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Guidelines for the Development
of Practice Notes

(As adopted by the Board of Directors September 25, 
2006)

The purpose of practice notes is to provide 
information to actuaries on current or emerging 

practices in which their peers are engaged. They are in-
tended to supplement the available actuarial literature, 
especially where the practices addressed are subject to 
evolving technology, recently adopted external require-
ments, or advances in actuarial science or other applica-
ble disciplines (e.g., economics, statistics, or enterprise 
risk management). Practice notes are not interpretations 
of actuarial standards of practice nor are they meant to 
be a codification of generally accepted actuarial prac-
tice. Actuaries are not in any way bound to comply with 
practice notes or to conform their work to the practices 
described in practice notes. 

A practice note is usually written by a group of actu-
aries who have expertise in the type of practice covered 
by the practice note. The procedural guidelines set forth 
below are intended to assist Academy officers, commit-
tees, and staff in developing and maintaining practice 
notes that are effective and timely. These guidelines are 
designed to promote consistency of quality and style 
and to ensure that the practices identified in practice 
notes conform to the actuarial standards of practice and 
existing legal and regulatory requirements. Nothing in 
these guidelines is intended to prevent other actuarial 
organizations from publishing educational materials on 
current actuarial practices to assist practicing actuaries.

	1	 Practice Council Oversight: Practice notes are 
published by the Practice Councils of the Academy 
with support from Academy officers, staff, commit-
tees, task forces and work groups. Committees or 
task forces of other actuarial organizations and in-
dividual actuaries may also assist with the develop-
ment of practice notes.

	2	 Initiation of Practice Note Development: Any 
actuary, other individual or entity may request that 
the development or revision of a practice note be 

considered. Such requests may be directed to the 
appropriate Practice Council for evaluation of need, 
approval and implementation. The Practice Coun-
cils have primary responsibility for monitoring the 
need for new practice notes and deciding when ex-
isting notes should be modified or withdrawn.

	3	 Authority to Proceed: If a Practice Council deter-
mines that a new or revised practice note is desirable 
in a particular area of practice, the Practice Council 
Chairperson (“PC Chair”) requests that an appro-
priate committee or task force within the profession 
develop the practice note. If no such committee or 
task force exists, the PC Chair is authorized to estab-
lish one, consistent with Academy Bylaws.

	4	 Development Procedures: Practice notes are gen-
erally developed by a committee or task force and 
are identified as a product of that group. It may be 
appropriate, however, to involve other actuaries be-
lieved by the committee or task force to have perti-
nent expertise or experience. From time to time, it 
may also be appropriate to solicit the input of non-
actuaries. When and how such additional input is 
solicited is at the discretion of the committee chair 
with concurrence of the PC Chair. 

	5	 Content of Practice Notes: A Practice note may 
describe one or more methodologies within the 
known or anticipated range of practices. It would 
clearly indicate, if applicable, that it covers only 
certain approaches and that there are, or may be, 
other methods used in practice. The practice note 
should not advocate a particular approach, but 
rather, describe it. To the extent that there are legiti-
mate differences of opinion among practitioners 
concerning a particular practice, the practice note 
should describe the practice and indicate the exis-
tence of the difference of opinion; however in no 
event shall a practice note describe practices that 
the committee knows to be in use but collectively 
considers to be inappropriate. 
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	6	 Required Disclosures: Each practice note should 
begin with a paragraph as follows:

This practice note is not a promulgation of 
the Actuarial Standards Board, is not an actuarial 
standard of practice, is not binding upon any ac-
tuary and is not a definitive statement as to what 
constitutes generally accepted practice in the area 
under discussion. Events occurring subsequent to 
this publication of the practice note may make the 
practices described in this practice note irrelevant 
or obsolete. 

Additionally, the paragraph should identify the 
committee within the Academy that developed the 
practice note. Blanket sponsorship by the Academy 
should not be stated or implied.

	7	 Consensus: The committee chairperson should 
seek a general consensus of the committee mem-
bers concerning the content of the practice note. If 
there is substantial lack of consensus, the commit-
tee chairperson should so advise the PC Chair and 
seek further instruction on how to proceed.

	8	 Review Procedures: No practice note may be re-
leased without appropriate peer review. At a mini-
mum, the PC Chair and one or more of his or her 

designees should review practice notes. If the PC 
Chair is involved in drafting the document, he or 
she shall designate two Council members who were 
not part of drafting the document for peer review. 
All practice notes must receive legal and editorial 
review by the Academy staff to confirm legality and 
consistency with standards of practice, other prac-
tice notes, and Academy policies. 

	9	 Final Approval: The ultimate decision to issue a 
practice note rests with the PC Chair. When the de-
velopment of a practice note involves issues of ma-
jor significance, the PC Chair should consult with 
the Academy Executive Director or President before 
releasing the practice note. 

	10	Production and Distribution: Academy staff han-
dles production and distribution of final practice 
notes. Distribution may vary depending on the au-
dience for the notes.

	11	Periodic Review: The PC Chair will initiate a Prac-
tice Council review of existing practice notes on a 
regular basis for relevance, purpose, and complete-
ness, and will arrange for the practice notes to be 
updated or withdrawn as the Practice Council de-
termines is appropriate. 

Meeting Procedures and Guidelines
Committee Meetings
Periodic meetings are required to secure the extent and 
depth of interchange of views necessary for effective 
committee performance. The frequency of meetings is 
at the discretion of the committee chairperson. Many 
committees have found it productive to meet in person 
at least quarterly to sustain committee momentum and 
encourage member enthusiasm and commitment. Oth-
er chairpersons have found conference calls to be an ef-
fective alternative, especially when they are dealing with 
a single issue or a small number of issues.

Except under unusual circumstances, the Academy 
staff liaison attends all full committee meetings and, to 
the extent necessary and possible, attends meetings of 
committee work groups and subcommittees. The pur-

pose of staff attendance is to ensure appropriate staff 
support for committee activities.

Planning and Budgeting Meetings
Academy staff work closely with the chairperson in 
making meeting arrangements. The following proce-
dures are applicable:
®  Chairpersons are requested to supply all pertinent 
information as soon as it is known. This information 
includes dates, city, an estimate of expected attendance, 
starting and ending times, special meal requirements 
and set-up requirements.
®  All arrangements for a meeting at the Academy, a 
hotel, or another facility will be handled by Academy 
staff. Staff will make all meeting room and meal ar-


