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DIRECTIONS FOR PROPER IMPLEMENTATION OF BROKER OF RECORD LETTER

· COPY TEXT ON FOLLOWING PAGE TO YOUR COMPANY OR PERSONAL LETTERHEAD

· INSERT THE CARRIER/PROVIDER IDENTITY AND GROUP/POLICY ID NUMBER WHERE INDICATED

· LETTER MUST BE SIGNED BY AUTHORIZED INDIVIDUAL OR POLICYHOLDER

· A BROKER OF RECORD LETTER IDENTIFYING EACH CARRIER PROVIDING SERVICE MUST BE GENERATED. ATTACH TO THE NEWLY EXECUTED BROKER OF RECORD LETTER A COPY OF EACH OF YOUR LATEST CARRIER MONTHLY BILLING COVER PAGES SHOWING THE POLICY/ACCOUNT/GROUP NUMBER.

· MAIL THE ENTIRE PACKAGE TO:

JCB INSURANCE SERVICES

ATTN: MR. JOHN C. BELL

6427 WESTOVER DRIVE

OAKLAND, CA 94611-1605

On Company/Personal Letterhead
<<Date>>

To Client Services/Broker Relations:

Re:  JCB INSURANCE SERVICES – NEW BROKER APPOINTMENT

For:
	Coverage
	Carrier
	Group/Policy #

	Medical Primary
	
	

	Medical Secondary
	
	

	Dental
	
	

	Life
	
	

	Vision
	
	

	LTD
	
	

	LTC
	
	

	Voluntary
	
	

	FSA
	
	

	Other
	
	


Please accept this letter as our authorization to appoint JCB Insurance Services (California License 0D68494) as our Broker of Record. This appointment is effective as of this writing and is valid for our Medical, Dental, Life, Vision, Disability, EAP, LTC, Supplemental Health, Flexible Spending Accounts and life insurance programs. We understand that you will continue the benefits to our employees in a seamless manner.

This is to authorize you to release the remittance of all commissions and fees to JCB Insurance Services, 6427 Westover Drive, Oakland, CA 94611-1605. (Telephone 510-336-3490).  JCB Insurance Services is fully authorized to obtain all information and conduct all business in the areas identified above on our behalf.

A confirmation of receipt of this notification, in writing, would be appreciated.

Sincerely,

<<Signature>>

<<Printed name & Title>>
Cc: 
Mr. John C. Bell

JCB Insurance Services

6427 Westover Drive

Oakland, CA 94611-1605
�








