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Managing your Branch Offices



You can manage your Branch Offices from the Company tab.  Click on the Office List option to see your list of current branch offices.  From here you can:
[image: ]
· View the Branch Office information
· Update the Branch Office Information
· Renew Branch Offices


Note: Each BPN with have either an M for main office or B for branch office
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View Branch Office

To view information on the branch office, click on the view button.  The information will be greyed out and you will not be able to change information here.

Update a Branch Office

Click on the blue Update button, this will take you to the branch office information screen.  Just click in the field(s) to be updated and type in the new information.  Once complete, click on the green submit button at the bottom to submit the update request to PPS/ASLB.  Once it has been approved by PPS/ASLB, the information will be updated in your dashboard.





Renewing the Branch Office

To renew the branch office, click on the Renew button.  Check the information for the branch office and then select the submit button.  This will submit the renewal to PPS/ASLB for processing.  

Adding a New Branch Office

To add a new branch office, click on the company tab and select New Branch Office.  Enter in the branch office information – red starred fields indicate required fields.
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Once complete, enter the name of the manager and the qualifying agent for the signatures and click on proceed to payment (there is no charge).
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Once PPS/ASLB have processed the new branch office application, the branch office will appear in the branch office list.
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QA/Licensee Profile

Branch Offices for Company

BPN Address Qualitying Agent
283487M 123 Main Street Richard Lewthwaite
6783138 123 Main Road Richard Lewthwaite

Phone Number

(900) 900-9000

(900) 900-9000
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New Branch Office Application Step 1, Please Enter All Information

Select Licensee Id for Office

Select ... J

Branch Office Address
* Address Line 1 Address Line 2
* City * State * Zip * Country

Select ... J United States J

* County

Mailing is same address as
physical.

Branch Office Phone Numbers

* Branch Office Phone Number Branch Office Fax Number

Office Manager Responsible For Branch Must be licensed or registered with the company

* First Name. Middle Name * Last Name Suffix

* ) Yes No Is he/she licensed with the PPS Board?
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I hereby certify that all answers and statements in this application are true and accurate to the best of my knowledge. | am aware that
should an investigation disclose any misrepresentation or falsification, my application may be denied.

* Signature of Proposed Branch Manager

* Signature of Qualifying Agent

Proceed to Payment
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