
e-Policy 
Delivery 
Guide



Email Notification

When a policy is issued you 
will receive an email 
instructing that the policy 
documents are available on 
the Agent Resource Center 
(ARC). 
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Where to Find the e-Policy Delivery

You can find the Electronic Policy Delivery dropdown 
under the e-Statements dropdown.
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Agent 
e-Policy Delivery 
Process



e-Policy Delivery Screen
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On the Electronic Policy 
Delivery screen, you 
will be able to access 
any policy issued within 
the last 60 days.

Click the blue buttons 
to download a copy of 
the policy to your 
computer.

Click the green button 
to email a link to your 
clients where they 
can securely 
download and sign 
their documents, if 
needed.



Starting e-Policy Delivery

Once the green Send for e-sign button is 
selected, you can provide the email address and 
mobile number for each client so they can get 
secure access to the download link. 

Select the appropriate check box(es):
• If client wants paper copy of the policy 

once it becomes active 
and/or

• To provide approval to process the ACH 
process once all other delivery 
requirements are received, as applicable 
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e-Policy Delivery Process
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1. After entering email address/phone numbers and clicking Submit, the top of the pop up will turn green 
with the following message:

2. The Electronic Policy Delivery screen will 
now have the option to Resend for e-Sign.

e-Policy Delivery process continued on the next page.
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3. The Electronic Policy Delivery screen will update every few minutes with the e-Sign status so you can 
easily  track its progress.

e-Policy Delivery Process



Client 
Signature 
Process



Client Signature Process

10Client signature process continued on the next page

1. If signatures are required, the client 
will receive an email from
noreply@ltcadmin.com, with the subject 
NGL Policy Document(s) to Sign, to 
complete their signatures securely. If they 
don’t receive an email, we ask that the 
insured check their junk or spam folder 
before requesting a new email be sent.

• If there are two insureds on the 
policy, one insured will go through 
the signature process first. Then the 
other will receive an email to sign 
after the first insured has completed 
the process.

2. When Documents(s) to Sign is selected, 
the signor will be taken to an 
authentication request in their browser. 
Please note: The full mobile phone number 
of the client will be displayed.

mailto:noreply@ltcadmin.com


11Client signature process continued on the next page

3.   When Send is selected, a text 
containing an authentication 
code will be sent to the client’s 
mobile number.

4.   Once the text is sent, this 
screen will appear and they will 
input the authentication code.

Client Signature Process



12Client signature process continued on the next page

5. Once the authentication code is entered, your client will be taken to the Electronic Record and
Signature Disclosure. 

Client Signature Process

In order to continue to 
the signatures, they will 
need to check the box 
next to I agree to use 
electronic records and 
signatures.



13Client signature process continued on the next page

6.   The policy documents will appear once the client agrees to the electronic records and signatures 
(previous page). They will have the opportunity to scroll through and review the documents. When they are 
ready to proceed, they will select the Start button and be taken to the first signature location.

7.   The client can adopt the style of signature and initials by 
clicking on the red box next to the signature. Selecting Adopt 
and Sign will return them to the signature process.

Client Signature Process
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8.   Once all signatures have been 
completed, the applicant(s) and agents 
will receive an email informing they can 
access and download the completed 
documents. NGL’s LTC Administration will 
be also alerted at this time that the 
signatures have been complete.



Paperwork
Download



If no signatures are needed…
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If there are no signatures required, the 
client will get an email from 
policyissue@ngl-essentialltc.com, to 
download the paperwork. The agent 
will also be cc’d on this email.

mailto:policyissue@ngl-essentialltc.com


This completes the e-Policy 
delivery process!

Contact our Agent Services Team with questions.

Phone: 888.505.2332
Email: status@ngl-essentialltc.com

For agent use only. Not for distribution to the general public. Insurance coverage provided by National Guardian 
Life Insurance Company (NGL), Madison, Wis. National Guardian Life Insurance Company is not affiliated with 

the Guardian Life Insurance Company of America, a/k/a The Guardian or Guardian Life. 
5356 04/24.
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