
Guide for non-face-to-face applications  

This guide provides detailed instructions on how to conduct non-face-to-face business when 
using paper and/or web applications. 
 
Reminder - You must comply with provincial licensing requirements for corporations and 
advisors in all provinces in which you conduct business activities. 
 
This job aid outlines the different processes available to conduct non-face-to-face business: 
 

1) Paper application sent to and signed by client (doesn’t require non-face-to-face 
authorization form)   

2) Paper and web application signed by the advisor on behalf of the client (requires 
non-face-to-face authorization form) 

 
A questions and answers section is available at the end of this guide for your reference. 
 

Product and coverage amounts eligible for non-face-to-face applications 

The non-face-to-face process applies only to the following products: 

Product  Term life 
insurance  

Participating 
life 
insurance  

Universal 
life 
insurance  

Critical 
illness 
insurance  

Disability insurance  

Eligibility  $10 
million or 
less  

$10 million or 
less  

$10 
million or 
less  

$2,000,00
0 or less  
 
For critical 
illness, we 
will 
consider 
up to $2.5 
million in 
coverage, 
if advisors 
provide a 
cover 
letter with 
the 
applicatio
n.  
 

 Monthly benefit of 
$15,000 or less  

 Business-overhead 
expense monthly benefit 
of $15,000 or less  

 Not available for buy-
sell products  

 

 

OPTION 1: Paper application mailed to and signed by client (doesn’t require 

authorization form) 

 
Overview: 

 

 If the client completes and signs the application, non-face-to-face authorization forms 
aren’t required. 



 The application can be mailed to the client and completed with you remotely. 
o For the 2017 redesigned life insurance paper application only: The 

application includes the new client booklet titled What you need to know 
about your life insurance application (form 17-8942). Check to make sure the 
booklet is inside the application. It’s mandatory for the client (and the life 
insured, if different) to review its content before signing the application. The 
booklet should be retained by the client.  

 The client signs and mails back the application to the advisor. 

 The advisor completes advisor’s report section and submits the application. 
 

Instructions: 
 

Step 1: Mail client blank application and all necessary paperwork 
 
Step 2: Complete the application with client remotely 
 

 Arrange a time to call the client – have a copy of the application with you to follow 
along for reference. 

 Over the phone, review all required questions on the application with the client. 
o The client must check No to the question “Are you, the proposed insured, 

physically present as the advisor is recording all the answers to the 
questions?” 

o When the application is received from the client, you must answer No to the 
question “Did you, the advisor, see the original and valid documentation and 
then record the information above in the physical presence of the owner?” 

 
Step 3: Client signs the paper application and mails completed application 

 

 The application must be signed by the proposed insured with a witness present 
(an independent third party who is not the policyowner, beneficiary or a relative of 
the insured). The witness must be of legal age. The prospective policyowner, if 
other than the proposed insured, must also sign the application. 

 The client mails the completed application, along with any signed paperwork 
back to you.  

 For the 2017 redesigned life insurance paper application only: It’s 
mandatory for the client (and the life insured, if different) to review the client 
booklet titled What you need to know about your life insurance application (form 
17-8942) before signing the application. The booklet should be retained by the 
client. 
 

Step 4: Complete the advisor’s report and submit application 
 

 Once you’ve received the completed and signed application, you’ll need to 
complete the advisor’s report. Submit the application and any necessary 
paperwork to Canada Life following your usual process. 

 



 

OPTION 2: Paper and web application signed by the advisor on behalf of the 

client (requires authorization form) 

 
Overview: 

 

 Before an application can be started, the advisor must: 
o be in possession of a signed “Authorizations for non-face-to-face 

applications” form.  
o For the 2017 redesigned life insurance paper application only: You must 

mail or email the client booklet What you need to know about your life 
insurance application (form 17-8942) to the client as it’s mandatory for the 
client (and the life insured, if different) to review its content before signing the 
application. The booklet should be retained by the client. 

 The advisor completes the application remotely with the client over the phone and 
signs it on behalf of the client. 

 The advisor submits the application and the signed Authorizations for non-face-to-
face applications form, and all other necessary paperwork to Canada Life following 
your usual process. 

 Once issued, the advisor will need to deliver the policy to the client and obtain an 
original signature from the client on the acknowledgement of policy received (AOPR) 
– this is required to have the policy placed. 
 

Instructions: 
 

Step 1: Obtain client(s) signature  
 

 Use form 17-8944 Authorizations for non-face-to-face applications and 
obtain client(s)’ signature(s). 

 The client(s) must provide a signed copy of this form on or before the day the 
application is started. 

o The authorization form grants the advisor permission to sign on behalf of 
the client(s) to complete a non-face-to-face application without the 
client(s) signing the actual application. 

o This form must be signed each time a client applies for insurance 
remotely. 

 The Consent to disclose additional information to your advisor section is optional 
and the insured(s) should complete this only if he/she consents to provide the 
advisor with this additional information. 

o If the insured(s) leaves this section blank, the default answer is No and 
must be left as No when the advisor is completing this section of the 
application on behalf of the insured(s). 

 
For life insurance paper application only: Mail or email the client booklet What you 
need to know about your life insurance application (form 17-8942) to the client 
 

 The advisor must mail or email a copy of the client booklet to the client before 
starting an application. 

 It’s mandatory for the client (and the life insured, if different) to review its content 
before signing the application. The booklet should be retained by the client.  

 

https://repnet1.canadalife.com/portal/stellent/groups/public/documents/S1_289172.pdf


Step 2:  Apply for insurance 
 

 The advisor completes the application on behalf of the client(s). 

 For paper applications: 
o The advisor signs paper application in all sections where a client(’s) signature 

is requested.  

 Use this format for your signature: Client Name pp advisor 
signature.  

 For web applications:  
o The advisor signs on behalf of the client(s) using the click-wrap option. 
o If the application was completed on a tablet, the advisor uses the same 

format as indicated above for paper applications. 
o The advisor must answer all applicable questions indicating that they are not in front 

of the client(s) while taking the application. 
o Advisors must check No to the question “Are you, the proposed insured, 

physically present as the advisor is recording all the answers to the 
questions?” 

o Advisors must answer No to the question “Did you, the advisor, see the 
original and valid documentation and then record the information above in the 
physical presence of the owner?” 

 
 

Step 3:  Submit the application 

 

 For paper applications: Mail the paper application, along with other paperwork, 
following your normal process for submitting applications. 

 For web applications: scan and upload the non-face-to-face authorization form 
and any other required forms when you get to the other requirements screen.  
 

Step 4: Deliver the policy 
 

 Once issued, the advisor will need to deliver the policy to the client and obtain an 
original signature from the client(s) on the acknowledgement of policy received 
(AOPR) – this is required to have the policy placed. 

 

Important details 

 

Additional requirement for universal life insurance applications  

 
For universal life insurance applications the client will need to have the Non-photo owner 
identification (form 46-10771) completed.  

 

Terms and conditions 

 
Conditional / 
temporary insurance  

 Not available 

Application type  Paper applications   

 Web applications 

https://repnet1.canadalife.com/portal/stellent/groups/public/documents/S1_294930.pdf
https://repnet1.canadalife.com/portal/stellent/groups/public/documents/S1_294930.pdf


Child application  Non-face-to-face applications on a child will be accepted if there is 
a concurrent application on a parent or the parent has coverage 
inforce with us. 

Policy delivery  If the client did not sign the application form when the application 
was started, an amendment for the owner/insured to ratify the 
application is included in the AOPR.  It must be signed and 
returned for the policy to be placed.   

 Signatures on the AOPR (or any other document requiring a 
signature at delivery) must be provided in a province for which the 
advisor is licenced. 

 
Note: If more than one province is involved (e.g., owner applies in 
one province, but the policy is delivered and signed in another), 
consider the possible effect on which provincial law will govern the 
policy.  For example, Quebec law asserts jurisdiction over a policy 
delivered in Quebec to a Quebec resident even if the policy was 
applied for in Ontario. 

Witnessing web 
application 

 Signatures on policy documents must be witnessed by an 
independent third party who is not the policy owner, beneficiary, or 
related to the insured. The witness must be of legal age and 
present when the documents are signed on delivery. 

Evidence  All regular age and amount requirements apply. 

 All non-face-to-face applications will require a paper paramedical 
to be completed 

 

Questions and answers  

1. Why does the client need to have a second signature for the Consent to disclose 
additional information portion of the form? 
This is an optional selection for insureds only to authorize the sharing of their personal 
information with an advisor.  
 

2. Does the client still need to sign the F20 authorization form for web applications? 
Yes. The F20 authorization form is required by doctors and hospitals before granting the 
company access to the client’s medical information. 
 

3. If my client signs the non-face-to-face authorization form, can I use this form for 
multiple applications? 
No. Each application must include its own original non-face-to-face authorization form. 

 
4. Why do I need to have the AOPR signed to place a non-face-to-face policy? 

If the client(s) authorized the advisor to sign the application form on their behalf, there 
will always be an amendment within the AOPR. This will provide proof that the client has 
confirmed the accuracy of the application and received the contract. 
 
If the client signed the paper application and mailed it back to the advisor, premium is 
required at delivery in order to place the policy. 

 
5. Does Canada Life need an original wet signature?  



The Authorization for non-face-to-face form must be signed by the client, but we will 
accept a faxed or scanned copy. 
 
If the client chooses to complete the Consent to release additional information portion of 
the form, we’ll accept a faxed or scanned copy. 
 

6. Whom do I contact if I need help with this process? 
Speak with your New Business associate if you have questions about non-face-to-face 
applications. 

 
 

7. Can the client apply for temporary or conditional insurance with this non-face-to-
face process? 
No. Due to the risk of not meeting with the client in person when starting and completing 
the application, temporary or conditional insurance is not offered for non-face-to-face 
applications. 
 

8. For the 2017 redesigned life insurance paper application only: What do I do with 
the client booklet What you need to know about your life insurance application 
(form 17-8942) if I’m completing a non-face-to-face application with a client? 
 
If you’re mailing a blank life insurance paper application to the client for them to 
fill out: The client booklet is already included as an insert in the application. It’s 
mandatory for the client (and the life insured, if different) to review its content before 
signing the application. The booklet should be retained by the client. 
  
If you’re completing a life insurance paper application on behalf of the client: You 
must mail or email a copy of the client booklet to the client prior to starting an 
application. It’s mandatory for the client (and the life insured, if different) to review its 
content before signing the application. The booklet should be retained by the client. 
 
If you’re completing an application on the web app, note that the client booklet is not 
part of the web application process. You don’t need to mail or email a copy of the client 
booklet to the client.  


