
 
 
 
 
 
 Annuities issued by Athene Annuity & Life Assurance Company of New York 

 

How to Complete Athene Annuity NY’s AGENT Contracting Package 

 
Athene Annuity & Life Assurance Company of New York (Athene Annuity NY) is following a 2-step 
process to contract all current agents and agencies licensed and appointed in NY.  The first step 
was for top level agencies and their principal officers to complete contracting paperwork.  If you 
have not completed this first step you must complete this step before contracting any downline 
agents or agencies.  Refer to the documentation provided or contact Producers Services for further 
support.  
 
If you have completed a new selling agreement, the Producer Services Team, located in Greenville 
SC, is now prepared to process contracting paperwork from Top Level agencies for their downline 
agents and agencies. Please begin submitting contracting paperwork for all downline agents and 
agencies that you wish to have selling in your hierarchy.  By submitting their contracting paperwork 
now, it will serve to expedite the contracting process for Step 2 of the process allowing new 
business to flow smoothly once new products go live in early fall.   
 
When contracting any new downline agents or agencies you should now begin using the new 
Athene Annuity NY Contracting forms.  Effectively immediately all contracting requests, new 
contracting and those which are part of the pre-contracting process, should be faxed to 1-888-232-
1490 for processing.     
 
The instructions below will help you through Step-2 of this process. If you have any questions 
please contact Producer Services at 1-855-428-4363, Option 3.  
 
To contract your downlines for the new Athene Annuity NY products being rolled out in the fall, the 
following forms must be completed and faxed to Producer Services at 1-888-232-1490.  In order to 
participate in Step-2 of the process, you must have competed and submitted the contracting 
paperwork for your top level, National Marketing Organization (NMO) and principal officer.  
 
 
 
EXHIBIT 1 - Hierarchy Form (Appointment/Compensation Hierarchy Levels Transmittal) 
Form# S7121-P (06-13) 
 
This form must be completed and submitted for each producer or agency contracting with Athene 
Annuity NY in order for the agent/agencies commission hierarchy level to be established.  The 
Hierarchy Form is used and submitted only by the Top Level NMO for their downline.  When 
determining what commission level to place a downline agent or agency, refer to the Commission 
Conversion chart provided.  For example a Level 91 translates to the NMO.  Both a level 51 and 61 
translate to a GA.   
 
The Hierarchy Form must accompany all new contracting agreements, including transfers and level 
changes.  It must be included with the contracting paperwork you are submitting for your downline 
agents/agencies during Step-2 of our Athene Annuity NY pre-contracting project.    
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1. New Producer - This option is normally selected for all producers/agencies that do not already 

have an existing contract with Athene Annuity NY.  For Step-2 of this pre-contracting process, 
you should select the New Producer box for all contracts submitted. 

2. Transfer/Hierarchy Change - This option is selected for all producers/agencies that have an 
existing contract with Athene Annuity NY, but want to transfer from one marketing organization 
to another.  

3. Commission Level Change - This option is selected when the NMO wants to request a new 
commission level for an agent or agency in their downline.    

4. Hierarchy Table - Complete the hierarchy table so that it accurately reflects the agent or 
agency’s commission level as well as anyone in the agent/agency’s hierarchy that is due 
override commission from business produced by the agent/agency that is being contracted.   

If the agent or agency you are contracting is an existing Athene Annuity NY producer, include 
their 10-digit agent id in the appropriate field.  Since we are completing contracting paperwork 
for your downline we have provided several examples for you to refer to as you complete the 
paperwork,    
 
The contracting scenarios will build on the samples we provided you for Step-1 of the process, 
but in order to make this is as clear as possible, we have provided you 2 sample packages 
including the Hierarchy form to help give you a blueprint for completing a contracting packages 
for your downlines. 
 
The hierarchy table is the key to establishing all your downline hierarchies.   
 
• Sample 1 – This Hierarchy form is being completed for Julie Jones and Premier Agent 

Sales at the RMO Level.  The NMO is the top level in the hierarchy.  The NMO (agency or 
individual) should always be in the top box depending on whether you are setting up your 
downline under your agency or directly under yourself.  In this example there is an RMO 
agency with a principal officer under an NMO. Just like the prior contracting examples, John 
Smith is the Principal Officer and his agency is the Annuity Sales Group, Inc at the NMO 
Level.   Please note: You do not have to list John Smith as the Principal Officer for the 
Annuity Sales Group because the hierarchy that is being submitted for processing is not on 
behalf of Annuity Sales Group, but rather the RMO-Premier Agent Sales, Inc.  

Julie Jones is the principal officer for Premier Agent Sales, Inc. at the RMO Level, and 
would be listed as LO to Premier Agent Sales, Inc.  (This is the most common way to set up 
an agency and a principal officer, with any commission the principal officer may produce 
being assigned and paid to the agency.)   

 
• Sample 2 – This Hierarchy form is being completed for Scott Rogers, a GA (street level 

writing agent) requesting to receive commissions directly.   In this example, The Annuity 
Sales Group, Inc is at the NMO Level, Premier Agent Sales, Inc. is at the RMO Level, and 
Scott Rogers is at the GA level.  All first year commission is paid directly to the GA, Scott 
Rogers, since the GA is not assigning commission to an agency.  All Override is paid to The 
Annuity Sales Group at the NMO level and to Premier Agent Sales at the RMO level.  In 
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this example the Assignment of Commission form is not included in this package because 
Scott Rogers (GA Street Level) is being paid direct.   

 
Note: It is required that we always set up your hierarchy from the top down.  So if you have an 

agent or agency at the RMO level and other agents below the RMO; submit the RMO first and 
follow that contracting package up with the additional downline package(s).  Or you can submit 
them all at once if you have everything ready.  But we cannot set up a GA under an RMO until 
we have the hierarchy in place for the RMO.   

 
If you have any questions always feel free to contact Producer Services at 1-855-4ATHENE. 
855-428-4363, Option 3. 
 
 

EXHIBIT 2 – Athene  Annuity NY Contracting Package Cover Sheet - Form# N1100-P (06-13)  

 
1.  Who is being contracted?  

 
a. Producer - Choose this option for any producer who will receive 

commissions directly and does not wish to assign their commissions to 
another individual or agency.   
 

b. Agency/Broker Dealer - Choose this option for any Agency or Broker 
Dealer who needs to be contracted in order to receive override commissions 
AND will have a NON-PRODUCING principal. 
 

c. Both - Choose this option when the principal officer will be producing 
personal business AND the Agency needs to be contracted to receive either 
override commissions, commissions assigned to it by the principal officer, or 
BOTH. 

 

2.  Is the producer “licensed-only” and assigning 100% of their commission?   
  

a. Yes - Choose this option if the principal IS assigning their commissions and 
does not want to be 1099’d.   
 

b. No - Choose this option if the producer IS NOT assigning commissions and 
wants to be 1099’d, using the producer’s SSN.  

 
You must select one of these prior to moving forward. 

3.  Please read all of the documents in the package carefully, as well as the Guide for Doing 
 Business with Athene Annuity NY. 
 
4.  Complete each of the forms within the package and fax to Producer Services at 1-888-
 232-1490. 
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5.  Contracting Checklist - There is a checklist of the forms in the package to help you ensure 
all required forms are completed in their entirety and are submitted for processing.  Please 
note: Any missing or incomplete documents will extend the contracting process.   

 
 

EXHIBIT 3 - Producer Application for Appointment – Form# N6917-P (06-13) 
 
This form must be completed and submitted as the basis for the set-up process.   All fields 
must be completed, all legal questions must be answered, and this form must be signed and 
dated by the principal officer of the agency and/or the individual agent.  Please provide a letter 
of explanation and any supporting documentation for any “Yes” answers.  Please make sure to 
include proof of the last AML course completion if completed somewhere other than LIMRA. 
Failure to include the proper documentation can result in delays or denial of your contracting 
request. 
 
Refer to the top section of the form for instructions on 1 and 2 below. 
 
1. Application Submitted w/ Appointment Form?  

a. Yes – since this is Step-2 of the pre-contracting process to get ready for the new 
product launch in fall of 2013, this section should be answered NO as business is not 
being submitted with the contracting paperwork.  However after 10/1/2013 if an agent is 
submitting business at the same time they are being contracted, “Yes” should be 
checked and the Annuity Application Sign Date and State must be provided. In a normal 
contracting situation, this question helps the Producer Services Contracting Team to 
expedite contracting paperwork submitted along with New Business.  

b. No - This option is chosen if the contracting package is not submitted with New 
Business. 

2. Commissions paid to: 
a. Producer - This option is chosen if commissions should be paid to the Producer.  The 

producer will receive a 1099 on all earnings.  
b. Agency/Broker Dealer - This option is chosen if the producer is assigning their 

commission to an Agency.  The Agency will be 1099’d on all earnings, not the producer. 
Please note that an Assignment of Commissions form must accompany the packet if 
this option is selected. 

 
 

EXHIBIT 4 - Consent & Authorization – Form# N7122-P (06-13) 

This form must have the name of the producer or principal officer, SSN, principal officer 
signature, and date signed.  This form must be completed as consent for Athene Annuity NY to 
run the required background checks needed to contract the producer and/or agency.  
Background checks will not be run as part of Step-2 of the pre-contract process since everyone 
being set up is already contracted with Athene Annuity NY.  But the form must be completed in 
case there is a need to run future checks. 
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EXHIBIT 5 – Athene Annuity NY Sales Agreement – Form# N1028-P (06-13) 
 
The Sales Agreement must be completed in order to sell the new Athene Annuity NY products 
coming this fall.  The Sales Agreement is a universal sales agreement, meaning that it’s the 
same for a producer, agency, or both.  
 
In Exhibit 2 you learned about contracting as a Producer, Agency/Broker Dealer or Both.  If you 
have any questions refer back to Exhibit 1.  When you complete the contracting forms using the 
form fillable PDF version, the check boxes on the Sales Agreement will automatically be 
populated based on how you completed the Contracting Package Cover Sheet.  In addition, the 
signature page of the Sales Agreement will automatically be filled in with the corresponding 
principal name and company name if applicable.  The principal officer must sign and date the 
signature page of the Sales Agreement.  
 
If you fill it out the contracting package manually, the check boxes and the corresponding 
signatures on the Sales Agreement should match the answer to question #1, from Exhibit 1 - 
the Contracting Package Cover Sheet.  This indicates who is being contracted.  Athene Annuity 
NY will countersign the Sales Agreement when the producer or agency is contracted.   
 

 
EXHIBIT 6 - Assignment of Commissions (if applicable) – Form# N7120-P (06-13) 
 
This form is required for all producers who wish to assign their commissions in order to defer 
their tax liability. The producer assigning their commissions is the assignor, and the recipient of 
the commission is the assignee.  This form must be signed and dated by the producer who is 
assigning their commissions. Athene Annuity NY will sign the Acknowledgement portion when 
the producer or agency is contracted.  
 
The Assignee will receive a 1099 on all earnings at the end of each calendar year. Athene 
Annuity NY will countersign this form when the producer is contracted.   

 
 

EXHIBIT 7 - Authorization for Automatic Pay Deposit – Form# N7120-P (06-13) 
 
All agencies and producers are required to receive commissions via Direct Deposit.  A VOID 
check must accompany this form.  We will not accept deposit slips for checking or savings 
accounts. If a VOID check cannot be provided, a statement from the bank providing Athene 
Annuity NY with the correct routing and account number is required.   
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Producer Services Contact List 
  
 Department Email:  

 Contracting: producer@athene.com 
 Commissions: commissions@athene.com 

 Department Phone:    
 Licensing & Contracting: 855-428-4363, Option 3 
 Commissions: 855.428.4363, Option 4 

  
 Department Fax:   

 888-232-1490 – We encourage you to fax all contracting packets for faster 
processing. 
















































