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Processing Changes 

 

 
The process to request a policy change that cannot be performed by the Agent is 
changing. Agents will no longer submit a processing request via email. Agents will use the 
Agent Request to Personal Lines Processing link located in Agent Center to complete a 
DocuSign form instead. Using this new process ensures all required information needed to 
process the change is received.   
 
Please note: This change in process does not impact creating an Activity to Processing in 
PolicyCenter.   

Agents may also use the link below to access the request form. 
 
 

Step 1 

Action Screen 

Select the Begin button to get started.  
 

 

Agent Request to Personal Lines Processing 

Description 

 

https://us.services.docusign.net/webforms-ux/v1.0/forms/2a79e1b50a94acdb2c3b2d348f8b98e5
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Step 2 

Action Screen 

Input the following: 

• Your Agency Name, Your E-mail, and Your 
Agency Code 

Select Next. 
 

 

Step 3 

Action Screen 

Input the following: 

• Primary Named Insured’s Name and Policy 
Number 

Select the Request Type from the dropdown and 
select Next. 
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Step 4 

Action Screen 

Each form will vary and be based on the selected 
Request Type from the previous screen. Input 
the requested information and select Next.  
 

 

Step 5 

Action Screen 

Acknowledge the information being submitted is 
true and accurate, and documents have been 
uploaded to DocVault, when appropriate. Select 
Next.  
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Step 6 

Action Screen 

Review the information being submitted. If edits 

are needed, select the pencil icon ( ) to 
complete edits. Once finalized, select Submit.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

By accepting a copy of these materials:   

(1) I agree that I am either: (a) an employee or Contractor working for Nationwide Mutual Insurance Company or one of its affiliates or subsidiaries 
(“Nationwide”); or (b) an Independent Sales Agent who has a contract and valid appointment with Nationwide; or (c) an employee of or an independent 
contractor retained by an Independent Sales Agent; or (d) an Independent Adjuster who has a contract with Nationwide; or (e) an employee of or an 
independent contractor retained by an Independent Adjuster.   
(2) I agree that the information contained in this training presentation is confidential and proprietary to Nationwide and may not be disclosed or provided 
to third parties without Nationwide’s prior written consent.   
(3) I acknowledge that: (i) certain information contained in this training presentation may be applicable to licensed individuals only and access to this 
information should not be construed as permission to perform any functions that would require a license; and (ii) I am responsible for acting in 
accordance with all applicable laws and regulations.   
(4) I agree that I will return or destroy any material provided to me during this training, including any copies of such training material, when or if any of the 
following circumstances apply: (a) my Independent Sales Agent agreement with Nationwide is cancelled or I no longer hold any appointments with 
Nationwide; (b) my employment with or contract with a Nationwide Independent Sales Agent is terminated; (c) my Independent Adjuster contract with 
Nationwide is terminated; (d) my employment with or contract with a Nationwide Independent Adjuster is terminated; or (e) my employment or contract 
with Nationwide is terminated for any reason.  

 


