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Affiliation Process for Business Entities
Affiliations renew every year, before March 1st
 
When the Entity license is up for Renewal, the Affiliation Renewal fee(s) is included with the overall fee(s) when paying for the license renewal application, online.

When the Entity license is NOT up for Renewal, there is an Affiliation Renewal Invoice that is required to be paid before March 1st.

· [bookmark: _Hlk168998773]Prior to November 1st all Affiliations should be audited by the Entity using the “License Look Up” feature on www.statebasedsystems.com
· If there are any Affiliation additions or deletions, the request(s) must be submitted to our Bureau for processing before close of business October 31st.
Use the Affiliation form 202B (to add) or 202C (to remove). Forms can be found at www.osi.state.nm.us

The Affiliation form 202B is mailed in with payment ONLY when adding a new Licensee or when adding back a Licensee, due to their Affiliation being terminated.
Affiliations are automatically terminated when the Licensee license goes out of the “Active” status.

Affiliation Renewal Invoices are currently ONLY emailed to the Business Email Address on file December 2nd.
· [bookmark: _Hlk168995447] Payment instructions provided on the Invoice must be followed.  Invoices and payments are due in our Bureau for processing before close of business on the last day of February.
If payment is received on OR after March 1st, it is late and is not acceptable for the Affiliation Renewal process.
How to avoid noncompliance of the Affiliation requirement:
·  Always maintain at least one listed licensee as an Affiliate.
· Stay current with Affiliation Renewals.
· Periodically audit existing Affiliates using the “License Look Up” feature on www.statebasedsystems.com 
·  Keep a current /monitored business email address on file, many of our notices come from sbs@naic.org

Contact our Bureau immediately, if clarification is needed for any notices we send out. We may be reached at Agents.licensing@osi.nm.gov or 855-427-5674.

Main Office: 1120 Paseo de Peralta, Fourth Floor,  Santa Fe, NM  87501
Satellite Office:  6200 Uptown Blvd NE, Suite 400, Albuquerque, NM 87110
Main Phone: (505) 827-4601 | Satellite Phone: (505) 322-2186 | Toll Free: (855) 4 - ASK - OSI 
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