
international submissions on behalf of the Institute. The process outlined does not apply to 
material covered under the Policy on the Approval of Public Positions, the Policy on Due 
Process for the Approval of Guidance Material other than Standards of Practice (e.g., 
educational notes), nor does it apply to committee or task force reports, or research 
reports. These documents could, however, serve as the basis for an Institute public position. 
 

Policy Statements 

1. Development of an International Submission 

The steps outlined below will be followed in the development of all international 
submissions (note that with regard to the following processes, the President-elect and the 
Director of Communications would assume the roles of the President and the Executive 
Director, respectively, in their absence): 

a. Any requests for submissions from the CIA to an international body are immediately 
forwarded by the Executive Director to the chair of the IRC, unless received directly 
by the chair of the IRC, such as requests from the International Actuarial Association 
(IAA). 

b. The chair of the IRC, along with one of the President and the Executive Director, will 
determine or confirm the need to develop an Institute submission in response to the 
request. 

c. The chair of the IRC, along with one of the President and the Executive Director, may 
decide that the CIA should take the initiative in developing an international 
submission on a topic.  

d. The chair of the IRC will normally distribute a copy of all background documents to 
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members of the IRC once it is determined that the CIA will prepare an international 
submission.  

e. The chair of the IRC will appoint (or delegate the responsibility for appointing) a 
drafting entity to draft a public position on the given topic. The drafting entity would 
normally be comprised of members of IRC committees, but could also include IRC 
members and other CIA members who have specific expertise in the topic of the 
submission.  

f. Once the public position is drafted, it is sent by the drafting entity to the chair of the 
IRC, who then distributes it to the IRC. It is simultaneously sent to the CIA President. 

2. Approval of an International Submission 

a. The chair of the IRC will call a meeting of the IRC to approve the submission, or 
conduct an email vote if deemed appropriate and no IRC member requests a call. 
Any IRC members unable to attend this meeting can provide their comments to the 
IRC chair directly. 

b. The IRC will then render one of three decisions: 

i. Approve the submission as written, 

ii. Approve the submission subject to minor editing, which may be done in 
coordination with the drafting entity, or 

iii. Return the submission to the drafting entity for further editing, along with 
the reasons for the return. The drafting entity will then re-edit the 
submission and commence the approval process once again. 

c. The chair of the IRC will send the approved submission to the CIA Head Office. 

d. If the CIA President did not participate in the discussion to approve the submission, 
then the CIA Head Office will ensure that the President sees and approves the 
submission before release. 

3. Publication, Distribution and Notice to Members 

a. Once the submission is approved by the IRC, the CIA Head Office will publish and 
distribute the submission, pursuant to the procedures outlined in the Appendix to 
this policy. 

b. The membership shall be officially informed of the submission, unless confidentiality 
is sought from the entity requesting the response from the Institute.  

 
Exemptions 

N/A 
 
Escalation Procedures/Management of Non-compliance with this Policy 

Review by the Board. 
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Associated Documents 
• Policy on Due Process for the Approval of Guidance Material other than Standards of 

Practice 
• Policy on the Approval of Public Positions  
 
References 

N/A 
 
Monitoring, Evaluation and Review 

Approval date March 26, 2015 

Effective date March 26, 2015 

Approval authority Board 

Review owner International Relations Council 

Prior review and revision dates N/A 

Review cycle Every five years 

Next review date 2020 

 

http://www.cia-ica.ca/docs/default-source/2013/213026e.pdf
http://www.cia-ica.ca/docs/default-source/2013/213026e.pdf
http://www.cia-ica.ca/docs/default-source/2014/214065e.pdf
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Appendix: Procedures for an International Submission 

The request to prepare an international submission can come from any number of sources, 
including: 

a) The International Actuarial Association (IAA), the International Accounting Standards 
Board (IASB), or the International Association of Insurance Supervisors (IAIS); or 

b) Other international bodies; 

c) A CIA Committee or member (i.e., an international submission based on CIA 
Initiative). 

In any instance, the initial decision to proceed will be made as per the policy.  

1. Drafting Process 

Steps 1b and 1c of the policy should normally be completed within two weeks of the 
request for a material submission. 

The drafting entity assembles the submission, using whatever means is most effective. This 
would normally include the following steps: 

a) An initial conference call to discuss the scope of the document, what issues will be 
addressed, and what positions the CIA will take in the document. Subsequent 
conference calls may also be necessary. 

b) Circulation of written comments or suggestions for content, which will form the 
basis of the document. 

c) The preparation of a draft document. This can be done by an individual within the 
drafting entity, or a request can be made to have the CIA Resident Actuary prepare 
the first draft. 

d) A review of the draft by all members of the drafting entity before it is sent for 
approval. 

2. Approval Process 

Once finalized by the drafting entity, the document is then sent to the chair of the IRC, who 
sends it to the IRC for review and approval. (The chair will normally have sent all 
background material to the IRC at the beginning of the drafting process.) The chair will 
normally convene a conference call with the IRC to discuss the submission. If a conference 
call is not feasible, the chair will determine an alternate means for gathering feedback and 
approval from the IRC. 

An individual would normally be appointed to shepherd the document through the approval 
process. This could be the Resident Actuary, a member of the drafting entity, or some other 
resource. Sufficient time to move through the approval process (i.e., at least one week) 
should be allowed. 

Once the document is formally approved, the individual responsible for managing the 
approval process will send the document to the CIA Head Office staff for processing, which 
may include any translation and technical review, final formatting and clean-up, none of 
which would change the content or meaning of the document. 
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3. Release 

The CIA Head Office staff ensures that the CIA President reviews the final version of the 
document (with final edits), prior to its release. The President’s signature should not be 
affixed until the document is finalized and approved. 

CIA staff will confirm the means by which the document can be transmitted (i.e., via e-mail, 
through an online form, etc.) Transmission of a PDF version via e-mail is preferred. In the 
event that a paper version needs to be sent, additional time should be allocated to allow for 
this. 

All documents will be translated, per the CIA’s Bilingualism Policy and technically reviewed 
by a CIA member familiar with the content, and who is fluently bilingual. If necessary due to 
time constraints, the use of contract actuaries should be considered for this review. 

Unless the document is to be considered confidential (i.e., when the entity requesting an 
opinion or statement from the CIA requests confidentiality), the document is posted to the 
CIA website – in both official languages – and communicated to members, via the regular 
CIA announcements. 

In a case where a document is considered confidential and/or when the requestor specifies 
that they will not publish the CIA response (or other responses) through its own 
communication channels, translation of the document is not necessary. Such documents 
are not posted to the CIA website. 

 


