


Account & Book of Business 
Transfer Request Guide



Overview

It is common for Pennie-Certified Agents to change Agencies. This can be for a number of reasons, some of 
which are listed below:

• Going from one brokerage to another

• Going from a brokerage to self-employment (or vice versa)

• Going from an insurer to a brokerage or self-employment (or vice versa)

When changing Agencies, you must inform Pennie as soon as possible.

Simply updating the name of the Agency in the Business Name field of your 
Agent/Agency Manager account does not transfer your account to a different Agency!



Adding a New Agent

If there is a broker employed by the Agency but who is not yet on Pennie, the Agency Manager initiates their 
account creation by selecting the Add New Agent option from the Agents dropdown of the Agency
Manager’s account. 

Once the Agent account has been 
created, they will receive an email 
requesting that they sign in to claim the 
account, setup their login credentials, 
and finalize their profile.



Changing Agencies – Existing Agents

If you already have a broker account and will be moving to a new Agency, you will need to request an 
account transfer by completing and attaching the Pennie Broker and Book of Business Transfer 
Request Form to a ticket submitted from your current account, or by emailing the form to 
brokers@pennie.com:

The Partner Resources dropdown can 
be found at Resources | Pennie.com

https://agency.pennie.com/wp-content/uploads/2022/11/Pennie-Broker-and-Book-of-Business-Transfer-Request-Form.pdf
mailto:brokers@pennie.com
https://agency.pennie.com/resources/


The Broker and Book of 
Business Transfer Request Form 

One or both check boxes must be 
marked:
• If your account along with your Book 

is being transferred to a new 
Agency, check both boxes

• If only your broker account is being 
transferred (e.g., your Book will 
remain property of your current 
Agency), check the left box only

• If only your Book is being transferred 
(e.g., your Book was purchased, you 
are retiring, etc.), check the right box 
only 

Enter the new 
Agency’s information 
and signature here

Enter your 
information and 
signature here

Enter the 
information for 
your current 
Agency here. Must 
be signed by an 
authorized rep 
from the Agency. 

Note: If the current 
Agency does not 
sign off on the 
release of 
customers to the 
new Agency, the 
transfer will not 
be processed.



Starting a New Agency

If you already have a broker account and will be creating your own Agency and/or going self-employed, you 
will need to create a new Agency and Agency Manager account by following the path below:

Brokers | Pennie.com

https://agency.pennie.com/brokers/


Starting a New Agency

For simplicity, Pennie combines the creation of the Agency Account with 
the creation of an Agency Manager Account.

After completing your new profile, a system notification will inform you of 
the Pennie review and approval process.



Important Notes

If you are the designated Agency Manager for your current Agency and you are moving to another 
Agency, you must designate another Agent as the new Agency Manager prior to submitting the 
account transfer request.

If you are self-employed or are the only active Agent of the Agency, Pennie will decertify the current 
Agency upon completion of the transfer.

Agency Managers – if an Agent is leaving your Agency and they have active designations that will 
remain as property of your Agency, it is your responsibility to transfer those delegations to 
yourself or another Agent prior to the account transfer. If not, those delegations will be lost. 



ADDRESS

P.O. Box 11873.
Harrisburg, PA 
17108-1873
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+1 844-844-8040
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pennie.com

https://pennie.com/

