
Scope of Appointment

 Sending the SOA to the beneficiary:  Email or Text options available

A Scope of Appointment is required for all sales appointments.  Submit the SOA once you have received it
from the beneficiary.

1.

2.  Based on the option chosen, either a link or an email is sent to the beneficiary to take action to complete
the SOA.   
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3.  The beneficiary completes the generic SOA for the products they wish to discuss, adding their personal
information, and then clicking SUBMIT FORM, after acknowledging the disclosures.  

4.  The broker will receive a system generated email when a beneficiary completes their portion of the SOA
instructing them to log into the system to complete the agent portion.  
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5.  To complete the SOA:
a. Log into the system
b. Retrieve the clients profile
c. Navigate to the SOA page
d. Click 'Complete form' 

6.  Complete all required fields on the form including the signature field and checking the disclosure
acknowledgement box, both new for 2021.  Click 'Submit broker form'.
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7.  A 'completed' acknowledgement will display confirming the SOA has been successfully completed.  Click
the 'View' option to access a PDF version of the completed SOA.


