RENEWING PRENEED LICENSES

PLEASE READ ALL THE FOLLOWING INFORMATION CAREFULLY BEFORE ATTEMPTING TO RENEW ANY
PRENEED LICENSES.

JULY 01, 2024, OFFICIALLY BEGINS THE RENEWAL PERIOD. LICENSEES MAY RENEW THEIR PRENEED SALES
AGENT LICENSE THROUGH SEPTEMBER 01, 2014, WITHOUT PENALTY. LICENSES RENEWED AFTER
SEPTEMBER 01, 2024, WILL HAVE A $100 LATE FEE ATTACHED TO THE LICENSE RENEWAL FEE. LICENSES
NOT RENEWED BY OCTOBER 01, 2024, WILL BE CONSIDERED LAPSED AND INACTIVE AND ALL PRENEED
ACTIVITY MUST CEASE UNTIL THE LICENSE IS SUCCESSFULLY REINSTATED AS AN ACTIVE LICENSE.

THE RENEWAL PERIOD FOR CERTIFICATE OF AUTHORITY LICENSES AND BRANCH REGISTRATION LICENSES
WILL BEGIN AT 11:59 PM ON JULY 01, 2024, DUE TO A SYSTEM ERROR REGARDING FILE AND DATA
MERGING. AGAIN, LICENSES MUST BE RENEWED BY SEPTEMBER 01, 2024, TO AVOID PENALTY. LICENSES
NOT RENEWED BY OCTOBER 01, 2024, WILL BE CONSIDERED LAPSED AND INACTIVE AND ALL PRENEED
ACTIVITY MUST CEASE UNTIL THE LICENSE IS SUCCESSFULLY REINSTATED AS AN ACTIVE LICENSE.

PLEASE REMEMBER THAT EMAIL IS THE PRIMARY COMMUNICATION METHOD OF THE BOARD. IT IS OF
THE UTMOST IMPORTANCE THAT THE BOARD HAS YOUR CURRENT AND ACCURATE EMAIL ON FILE.

Preneed Sales Agents
If you are a licensee that has been licensed previously by the Alabama Department of Insurance, you already have a

profile in the Licensee Portal on our website. If this will be your first time logging into the Licensee Portal on our
website, please refer to the log in instruction email. CONTACT THE BOARD OFFICE IF YOU ARE UNABLE TO LOG
INTO THE LICENSEE PORTAL BEFORE ATTEMPTING TO CREATE A NEW PROFILE! Once the licensee has
successfully logged into the system, he or she should be able to see the Preneed Sales Agent License in their profile.

To renew the Preneed Sales Agent license, find the license in the License Type list and select the button to the far
right of the license labeled Start Renewal.

There are 5 steps (pages) to complete in order to renew a Preneed Sales Agent License. You must completely
answer each question with a red asterisk (*) before you will be able to continue to the next step (page). Please take
a moment to review the information you have entered before progressing to the next step (page) to avoid
submission errors.

At the end of the application process, you will have to select your payment option to pay the renewal fee. If the
company you work for will be paying for the renewal, you have the option to select Employer Pay. This will send
the invoice to your employer to pay for the renewal. Otherwise, choose the method of which you will be paying for
the renewal of your license. Once you have chosen the method, choose the button labeled Submit on step 5 of the
renewal application. This will officially submit your renewal application to the Board for review. THIS DOES NOT
MEAN YOUR LICENSE IS RENEWED!

Email correspondence will come to the email address the Board has on file for your license to let you know when
your license has been approved for renewal, or if there is additional information needed in order to renew the
license.

Certificate of Authority and Branch Registrant

Before a Certificate of Authority license or branch registrant license can be renewed, an authorized representative
must be added to the Certificate of Authority or Branch profile. In order to add an authorized representative, an
email needs to be sent to the Board at info@fsb.alabama.gov. The email subject needs to read: Authorized
Representative for COA or Authorized Representative for Branch Registrant. In the email body, please advise the
Board of the name of the authorized representative and their email address. PLEASE NOTE THAT EACH PROFILE
IN THE SYSTEM MUST HAVE ITS OWN UNIQUE EMAIL ADDRESS. EMAIL ADDRESSES CANNOT BE SHARED
FOR MULTIPLE PROFILES. There can be as many authorized representatives as you would like, and the
authorized representatives do not have to hold a license with the Board to be an authorized representative.



mailto:info@fsb.alabama.gov

To renew your Certificate of Authority license, log into the Business Licensing Portal through Online Services
found on our website. Note that this is not the same portal as the Licensee Portal. Once you have logged into the
Business Licensing Portal, navigate the left-side menu, and select Licenses.

Find the Certificate of Authority license in your list and select the button labeled Start Renewal.

There are 10 steps (pages) to complete in order to renew a Certificate of Authority license or Branch Registrant
license. You must completely answer each question with a red asterisk (*) before you will be able to continue to the
next step (page). Please take a moment to review the information you have entered before progressing to the next
step (page) to avoid submission errors.

THE ANSWERS TO THE QUESTIONS FOR THE RENEWAL APPLICATION SHOULD COME FROM THE PRENEED
SALES LOG FOR THE CERTIFICATE OF AUTHORITY OR BRANCH. PLEASE DO NOT REFER TO ANY TRUST OR
INSURANCE STATEMENTS WHEN RENEWING THE CERTIFICATE OF AUTHORITY OR BRANCH REGISTRANT
LICENSE.

FINANCIAL STATEMENTS MUST BE SUBMITTED ALONG WITH THE RENEWAL APPLICATION BEFORE A
CERTIFICATE OF AUTHORITY LICENSE OR A BRANCH REGISTRANT LICENSE CAN BE RENEWED BY THE
BOARD. DURING THE RENEWAL PROCESS, YOU WILL BE REQUIRED TO UPLOAD A COPY OF THE FINANCIAL
STATEMENT FOR THE CERTIFICATE OF AUTHORITY OR BRANCH REGISTRANT. IF YOU HAVE BEEN
GRANTED A FINANCIAL STATEMENT WAIVER, PLEASE UPLOAD A COPY OF THE APPROVAL LETTER WHEN
PROMPTED TO UPLOAD THE FINANCIAL STATEMENT.

At the end of the application process, you will have to select your payment option to pay the renewal fee. Choose
your payment method and click the button that is labeled Submit. This will officially submit your renewal
application to the Board for review. THIS DOES NOT MEAN YOUR LICENSE IS RENEWED!

Email correspondence will come to the email address the Board has on file for your license to let you know when
your license has been approved for renewal, or if there is additional information needed in order to renew the
license.

Third Party Reporting

Certificate of Authority licenses or Branch Registrant licenses that rely on a third party for financial statement
preparations may have the third party upload the financial statement directly to the Board. The following steps will
successfully navigate the third party to the financial statement submission form.

Open the Board website, www.fsb.alabama.gov. At the top of the home page, there is a Tab labeled “Preneed”.
Hover your mouse over “Preneed” and when the drop-down menu appears, select “Reporting” from the drop-down
menu.

This will take you to a new page titled Reporting. Navigate to the bottom of the page by scrolling down with your
mouse until you find the section titled Reporting Form. Enter the information requested for each of the three boxes
and upload the financial statement into the upload file box. Once complete, click the button labeled “Submit”. This
will immediately send the financial statement to the Board office for review.

If an authorized representative chooses to allow the third party to submit the financial statement for the Certificate
of Authority or Branch Registrant license renewal, please submit a letter stating the name of the third party and the
date which the financial statement was uploaded by them when prompted to upload the financial statement on the
renewal application.

PLEASE CONTACT THE BOARD IF YOU HAVE ANY ISSUES WITH LOGGING INTO THE SYSTEM OR NEED HELP
WITH AN APPLICATION FOR RENEWAL.


http://www.fsb.alabama.gov/

