[bookmark: _GoBack]Approved agent initiated agent of record or book of business reassignments will take effect the first of the month following receipt of the completed documents listed below.
1. AOR Change Form
2. AOR Membership List
3. CMS approved Member Notification Letter
* You must send this letter to every member affected by the change. We require at least one copy of a sent letter as proof of the good-faith business effort to alert membership of their change in agent.
Important: The member will have a fifteen-day period to object to an agent of record change following the date the notification is sent, known as an objection period.
Submit your request with the documentation outlined above to the Broker Services Department at brokersupport@aetna.com.
Upon validation of the request by the BSD, an email from brokersupport@aetna.com will be sent to the requesting agent outlining the next steps. After all documents have been received, please allow at least two payout cycles to complete before expecting commissions on the moved membership.

