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[image: image2.jpg]In today’s fast-paced business world, there’s an astounding
amount of information available. But nobody has the time
to read it all.

Let’s say you’ve done months of rigorous analysis and now
need to communicate your most important ideas. Even if you
write a long report that makes a crucial point on page 19 or
illustrates a critical trend in Appendix D, chances are
decision makers won'’t see either one.

Don’t let important ideas slip through the cracks.

Do an Aetna landscape summary.
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important things.

« It forces you to focus on your most important points.

« It helps uncover gaps in your thinking.

« It provides management with a “big-picture” snapshot of
critical decision-making information.

What

A landscape summary should present your main observation
and supporting facts in a clear, concise form. Here at Aetna, a
summary is typically:

* one page

« turned sideways (landscape)

« divided into boxes to separate different kinds of information

There are no strict formats. You must decide what is most
important. How you structure your information will be deter-
mined by what you're saying and to whom you're saying it.

How

First, do rigorous research and analysis as you normally would.
Landscape summaries come afterward; they don’t replace the
analytical process.

Second, focus on what you would say if you had only a few
minutes to present your information.

Third, use whatever best makes your point. That may include
text, tables, options, charts, matrices, graphs, flow charts or
references to other documents.

When

Landscape summaries should primarily be used to present
information to decision makers. You may also find them
helpful in other ways.
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Be concise. Don't try to fill up the whole page. Make sure

your thoughts are complete, but compact.

» Define acronyms or abbreviations, unless you’re absolutely
sure your audience knows them.

+ Don’t bury numbers in text. Pull them out into charts,
tables or graphs for easy comparison.

» Use bullets to emphasize individual points.

Say

Don’t say

- #1 in Spanish P/C industry
and in individual lines of
fire, marine, auto and
personal accident.

- Total net premiums grew at
a compound annual rate of
7.7% since 1986.

- Auto insurance is half of
net written premiums.

Presently, Amigo is number
one in the Spanish P/C
insurance industry and in
each of its individual lines
of business including fire,
marine, auto and personal
accident insurance. Total
net premiums have grown at
a compound rate of 7.7%
per year since 1986. Auto
insurance accounts for half
of net written premiums.

Be specific. Use real numbers, including estimates or ranges,

rather than vague amounts.

Say

Don’t say

This 5-year plan will save
an estimated $50 million in
network operations.

Implementation of this
multi-year strategic
approach should result in
significant savings.

Be practical. Pursue the spirit of landscape summaries rather
than any hard and fast rules. For example, if it’s absolutely
necessary, attach a larger document.





[image: image5.jpg]The title should capture what the
summary is about in afew words.
Atitleisusually in alarge size and
bold weight.

= / insurance is a major issue for individuals.
Note the use of hyphens to identify

items in alistrather than paragraph
spacing. Square or round bullets are
useful alternatives if available.

The body text of landscape summaries
should be produced in two or more
columns. 10inchlong lines of copy
aredifficulttoread.

This is an example of a successful
summary. Names, facts and other
contenthave been altered for general
use. Please use this as aresource for
ideas, notas amodel that must be
copied.

To: RonCompton
From: JoanSmith(273-XXXX)

Date:  February 25,1992 Health Business - Scenario

Purpose of memo

To provide you with a proposed mission and scope for a project to
evaluate the impact on Aetna’s health businesses of various future
regulatory scenarios. 2

Background

- The total cost and growth rate of the U.S. health care system (12% of
Gross Domestic Product (GDP) in 1991 to over 16% of GDP in 2000) is
perceived to be unsustainable for businesses, individuals and the
economy overall.

- Public opinion polls indicate the cost and availability of health care and

- All presidential candidates and several members of Congress have
deemed the health system to be a major problem and are proposing a
variety of solutions.

- Many of these proposals have the potential to significantly impact
Aetna’s health businesses.

- Aetna’s health business segment produced $373m of the company’s
$505m (73%) of primary earnings in 1991.

Timing
A landscape of the preliminary analysis will be submitted to the Chairman
by June 1, 1992; project time will be scheduled to discuss the analysis.

Project management

Project Manager: Joan Smith

Project Team will be drawn from Aetna Health Plans (AHP), Small
Business Market (SBM), Government Relations and Public Policy &
Issues Analysis.

Consultants to Project: M. Bates, B. Jones

Action requested

___Projectmission and scope are acceptable. Proceed.
___Seecomments

___Setupa meeting todiscuss withme.
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Distribution: ~ Martin Bates, L. Brown,
K.Holden, BethJones,

William Morse

Project mission

To identify possible major changes in the U.S. health care and insurance
systems, assess their probability of occurrence and impact on Aetna’s
health businesses, and then develop contingency plans to address each
scenario.

Step 1

Step 2

Step 3
Step 4

Step 5

Step 6

Project scope: The analysis will cover the following:

Baseline - Description of Aetna’s current health businesses.
A factual description of the current mix of Aetna’s health
business (e.g., fully insured, experience rated, service only,
HMO, etc.), with details on annual premiums, revenues, operat-
ing earnings, capitalization,and ROSHE, (by line of business
and SBU).

What are the possible scenarios that could occur?

e.g., Continuation of present system; national health insurance;
Canadian model; “play or pay;” Bush proposal, greater state
regulation, etc.

Identification of factors that could affect probability.

What is the probability of occurrence for each scenario and
over what timeframe?

e.g.,national health insurance: 15% over the next 5 years;

60% over the next 10 years. e
If the scenario does in fact occur, what will be the impact on
our various health insurance businesses?

e.g., Bush plan may stimulate growth in the individual and small
group market. This is not a factor for AHP with its concentration
on large groups, may offer an opportunity for SBM, and we are
not in the individual market.

What, if anything, can be done to influence the probability of
the outcomes or mitigate the impacts identified in Step 5?
e.g., Either succeed in preventing national health insurance or
become a third party administrator for the federal government

/

-

(ata5% ROSHE?).

_\

This masthead was created using a
Word for Windows table (see
Teghnical hints).

All topics should be in separate boxes.
The ruled lines in all these examples
are single border thickness.

Summaries may be preparedin any
legible typeface such as Times
Roman, Helvetica, Univers or
Bodoni. 11 pointto 14 point are the
mostuseful type sizes for body text.
Choosing the size depends on the
sizes available and the amount of
copy. All examples in this booklet are
in 12 point Times Roman—selected
forlegibility and availability.





[image: image7.jpg]Some summaries may not require
aresponse. Here the reader is told
thisclearly.

All topics should be in separate boxes.\

These columns were created using a
Word for Windows table (see Techni-
cal hints).

Hyphens or bullets could be used for
the points under each topic, especially
if the points are independent and space
is confined.

Toavoidlegal concerns, if the
summary contains competitive
information drawn from public
sources, note that fact. If possible,
identify those sources.

This is an example of a successful
summary. Names, facts and other
content have been altered for general
use. Please use this as aresource for
ideas, not as amodel that must be
copied.

Report on Life and Pensions

Changes in Eu

Responsedate:
Noresponseneeded

Subject

Life and Pensions (L&P) opportunities in Europe are slowing while
Property and Casualty (P/C) products have become more of a

High growth expected
for unit-linked life
insurance (15%) and
environmental
pollution coverage
(10%-14%).

Annual sales growth
forecast to be greater
than 10% in southern
Europe and greater
than 15% in some
southern markets.

Significant differ-
ences in insurance
regulation and
taxation will remain
across countries.

Some skepticism on
the benefits of a single
market for insurance
companies.

commodity.

Less rapid growth 1995 projection Increased

5% -9% Main impact of single slobaliantion

growth annually for European marketwill | Growingrole for the

most products between | notbe evident until international broker in

1990-1995 versusreal | 1995 because insur- the middle market;

growthof 15.1% in ance deregulation brokers expected to be

L&Pand5-6%inP/C | efforts differ by amajor force behind

in 1988. country. new products in
commercial lines for

international com-
panies.

Cross-border acquisi-
tions will not peak
before 1993; target
markets are Spain,
Italy, and Portugal.

Large number of com-
panies in L&P and P/C
expect to increase their
business outside their
home market.

Information drawn frompublicly available sources





[image: image8.jpg]Prepared by: Analysis: November 20, 1991
JohnJones Arthur Henderson

273-XXXX :

Conclusion =

this time. Will continue to monitor.

European market is relatively saturated. No specific action required at

Intense competition | Greater market

. : concentration
P/Cinsurance increas-
ingly seen as acom- Market share of largest
modity product. firms in L&P and P/C to

increase in all mature
markets, but fragmenta-
tion may persistin Italy,
Portugal, and Spain.

Steady expansion of
self-insurance is
expected, mirroring the

U.S. trend.
Average percent of nation’s
10% of manufacturing [total L & P premiums
and energy industries ~ |per company
areexpectedtobeself- |,
_insured by 1995.

I Few new products or

Service quality is key

Improving the quality
of service will be most
important strategy for
creating sustained
competitive advantage.

Quality is defined as
responsiveness to
customers, customized
products, clear contact
points for customers,
and speedy claims
settlement.

features to be intro-
duced before 1992.

Increasing emphasis on
selling direct to end
customers.

One-stop shopping in
financial services not
expected to succeed
due to difficulty in
selling banking
services and complex
insurance products
simultaneously.

.

/

Readers usually expect thata
summary is leading to some kind of
recommendation or conclusion.
Here a “Conclusion” is side-by-side
with the “Subject.”

A bar chart may be imported from a
chart making program such as
Microsoft Excel. This chart graphi-
cally compares the concentration of
market share among countries,
including the change over five years.

Barcharts, line graphs, pie charts,
maps and diagrams are a helpful
shorthand to providing and focusing
information.
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compare data.

Toavoidlegal concerns, if the
summary contains competitive
information drawn from public
sources, note that fact. If possible,
identify those sources.

This is an example of a successful
summary. Names, facts and other
conténthave been altered for general
use. Please use this as aresource for
ideas, not as amodel that must be
copied.

Competitor Review

Prepared by Joan Smith, 273-XXXX

October 15,1991

was in monoline general lia-

bility (being de-emphasized).
Lower premiums also evident

incommercial package
product.

Competitor results Safety Inc. Careful Co.
Results versus analysts’ Below Above
expectations

(Based on analysts’ » Combinedratio deteriorated. ~ » Underwritin
comments) * Much of premium decline profitable.

e Premium rat
for voluntary
average 4.39

* Total catastri
only slightly
despite hurri

Analysts’ 1991 Earnings

5 analysts: Down

3analysts: Up

per share (EPS) change 2 analysts: No

based on 3Qresults :

Closing stock price 9/30/91  $25.13 $193.00

Change 3Q91 vs.2Q91 -71.8% +5.2%

EPS: 3Q91. - -3Q90 3Q91 309
Primary ($80.10) $0.46 -122.2% $3:19- - $3.7
Capital Gains/(Losses) ~ $0.46  $0.51 $0.64  $0.1
Net Income $0.36  $0.97  -63.0% $3.83  $3.8

P/C operating income: ($9.7M) vs. $34.9M NMF $46.3M vs. $5

(pre-tax)

Combined ratios:

3Q91vs.3Q90
Total P/C 115.1vs.112.6 95.9vs.92.4
Commercial Standard 114.7vs. 111.5
Commercial Specialty
Personal 101.7vs.105.6
Reinsurance 145.2vs.132.4

Information drawn from publicly available sources
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* Second consecutive quarter
for underwritingloss.

e Increase in combined ratio
from losses in brokered
reinsurance subsidiary.

 Premium volume rose
slightly.

5analysts: Nochange

$143Myvs. $141. 5M+1 1%
(pre-tax)

102.1vs.98.7

e Wary Bros. Protect Ltd.

Above

* Group life-health earnings
rise 26.2% from last
quarter.

trdividual life results up
8.5% from Tastrtarte

Sanalysts: No change

$50.63
+18.4%

3Q90

$0.89  +15.7%

$0.19

$1.08  +14.8%
$1.2Mvs.$1.4M -14.3%
(after-tax)

Not available

page 1of4
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Response date:
May 20,1991

Draftdate:
April 25,1991

/ Marketing Strategy Options

Because of declining sales and high unitexpenses, ABC product line may
not meet its planned 15% ROSHE. In particular, the distribution system is

Issue

not working well. (Pg. 1)

If adocument contains sensitive
information, it should be marked
clearly and shared only with those
whoneed to know. This typeis 18
point Times Roman Bold, all capital
letters.

For options summaries, grouping
the “Issue” and “Recommendation”
makes it easy for the reader to grasp
the essence.

Recommendation

Giveapprovalto a)setup new contractual arrangements with full-time
producers,and b) develop a group of consultants who would pursue sales
leads from independent agents. Both groups would sell products tailored
for families and small business owners. (Pg. 9)

Response by May 20 will allow these actions to be putinto the 1991-1995

Itisagood ideato provide reasons /

for the response date, especially if

Busiaess Plan.
Options comparison Benefits/pros
1. Pursue the recommendation 30% more business

described above.

Lessen property/casualty

delay precludes options.
cycles
/ Reduce field expenses
This matrix is aneffective 2. Expand current career agents by 50%. Single responsibility
way to compare benefits/pros, .
S Single loyalty to Aetna

3. Establish exclusive agents(Pg. 5 - 8)

Long-range dominance
Full product line capabilities
Less training required

This is an example of a successful
summary. Names, facts and other
contenthave been altered for general
use. Please use this as aresource for
ideas, not as amodel that must be
copied.

10
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Prepared by: Analysis: Review: Dissents:
JohnJones Tim Diaz Charles Murphy (Law) McVie, Wu
273-XXXX RobertOwen Bill Tuett (Finance)

Finley McVie Charlene Wu (CP&E)

Significant consequences
-

- This rec.o.mmer.ldatlon does not.present significantrisk to the company. Ttems n thismasthead tell ata glance
-Nosignificant investment required; resources to underwrite and service who was involved in preparing this
business are already in place. summary and what theirroles and

: s responsibilities were. Here these
- Sales and profits should gradually increase, costs decrease. elef:ﬂems areinasmallertype iz, It

was created using a Word for Windows

table with six columns (see Technical
Background hints).

Future profitability is in danger.

- Sales fell from $50 million in 1988 to $40 million in 1989 and are

projected at about $40 million through 1992. , — Zﬁ:g;% 12 ahg;i;ﬁelri?&f:;g;ﬂ
- Expenses are projected to remain about $SW needsdetails.
(25% above pricing assumptions). (Pg. 2)
Risks/cons Estimated cost (1992)
Mixed results possible -0-
Conflicting loyalties

Three years to train :
Conflict with agency commitments

Quality recruiting difficult $3.5 million

Unknown true costs Note that specific dollar amounts:
3 | are used,

Highest sales expense $6.3million

Requires product development

11





[image: image13.jpg]Grouping the “Subject” and

_“Recommendation” makes it eas
for the reader to grasp the essence of
your summary.

Topic headings should accurately
capture the content, and all bullet
points should be relevantto the topic.

A matrix is an efficient way to show

: Preparedby:
Report on Amigo S.A. JoanSmith, 273-XXXX

Purchase of Aetna Stock
December 2,1991

rSubject
The largest Spanish insurance company, Amigo S.A., purchased a 3%
share of Aetna outstanding common stock.

Recommendation
We should assign an analyst to monitor Amigo. We should also prepare an
options paper on how to reply to Amigo’s recent move.

| Background on Amigo

« 17th largest insurer in the world based on 1990 assets (Aetna is 9th).

«#1 in Spanish P/C industry and in each of its lines of business including
fire, marine, auto and personal accident insurance.

« Total net premiums have grown at a compound annual rate of 7.7%
since 1986.

« Auto insurance accounts for half of net written premiums.

Lo Switched its target market to personal lines in 1984 because of the rapid
growth of that market.

« Many of its personal line products are savings-type products.

« The growth of savings-type insurance policies is Amigo’s impetus for
developing a stronger, international investment network, especially in

and compare numbers of like the U.S.
categories.

This is an example of a successful
summary. Names, facts and other
contenthave been altered for general
use. Please use this as aresource for
ideas, not as amodel that must be
copied.

12

cted statistics 1990 1989 1988 1987 1986

(U.S.Fmillions)
Net Income 254.4 279.1 2272 197.7 191.5
695.2 591.8 521.9 534.5 470.1

Net Inv. Income

Total Assets 26,301.5 23,164.6 18,889.0 16,330.0 13,230.0
Shareholders’ Equity 3,181.5 2,982.1 2,690.3 2:262:5 - .2.119.8
Combined Ratio 92.3 89.5 91.1 93.4 95.1

Net Premiums Written 5,852.0 5283.5 4,798.1 4,521.5 4,356.3

(Figures are in accordance with Spanish accounting principles which differ
from the U.S. Figures are converted from pesetas at 140=U.S. dollar.)
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December 30,1991

If adocument contains sensitive

Management and corporate strategy information, it should be marked

| Amigo is focused on becoming a preeminent provider of financial clearly and shared only with those
services worldwide. Its primary goals are to continually introduce new, whoneed to know. This type is 18
innovative products with distinctive features and to raise its level of point Times Roman Bold, all capital
" | customer service. letters.

Significant initiatives
1984: < Initiated the “5-Year Plan,” aimed at rapidly developing
Amigo into a “Total Protection & Service” provider.
1985: < Established Amigo Realty Co. in the U.S.
* Established Amigo Claims Service, Inc. in the U.S.
1986: < Inaugurated sales of asset formation insurance.
* Began operating its strategic information system on a full scale.
1988: < Established two international investment funds in the Bahamas
and Luxembourg.
* Acquired a 10% stake in Holdings H. Holdings Co., the sixth
largest independent money manager in the U.S.
1989: e Restructured the corporate organization into seven regional
headquarters and opened four new domestic branches.
* Acquired a 10% stake in Sleepwell Insurance, a U.S. financial
guarantee insurer, for $49 million.
1990: ¢ Established an underwriting group in the U.K. to capture a
growing share of the U.K. and European insurance markets.
Much of existing business is underwriting Spanish-owned
companies in Europe.

Ratings To avoid legal concerns, if the
P claims-paying abilit Moody’s financial strength summarycomamscompetimfe
i‘% A = e Y Aaa ot & information drawn from public
sources, note that fact. If possible,

* High, stable level of profitability and ability to achieve economies of scale

* Amigo is expected to retain earnings power after deregulation overt
nextseveral years

« Strong distribution network (25,000 agents in Spain)

* Conservative balance sheet

identify those sources.

Information drawn from publicly available sources

13
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Issue

A Targeted Selection and Development (TS&D) initiative is needed

because:

- reengineering demandsincreased numbers of superior talented
individuals-

- adiverse workforce is increasingly important to regulators, and to our
current and potential customers.

Concerns
1 Support needed from SBU/SU heads

- assign best people as coaches

- give challenging assignments

- provide candid feedback on TS&D program
2 Must be sensitive to diversity issues

1 Attract 2 Select

Establish Aetna as employer of Choose the best people through:

choice: - management and technical

-aforceinourindustry competency

-active in public policy -downplay GPAs and test scores

-challenging jobs - develop contacts with key
faculty atrecruiting sources

-atwo-step job interview, TS&D

and hiring manager





[image: image16.jpg]Prepared by JohnJones, 273-XXXX
November 15,1991

Response date:
December 13,1991

Proposed solution

for 1992 are for 100 people.

Implement a program to attract, retain, and develop superior talent, with
anemphasis on diversity, for key Aetna positions. Our selection goals

Staffing

Program head will:

- build strong networks for the future

-monitor participant progress

-keep SBUs on board in a difficult
environment

- participate in other Aetna Human
Resources and corporate initiatives

Staff responsible for:

ernal relations (attraction/
selection)

- selection (selection /placement)

- development (placement/devel-
opment)

3 Place

Position recruits for successful

development:

-available spots driven by
SBU need

-majority of spots are in-line
functions

-select coaches and mentors
carefully, train with coaches’
clinics

4 Develop

Follow through with career

development:

- provide challenging assignments _+
important to the SBU

- connect with recruits’ interests and
development needs

- closely monitor recruits’ progress

- prove mastery of technical
competencies by demonstration
of specific applications over time

- manage transition to appropriate
SBU training programs

15

Note the use of hyphens to identify
items in alistrather than paragraph
spacing. Square or round bullets are
useful alternatives if available.

The number of columns may vary
within the same summary. This
summary was created in Word for
Windows using both section columns
and tables (see Technical hints).





