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Important: Users shall have basic understanding of the account management and 
basic functionality for principals in Insurance Intermediaries Connect (“IIC”). For 
details, please refer to below User guides. 

A2 User Guide of the Insurance Intermediaries Connect for Principals 
https://ia.org.hk/en/infocenter/forms/intermediaries.html 
 

1. Account Setting in Supervisor Account 
1.1. Set Access Rights of Administration Account for Individual Licence 

Renewal Application functions 
 

• Go to Detail of selected administration account under Administration 
Account Management. 

 
 

• Tick the access rights of Assign Renewal Application, Verify Renewal 
Application and/or Confirm Renewal Application and click Save at top 
right corner of the page. 
 

  

https://ia.org.hk/en/infocenter/forms/intermediaries.html
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1.2. Set Access Rights of Administration Account for Agency / Broker 
Company Licence Renewal Application functions 

[Applicable to Licensed Insurance Agencies and Licensed Insurance Broker 
Companies only] 

 
• Go to Detail of selected administration account under Administration 

Account Management. 

 
 

• Tick the access rights of Agency Licence Renewal Application or Broker 
Company Licence Renewal Application (where applicable) and click Save 
at top right corner of the page. 

 
 
2. Renewal Application Assignment by Principal 

2.1. Assign Individual Renewal Application  
• When a individual licensee submits a renewal application for principal’s 

verification, a daily email with a list of application cases pending verification 
will be sent to the principal’s company designated email.  If principal would 
like to update the company designated email for receiving these emails, 
please go to “Designated Mobile Number, Designated Email Address and 
Password for Document Download” for the set up.  For details, please refer 
to section 2.5 of the User Guide of the Insurance Intermediaries Connect for 
Principals. 
 

• Principal will be required to assign the renewal application case to a case 
handler before the verification, this can be performed by the Supervisor/ 
Alternate Supervisor/ Administration account owner with relevant access 
right (collectively, Principal Authorized Administrator (“PAA”)).  For setting 
access right details, please refer to section 1.1. 
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• Log in IIC with Supervisor account or PAA.   

 

• Notification will be shown in the Information Board if the account owner 
got the assignment right. 

 
 
• Select “Application Assignment – Licence Renewal Application” on the left 

vertical menu. 
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• Choose the application(s) and assign to designated case officer and click 

“Confirm”. 

 

 

2.2. Reassign Individual Renewal Application  
• After case assignment, PAA can further reassign the case in “Case Handler 

Management”. 
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• Case Handler will receive daily notification if renewal cases were assigned 
and have not yet reviewed at the end of the day.   
 

3. Verification by Principal 
3.1. Verify Individual Renewal Application by Principal 
• Log in Supervisor account (or other admin account designated as “Case 

Handler”).  For details of access right setting, please refer to section 1.1. 

 
 

• Notification will be shown in the Information Board regarding renewal 
application verification. 

 
 
• Select “Verify Application – Licence Renewal Application” (for individual 

licensees) in the left vertical menu. 
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• Below individual renewal applications will be highlighted in yellow: 

 Non-Hong Kong Permanent Resident 
 Indicated “Yes” in any of the questions in relation to 

Authorized Insurer/Licensed Insurance Agency/Licensed 
Insurance Broker Company (Section II) 

 Indicated “Yes” in any of the 14 questions in relation to 
Character, Financial Status, Disciplinary Action & 
Investigation 
 

 
 

• Case Officer may choose multiple cases and “Bulk verify” the cases 
without putting remarks/ticking the checkbox on each page of the 
application form.  Alternatively, case officer can click the gearwheel icon 
for details and view each section of the application. 
 

• Principals should put in place proper controls to ensure all the information 
provided in the application and any documents in connection with the 
application are COMPLETE, TRUE and CORRECT. 
 

• Please refer to Step 3.2 for Bulk Verification to verify MORE THAN ONE 
applications OR refer to Step 3.3 for Verification of ONE particular 
application 
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3.2. Bulk Verification by Principal – Verify MORE THAN ONE applications 
• Select the applications to proceed with Bulk Verification. Click “Bulk Verify”. 

 
 
• Click “YES” in the pop-up message.  

 
 
• Click “OK” in the pop-up message.  

 
 

3.3. Verification of ONE particular application 
• Click the gearwheel icon to open the application and view details. 
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• Scroll down and tick the checkbox “Verify with no comments?” or enter the 
comments for that section. Then click “Next Section”.  

 
 
• After reviewing the whole application, Click “Finish”. 
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• Click “YES” in the pop-up message.  

 

 

• Click “OK” in the pop-up message.  

 

 

 

3.4. Return Individual Renewal Application to applicant 
• If there is any page with comments, application will be returned to 

applicant after completion of review. 
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3.5. Verification of resubmitted Individual Renewal Application 
• If the application is resubmitted after amendment, Case Handler shall 

verify the renewal application amended. 
• Case Handler will receive daily notification regarding resubmitted 

application. 
• Notification will be shown in the Information Board. 

 
 
• Resubmitted applications will be indicated in Status column. 
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• Case Handler will be able to see last comment on the top during the re-
verification stage. 

 

 

• The page which was amended by the applicant will be indicated on the top 
and amended details will be highlighted in yellow. 

 
 

• Please refer to Step 3.3 for verifying application.  
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4. Confirmation of appointment by Principal 
4.1. Confirm Individual Renewal Application by Principal 
• A daily email with a list of application cases pending confirmation will be 

sent to the principal’s company designated email.   
• Log in Supervisor account or Admin account with Confirm Renewal 

Application access right.  For details of access right setting, please refer to 
section 1.1 

 
 
• Notification will be shown in the “Information Board” if the admin user got 

the confirmation right.  

 

• Click “Confirm Appointment (Licence Renewal Application)” on the left vertical 
menu. 
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• The PAA shall review the appointment pending for confirmation by clicking 

the gearwheel icon.  The licence period applied and relevant application 
fee will also be shownd for reference. 
 

• The PAA should indicate the payer (Applicant or Principal) for each 
application by checking relevant box, namely “To be paid by Applicant” and 
“To be paid by Company”.  The PAA may select respective payer for each 
application one by one in the list, or select same payer for all applications 
by checking the box on the top. 

 
• If the PAA is satisfied with the appointment information, he/ she can 

proceed the appointment by selecting the subject appointment , indicating 
the payer (Applicant or Principal) of the application fee and clicking “Add to 
Cart”. 
 

 
• Click “Cart”. The number of applications added to cart is indicated next to 

“Cart”. 
 

• The PAA shall then confirm the appointment and confirm the selected payer 
by clicking “Confirm”.  
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• The PAA will then be required to make relevant declarations and provide 
the information of the contact person for the renewal application whom will 
be the principal’s contact point for the IA in processing this renewal 
application.  Then, click “Confirm”. 

 
 
 
• Select the Designated Mobile Number from the drop-down menu to receive 

an OTP and then click “Submit”. 
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• A SMS message containing an OTP will be sent to the Designated Mobile 

Number.  Please refer to section 2.5 of the User Guide of the Insurance 
Intermediaries Connect for Principals for setting up designated mobile 
number. 

 
• Input the OTP received. Click “Submit”.  Once the OTP is inputted into the 

system, relevant individual appointment(s) will be confirmed.  PAA shall 
proceed to settle the payment (if indicated application fee to be paid by 
Company) or remind the applicant(s) to settle relevant application fee in IIC 
(if indicated application fee to be paid by Applicant). 
 

• Selected payer for the application fee will receive notification via e-mail.  
Please refer to Section 8 for the detailed payment process. 
 

• The renewal application will be submitted to the IA when relevant 
application fee is paid.   
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5. Process for Agency or Broker Company to submit a Renewal 
Application 
[Applicable to Licensed Insurance Agencies and Licensed Insurance Broker Companies only] 

5.1. Grant of Access Right to PAA 
• Please refer to Section 1.2 If supervisor / alternate supervisor account 

owner would like to delegate the Agency Licence Renewal Application or 
Broker Company Licence Renewal Application (where applicable) function 
to administration account owner. 

 

5.2. Renewal Application by Agency or Broker Company Licensee 
 

• Log in IIC with Supervisor account or PAA. 
 

• After logging into the IIC, PAA may click “Licence Renewal – Application of 
Agency” or “Licence Renewal – Application of Broker Company” to start 
the renewal application process. 

  
 

• The following information which have been provided to the IA, will be 
prefilled in the online renewal application form.   

o Licence Number 
o Name 
o Form of Ownership (applicable to Agencies only) 
o Financial Year End (applicable to Broker Companies only) 
o Address of Registered Office / Principal Place of Business in HK 
o Telephone Number 
o Fax Number (if any) 
o Email Address 
o Website Address (if any) 

The licensee is required to complete the information for the remaining 
sections. 
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• In the case that the licensee has any change of particulars (i.e. Name, 
Address, Telephone Number, Fax Number, Email Address or Website 
Address), he/she may click the “Change in Particulars” button.  He/she will 
then be directed to the “Change in Particulars” page.  Please refer to 
section 6 for more details.  Please note that renewal application could 
only be submitted after the notification of change in particulars is 
completed, which generally takes 1 day if supporting document is not 
required and submission is made before 12 noon. 
 

• In respect to the section “Other Business of Applicant”, if the answer was 
“Yes”, PAA is required to provide brief description of the other business; 
and answer whether they are aware of any potential conflict of interest 
that may arise between Applicant’s insurance agency business/insurance 
broking business and its other business, if the answer was “Yes”, PAA is 
required to state how such conflicts of interest are to be avoided or 
managed. 

 
• In respect to the section “Licence(s) Granted by Financial Regulator(s)”, 

PAA is required to answer the questions for the past 3 years only.  If any of 
the answers were “Yes”, the licensee will need to provide the licence / 
registration number with the relevant financial regulator(s). 
 

• In respect to the section “Directors” (only applicable to an Applicant which is a 
limited company), PAA is required to input the name of Director(s) and the 
effective Date. 
 

• In respect to the section “Controllers”, PAA is required to input the name 
of Controller(s), the Shareholding %, and the effective Date.  For Agency 
Applicant, the PAA is required to indicate the capacity of the Controller(s) 
and state shareholding % for Shareholder Controller(s). 

 
• [Applicable to Agency applicants only] In respect to the section 

“Confirmation regarding section 64J of the Ordinance”, PAA is required to 
confirm whether the directors, partners or sole proprietor of the Applicant 
who manage or control any matter relating to a regulated activity of the 
Applicant did not violate the restriction under section 64J of the Insurance 
Ordinance. 
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• In respect to the section “Group Structure” (only applicable to an Applicant 

which is a limited company), PAA is required to answer whether the Applicant 
is a company within a group of companies.  If the answer was “Yes”, a 
detailed group organisation chart should be uploaded to the relevant 
folder in the section “Supporting Documents”. 

 
• [Applicable to Broker Company applicants only] In respect to the section 

“Financial Statements and Compliance Reports”, PAA is required to 
answer whether the auditor's report on the financial statements and/or 
the auditor’s compliance reports on the compliance with the requirements 
specified in Insurance (Financial and Other Requirements for Licensed 
Insurance Broker Companies) Rules (Cap. 41L) for the past 3 financial years 
been qualified.  If the answer was “Yes”, the PAA is required to state 
mitigation measures that will be/have been put in place to address the 
auditor's concerns. 

 
• In respect to the section “Controls and Procedures”, PAA is required to 

confirm that the Applicant has appropriate governance arrangements and 
internal systems, controls and procedures in place in 7 aspects. 

 
• In respect to the section “Character, Financial Status, Disciplinary Action 

& Investigation”, the licensee is required to answer the questions for the 
past 3 years only.  If any of the answers were “Yes”, the licensee will need 
to provide further information to supplement his/her answers for IA’s 
consideration.  For issues concerning criminal records, financial records 
and disciplinary actions, the licensee can use the specified Supplemental 
Forms on the IA’s website 
(https://www.ia.org.hk/en/infocenter/forms/intermediaries.html) to 
provide the required information.  The completed Supplemental Forms 
with supporting document(s), if any, should be uploaded to the relevant 
folder in the section “Supporting Documents”. 

 
• In respect to the section “Other Information”, the PAA may provide 

additional information, if any, that he/she considers relevant or material 
to the renewal application which has not been covered in the other 

https://www.ia.org.hk/en/infocenter/forms/intermediaries.html
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sections of the application and would like to draw to the Insurance 
Authority’s  attention. 

• In respect to the section “Contact Information”, the PAA is required to 
provide the information of the contact person for the renewal application 
whom will be the Applicant’s contact point for the IA in processing this 
Agency/Broker Company licence renewal application and duly authorized 
to act on behalf of the Applicant on all matters relating to the Application.  
The Applicant will be held responsible for all submissions and 
representations made by this authorized person.  This authorized person 
must be a senior member of the Applicant (e.g. controller/director/senior 
management). 

 
• [Applicable to Agency applicants only] In respect to the section 

“Appointing Principal”, the name of current appointing principal(s) will be 
shown.  The PAA is required to choose ONE appointing principal 
responsible for verifying the renewal application. 

 
• In respect to the section “Supporting Documents”, the PAA will be 

required to upload relevant supporting documents, if necessary (e.g. 
Group organisation chart, Supplemental Forms for reporting criminal, 
financial or disciplinary record, etc.).  The IIC can support format such as 
JPG, JPEG, PNG and PDF, with each file of a maximum size of 2 MB.   

 
• After the documents have been uploaded or if no documents are required 

to be upload, the PAA will be directed to the “Declaration” page.  Director 
or the Responsible Officer should be the authorized person to confirm all 
information is true and accurate.  Name and designation of the authorized 
person who make the declaration is required to be provided.  The PAA can 
then click the button “Submit”. 

  



 
 

23 
 

 
• Application fee will be shown for reference.  Application fee for licence 

renewal of an Agency and Broker Company is depends on the number of 
technical representatives appointed by them.  The application fee for 
Agency applicant is subjected to changes before principal’s confirmation, 
i.e. change of number of Technical Representatives (Agent) appointed by 
the Agency at time of principal’s confirmation. 

 
 
 

• For relevant fees table and Frequently Asked Questions, please refer to IA’s 
website 
(https://www.ia.org.hk/en/supervision/reg_ins_intermediaries/licensing_
and_related_fees.html). 

 
• The PAA will have to select the designated mobile number of the Applicant 

(as set by the supervisor account owner) from the drop-down menu for 
receiving the OTP.   
 

 

  

https://www.ia.org.hk/en/supervision/reg_ins_intermediaries/licensing_and_related_fees.html
https://www.ia.org.hk/en/supervision/reg_ins_intermediaries/licensing_and_related_fees.html
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• [Applicable to Agency applicants only]  Once the OTP is inputted into the 

system, the licence renewal application will be submitted to its Principal 
for verification.  The application status will be shown as “Submitted to 
Principal” after the application is submitted.  PAA may click “Click here for 
detail” to view the application and payment details (e.g. estimated 
application fee, selected payer and payment status).   
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• [Applicable to Broker Company applicants only]  Once the OTP is inputted 

into the system, the licence renewal application will be confirmed and 
pending application fee settlement.  The application status will be shown 
as “Pending for Payment” after the application is confirmed.  The PAA shall 
proceed to settle relevant application fee.  PAA may click “Click here for 
detail” to view the application and payment details (e.g. application fee, 
payment status).  The application will be submitted to the IA when relevant 
application fee is paid.  Please refer to Section 8 for the detailed payment 
process. 
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5.3. Verification of Renewal Application by the Principal 
[Applicable to Licensed Insurance Agencies only] 

• After the renewal application has been submitted by the Agency Applicant, 
the principal selected by the licensee will perform verification on the 
renewal application before submitting it to the IA. 
 

• If the principal considers the information is incorrect or inconsistent with 
their record, the principal will return the application to the licensee for 
amendment.  Please refer to section 5.3 for more details.  

 
• If no amendment is required, the principal can proceed with confirmation 

of the renewal application.   
 
 

5.4. Amendment of Renewal Application by Agency Licensee 
[Applicable to Licensed Insurance Agencies only] 

• The PAA will receive a notification email instructing him/her to amend the 
application through the IIC.  He/she can then click “Click here for detail”, 
and the application form will be opened. 

 
• If any issues are being found, comments from the principal will be 

displayed in the “Returned by Principal” box in red. The PAA should amend 
the application by clicking the “Amend” button on the page to be edited, 
as appropriate.  
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• If the page is verified without any issues, the “Returned by Principal” box 
will be displayed as “This page has been reviewed by principal ([Time] on 
[Date]).” If necessary, the licensee can still amend the application by 
clicking the “Amend” button even if the page has been verified without any 
issues by the principal.  The principal will be notified of the change. 

 

• After the PAA has amended the application, it should be re-submitted 
to the principal for re-verification with the input of OTP. 
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5.5. Re-verification and Confirmation of Renewal Application by the 

Principal 
[Applicable to Licensed Insurance Agencies only] 

• If the renewal application has been amended by the licensee, the 
principal will need to verify the licence renewal application again. 
 

• The PAA will be notified by email that the renewal application has been 
verified and confirmed by the appointing principal, and who the payer 
of the renewal application is (as selected by principal).  The application 
status will be shown as “Pending Payment”.   

 
• The renewal application will be submitted to the IA when relevant 

application fee is paid by the selected payer.  Selected payer for the 
application fee will receive notification via e-mail.  Please refer to 
Section 8 for the detailed payment process. 

 
• The IA will review the renewal application and inform the principal and 

the agency licensee in due course on its decision or follow-up action.  An 
e-mail notification will be sent to registered email address of the Agency 
if the licence renewal is being approved by the IA.  
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5.6. Renewal Application Returned by the IA 
• If the IA returns the application case to the applicant (e.g. due to 

incomplete application/missing information/further information or 
documents required), the PAA will receive a notification email.  He/she 
can then login to the IIC and remarks by the IA on the return will be 
displayed.  The PAA can amend the application details/upload 
supporting documents as appropriate.  The PAA can also withdraw the 
application by clicking “Withdraw Application” if he/she would not 
proceed with the application.  Application fee paid is non-refundable.  If 
the application is withdrawn, the applicant will need to pay fee again if 
he/ she then submits a fresh application 
 

• After the licensee has amended the application, it should be 
resubmitted to the principal for re-verification  (applicable to Agency 
applicants) / should be re-submitted to the IA for consideration 
(applicable to Broker Company applicants).  Licensee does not need to 
pay the application fee again when it resubmits the application. 

 
• Licensee can then follow the steps according to section 5.2 to resubmit 

the renewal application. 
 

5.7. Deadline of submitting Renewal Application 
• Licensees are required to submit their renewal application no later than 

45 days before the licence is due to expire, otherwise the licence may 
be revoked upon expiry.  
o If the renewal application was submitted at least 45 days before the 

licence is due to expire, even the IA cannot complete the processing 
of the renewal application before the licence expiry date, the licence 
will remain in force past the expiry date until the IA completes its 
processing of the application.  Licensee will not need to make any 
additional payment. 

o If the renewal application was submitted less than 45 days before 
the licence is due to expire, and the IA has not approved the renewal 
application by the time of the expiry date of the existing licence, then 
the existing licence will expire on the expiry date.  If applicant wants 
to be licensed again after this, it will need to submit an application 
for a new licence and pay the fee for this again.  
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6. Assign, Verify Agency Renewal Application and Confirm 
Agency’s Appointment by Insurer 
[Applicable to Authorized Insurers only] 

6.1. Assign Agency Renewal Application 
• When an Agency Licensee submits a renewal application for insurer’s 

verification, a daily email with a list of application cases pending 
verification will be sent to the insurer’s company designated email.  If 
principal would like to update the company designated email for 
receiving these emails, please go to “Designated Mobile Number, 
Designated Email Address and Password for Document Download” 
for the set up.  For details, please refer to section 2.5 of the User 
Guide of the Insurance Intermediaries Connect for Principals. 
 

• Principal will be required to assign the agency renewal application 
case to a case handler before the verification.  For setting access right 
details, please refer to section 1.1. 

 
• Log in IIC with Supervisor or PAA account.   

 

• Notification will be shown in the Information Board if the account owner 
got the access right. 
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• Select “Application Assignment – Licence Renewal Application” on the left 
vertical menu. 

 
 

• Choose the application(s) and assign to designated case officer and click 
“Confirm”. 

 
 

6.2. Reassign Agency Renewal Application 
• After case assignment, PAA can further reassign the case in “Case Handler 

Management”. 
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• Case Handler will receive daily notification if renewal cases were assigned 
and have not yet reviewed at the end of the day.   
 

6.3. Verify Agency Renewal Application 
 

• Notification will be shown in the Information Board regarding renewal 
application verification if the account owner got the access right. 

 
 

• Select “Verify Application – Licence Renewal Application of agency” in the 
left vertical menu. 

 
 

• Below renewal applications will be highlighted in yellow: 
 Indicated “Yes” in question in relation to potential conflict of 

interest that may arise between the Applicant’s insurance 
agency business and its other business 

 Indicated “Yes” in any of the 14 questions in relation to 
Character, Financial Status, Disciplinary Action & 
Investigation 

 
• Case Officer may choose multiple cases and “Bulk verify” the cases without 

putting remarks/ticking the checkbox on each page of the application form.  
Alternatively, case officer can click the gearwheel icon for details and view 
each section of the application. 
 



 
 

33 
 

• Principals should put in place proper controls to ensure all the information 
provided in the application and any documents in connection with the 
application are COMPLETE, TRUE and CORRECT. 
 

• Please refer to Step 6.4 for Bulk Verification to verify MORE THAN ONE 
applications OR refer to Step 6.5 for Verification of ONE particular 
application 

 
6.4. Bulk Verification by Principal – Verify MORE THAN ONE applications 
• Select the applications to proceed with Bulk Verification. Click “Bulk Verify”. 

 
 

6.5. Verification of ONE particular application 
• Click the gearwheel icon to open the application and view details. 

 
 

• Scroll down and tick the checkbox “Verify with no comments?” or enter the 
comments for that section. Then click “Next Section”.  
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• After reviewing the whole application, Click “Finish”. 

 
 

• Click “YES” in the pop-up message.  
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• Click “OK” in the pop-up message.  

 

 

6.6. R 
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6.7. eturn Agency Renewal Application  
• If there is any page with comments, application will be returned to the 

Agency applicant after completion of review. 
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6.8. Verification of resubmitted Agency Renewal Application 
• If the application is resubmitted after amendment, Case Handler shall 

verify the agency renewal application amended. 
• Case Handler will receive daily notification regarding resubmitted 

application. 
• Notification will be shown in the Information Board. 

 

 
• Resubmitted applications will be indicated in Status column. 

 

 

• Case Handler will be able to see last comment on the top during the re-
verification stage. 
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• The page which was amended by the applicant will be indicated on the top 
and amended details will be highlighted in yellow. 

 
 

• Please refer to Step 6.3 for verifying application.  



 
 

39 
 

6.9. Confirm Agency’s Appointment  
• Notification will be shown in the “Information Board” if the admin user got 

the confirmation right.  

 

• Click “Confirm Appointment (Licence Renewal Application of Agency)” on 
the left vertical menu. 
 

 

 
• The PAA shall review the appointment pending for confirmation by clicking 

the gearwheel icon.  The application fee will also be shown for reference.  
Please note that the application fee for licence renewal of an Agency 
Applicant depends on the number of Technical Representatives (Agent) 
appointed by the Agency at time of Insurer confirms. 
 

• The PAA should indicate the payer (Agency or Principal) for each application 
by checking relevant box, namely “To be paid by Agency” and “To be paid 
by Principal”.  The PAA may select respective payer for each application one 
by one on the list, or select same payer for all applications by checking the 
box on the top. 
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• If the PAA is satisfied with the appointment information, he/she can 

proceed the appointment by selecting the subject appointment, indicating 
the payer (Agency or Principal) of the application fee and clicking “Add to 
Cart +”. 

 

 
• Click “Cart”. The number of applications added to cart is indicated next to 

“Cart”. 
 

• The PAA shall then confirm the appointment and confirm the selected 
payer by clicking “Confirm”. 
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• The PAA will then be required to make relevant declarations and provide 
the information of the contact person for the renewal application whom will 
be the principal’s contact point for the IA in processing this renewal 
application.  Then, click “Confirm”. 

  

 
 
• Select the Designated Mobile Number from the drop-down menu to receive 

an OTP and then click “Submit”. 
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• A SMS message containing an OTP will be sent to the Designated Mobile 
Number.  Please refer to section 2.5 of the User Guide of the Insurance 
Intermediaries Connect for Principals for setting up designated mobile 
number. 
 

• Input the OTP received. Click “Submit”.  Once the OTP is inputted into the 
system, relevant agency’s appointment will be confirmed.  PAA shall 
proceed to settle the payment (if indicated application fee to be paid by 
Principal) or remind the Agency applicant(s) to settle relevant application 
fee (if indicated application fee to be paid by Agency).  Selected payer for 
the application fee will receive notification via e-mail.  Please refer to 
Section 8 for the detailed payment process. 
 
 

                              

 

  
• The licence renewal application will be submitted to the IA when relevant 

application fee is paid.  Please refer to Section 8 for the detailed payment 
process.  
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7. Change in Particulars 
[Applicable to Licensed Insurance Agencies and Licensed Insurance Broker Companies only] 
7.1. Grant of Access Right to PAA 
• If supervisor / alternate supervisor account owner would like to delegate the change in 

particulars function to administration account owner, he/she should click 
“Administration Account Management”, select the designated PAA and tick the box 
“Change in Particulars” to grant the relevant access right to the designated PAA. 
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7.2. Notification of Change in Particulars 
• After logging into the IIC, PAA may click “Change in Particulars” to start the change of 

particulars process. 

 
• Please choose the particular(s) to be changed by checking the box(es) and filling in the 

new particular(s) and relevant effective date. 
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• For change of name or address, please also upload relevant supporting documents as 
stated in the Note. 

 

 

 

 

• By confirming all information is true and accurate, PAA may then click the button 
“Submit” for the IA’s handling. 

 
• The PAA will have to select the designated mobile number of the principal (as set by the 

supervisor account owner) from the drop-down menu for receiving the OTP via SMS.  
He/ she is required to provide the OTP within 5 minutes.  If the OTP was not received, 
licensee can click the “Re-send” button to request a new OTP. 

 
• The relevant record will be updated 1 day later if supporting document is not required 

and the submission is made before 12 noon. 
 

• Please note that “Change in Particulars” function will be disabled when there is another 
notification submitted to the IA and such change is still being processed by the IA. 
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8. Payment 
From 23 September 2024 onwards, fees for licence applications and related notifications 
submitted electronically through IIC will be collected  through IIC at the time that the application 
or notification is submitted.  For details, please refer to the fees table and Frequently Asked 
Questions, available at the IA’s website 
(https://www.ia.org.hk/en/supervision/reg_ins_intermediaries/licensing_and_related_fees.htm
l). 

 

8.1. Grant of Access Right to PAA 
• This access right should be assigned to a person who is authorized by the 

Principal’s Board of Directors / Key Person in Intermediary Management / 
Responsible Officer to give such notification to the IA. 

 
• Supervisor / alternate supervisor account owner should click 

“Administration Account Management”, select the designated PAA and 
tick the box “Payment” to grant the relevant access right to the designated 
PAA. 

 

  

https://www.ia.org.hk/en/supervision/reg_ins_intermediaries/licensing_and_related_fees.html
https://www.ia.org.hk/en/supervision/reg_ins_intermediaries/licensing_and_related_fees.html


 
 

47 
 

8.2. Outstanding Payment Records 
 

• When there is outstanding payment pending settlement, reminder 
message will be displayed in the Information Board if the PAA account has 
the access right for “Payment”.  The PAA may click “Click here for details” 
or “Payment” at the menu bar to check outstanding payment record(s), 
settle the payment and view and payment history. 

 
 

• When there is an application which relevant licensing fee was selected to 
be paid by the PAA’s relevant principal or the insurance agency (as 
applicant for licence renewal) relevant payment entry will be added to the 
list of “Outstanding Payments (Licence)”. 
Remarks: Payment entry will not be added here if relevant fee was selected 
to be paid by other party (e.g. the individual applicant).  Principal can view 
the selected payer and payment status of its appointeesin application e-
portal status report.  
 

• Relevant details in relation to the payment will be shown for PAA’s 
reference, e.g. name of applicant/licensee, application type, reference 
number, fee amount, etc.. 

• PAA may settle the payment one by one by clicking “Pay” next to each 
payment record or settle the payments in batch by clicking “Pay Selected” 
or “Pay All Outstanding Payments”. 
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• Total amount to be paid would be shown.  Click “Confirm” to proceed if confirm the 

amount is correct. 

 
 

• PAA will then be directed to the payment gateway which different payment 
methods are available. 
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• When payment process is completed, PAA will be directed back to the IIC. 

  

8.3. Payment History and Payment Receipt 
• Records of settled payment will be shown under “Payment History (Licence)”.  PAA may 

download relevant payment receipt by clicking “Receipt”. 
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9. Status Report 
There are three status reports to facilitate appointing principals to manage and 
monitor the progress of appointees’ licence renewal: 
 

• (5) Renewal Application E-portal Status Report : 
This report shows the application status of appointed individual licensees 
(i.e. Individual Insurance Agents, TR(A) & TR(B)) who have submitted 
renewal application in IIC.   
 

• (6) Status Report of Licences to be Expired in Coming 6 months:  
This report is an outstanding list of appointed individual licensees whose 
licence will be expired in coming 6 months, regardless of whether renewal 
applications have been created or not. 
 

• (8) Renewal Application Form pdf 
This report shows a particular renewal application form of an appointed 
individual licensees (i.e. Individual Insurance Agents, TR(A) & TR(B)).  

 
• All status reports are password-protected. The password is maintained by 

the Supervisor and can be set/updated in the “Designated Mobile Number, 
Designated Email Address and Password for Document Download” function. 
The document will not be available for download if password is not set.  
Administrator Account users shall request the password from the 
Supervisor Account user. The screen capture below shows the relevant part 
for the password setting.   For details, please refer to section 2.5 of the User 
Guide of the Insurance Intermediaries Connect for Principals. 
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9.1. Download Status Report 
• Select “Report” in the left vertical menu. 

 
 

• Click the dropdown list and select the report to be downloaded (e.g: (5) 
Renewal Application E-portal Status Report). 

 
• Click “Download” to download the report and then click “Save” to save the 

zip file. 
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• Open the zip file and double click the report to open. 

 

 

• Enter the “Password for Document Download” which can be found in e-
portal Supervior Account. 

 

 



 
 

53 
 

• The report (extracted) is as below: 

 

9.2. Check the Renewal Application Status 
9.2.1. Renewal Application E-portal Status 
The status report – (5) Renewal Application E-portal Status Report (“Status 
Report (5)”) contains the details of renewal application of individual 
licensee who have submitted renewal application, including the 
application status and relevant payment details which is shown as follows: 

Status Report (5)   
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9.2.2. Licensee’s Renewal application status 
The status report – (6) Status Report of Licences to be Expired in Coming 6 
months (“Status Report (6)”) contains the details of licence to be expired 
in coming 6 months, regardless of whether renewal applications have 
been created or not.   

Status Report (6) 

• Licence expiry date will be indicated in Column F. 
 

• Number of days to be expired will be indicated in Column G. 
 

• The renewal function’s availability will be indicated in Column H “Renewal 
Application Function Available”: 

• Y= renewal application function is available for the licensee (i.e.    
          start from 135 days before the licence expiry);  
• N= renewal application function is not available for the licensee 

• The e-portal account status will be indicated in Column I “E-Portal Account 
Activated”: 

• Y= licensee’s e-portal account is activated;  
• N= licensee’s e-portal account has not yet been activated 
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9.3. Retrieve the Renewal Application Form 
• PAA can use different criteria to search for a particular application (including 

cases submitted to principal for verification but not yet submitted to the IA) 
and download the application form in PDF format. 

• The latest renewal application form will be available for download. 
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