
 
 
Step 1 
Complete the contract. Fax (except for Humana – please send original to the address 
below) your contract, licenses copies, and E&O information into our Contracting Dept. 
(303) 996-6229. Your contract will then be screened and forwarded to the carrier. 
 
Please send the Original Humana Contract to: Brokers Assistance Inc., 
Attn: Penny Henry 8774 Yates Drive Suite 100, Westminster, CO 80031 
 
Step 2 
When the Carrier receives your information, they will begin the contracting process. This 
process includes data input and license and background checks. If any information is 
missing or incomplete, the process will be slowed down dramatically. The usual time to 
process is 5-20 business days (depending on the carrier). 
 
 
Step 3 
The carrier will send you a welcome notice (by mail or email). This notice will include 
information about their contracting/certification process and what you need to do next. 
This usually includes information on how to gain access to their web portals (once 
contracted and certified). The Web Portal is used by agents to order supplies, check 
current CMS (Centers for Medicare & Medicaid Services) rules, or to get useful sales 
information. 
 
 
 
 If you have any questions about your contract, please contact Penny Henry at : 
(303) 996-5269 
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