
Completing Carrier 
Contracts Online

Step by Step instructions for all 
Carrier Contracts



Step 1

• Log onto naacontracting.com

• Click on NAA & Carrier Contracting link on the 
left

• Choose the carrier you are wanting to submit 
contracting paperwork and click next



You can get to all online carrier contracts by 
clicking on the NAA & Carrier Contract Tab once 
you have logged into naacontracting.com.  Check 
the carrier you wish to complete and click the 
next tab



Step 2

• Read all preliminary materials before you start to fill 
out the questionnaire

• Answer all questions on each tab.  Use the next button 
to go to the next tab and previous to go back to the 
previous tab

• Click Finish when you are done answering the 
questions.  If you have missed anything it will tell you 
what is missing and take you back to that question

• Note:  You cannot come back and finish the 
questionnaire later so please be sure that you have 5-
15 minutes to answer all the questions and save them



You must open any required 
materials and read them before 
proceeding by clicking the Next 
button



If you fail to read any required element you will receive the 
above warning.  You must open all documents with the 
green new symbol before  you will be allowed to proceed 
with completing contract.



You will need to answer all of the questions in each tab.  Once 
you are in the last tab you will click finish to save your 
answers and the document will be compiled into a PDF 
document for your signature.  If you miss any required fields, 
you will be taken back to that page and not allowed to finish 
and save until everything is completed.  You cannot save a 
partial contract so please be sure you are ready to complete 
all the tabs.



Step 3

• After you have saved your contract, the next 
step is to Create an Electronic Signature

• Click Create Electronic Signature

• Follow the on screen directions.

• Please Note:  This is a one time set up so if 
you have previously set up and used an 
electronic signature you can skip to step Four



Click 
here



Fill in the 3 boxes with the proper information, choose the signature you would like to 
use and click Next



Click that you agree with the terms and 
conditions and confirm the signature



Step 4

• You will need to verify your NAA password and 
your email address and click to confirm your 
identity

• Please note:  this is your password and not 
your NAA number



This is asking for the password you just set up and your email 
address.  Once entered Click on the Click to Confirm Identity Box.



Step 5
Sign and Submit the Agreement

• This is the last step of the process!!!!

• You will need to verify your identity for legal 
purposes and then click the yellow boxes and 
hit Submit to NAA



Click 
Here



Review Your Document

At this step you will see your contract, have a 
chance to review it and click to sign and 

submit the agreement electronically to NAA



Click the “Click to Sign” Yellow box above.



Note:  Don’t worry about the date as that will 
be electronically stamped when you submit

This what 
your 

electronic
signature 
will look 

like when 
you click 
submit



Click the Submit to NAA button 
if you have reviewed and are 

ready to submit 



If you miss a step, you will receive this error when you hit the submit button and 
you will be taken back to what you missed



SUCCESS!!!!  You have completed your Contract.  



Quick Tips from
The Contracting Department

 In order for the agent to set up commissions to be paid to a corporation they must hold an 
insurance license in the name of the corp.
(If you DO NOT hold an insurance license in the name of your corp you will need to submit your
contracting in your individual name until the license is acquired and add the corp at that time)

 Agents setting up a corp must go in FasTract and get a NAA # for the corp and hold 2 NAA #’s (one 
for the corp and one for the individual)

 For online contracting – the agent should log in under their personal NAA number – click the carrier 
and select corporation where appropriate on the questionnaire. Be sure to fill in all primary 
personal information as well as your corp information.

 Don’t forget to send in your supporting documentation (voided check, voided savings deposit slip, 
bankruptcy information, etc.)

 Be sure that the banking information that you enter on the contract is the same as the voided 
check that you send

 Be sure to contact your manager for assistance on contracts.  They are your number one resource 
in this business and they know who to contact at NAA Headquarters if there is a question.


