
 

 

 

 

  

Company Service Profile 

Namazi, David Reza - DVBE Insurance &Financial Services LLC. 

7801 River Gulch Rd 
Riverside CA 92507 

 Direct    (951) 318-8477 
E-Fax    (951) 823-5017 

 dnamazi@dvbefinancialservices.com 
www.dvbefinancialservcies.com 

 



Contents 
I. Executive Summary ............................................................................................... 2 

Highlights .............................................................................................................................................................. 3 
Mission Statement ................................................................................................................................................ 3 

II. Company Service Profile ....................................................................................... 4 

Licensing & Certifications .................................................................................................................................. 4 
Company Ownership/Legal Entity .................................................................................................................. 4 
Locations - Hours of Operation ........................................................................................................................ 4 
Products and Services.......................................................................................................................................... 5 
Suppliers ................................................................................................................................................................ 5 

III. Scope of Services ................................................................................................... 6 

Health Insurance Brokerage ............................................................................................................................... 6 
Commercial Insurance Brokerage ..................................................................................................................... 8 
Estate Planning Services ................................................................................................................................... 10 
Certified Notary Public ..................................................................................................................................... 12 
Personal & Business Financial Planning ........................................................................................................ 13 
Bookkeeping & Payroll Administration ......................................................................................................... 14 
Tax Preparation Services .................................................................................................................................. 15 
Small Business Advisory Services .................................................................................................................... 17 
Agent of Service - Incorporation Filings ....................................................................................................... 19 
Third-Party Administrator (TPA) for Government Entities ...................................................................... 20 



COMPANY SERVICE PROFILE - JANUARY 2023 2 

Executive Summary 

"Empowering Your Financial Future with Expertise, Integrity, and Personalized Service" 

At DVBE Insurance & Financial Services LLC, we are committed to delivering exceptional value to 
our clients through our distinct approach: 

1. Comprehensive Financial Solutions: We offer a wide range of insurance and financial 
services tailored to meet your specific needs, whether it's insurance coverage for your 
business or personal financial planning. Our comprehensive solutions aim to safeguard your 
assets and secure your future. 

2. Expert Guidance and Advice: Our team comprises seasoned professionals with deep 
industry knowledge and expertise. We provide expert guidance and strategic advice to help 
you navigate the complexities of insurance and financial planning, ensuring informed 
decisions that align with your goals. 

3. Client-Centric Approach: Your satisfaction is our priority. We take the time to understand 
your unique circumstances, concerns, and objectives. By putting your needs at the forefront, 
we develop personalized strategies that resonate with your financial aspirations. 

4. Ethical and Transparent Practices: Integrity and transparency are at the core of everything 
we do. We operate with the highest ethical standards, ensuring clarity and honesty in our 
services, recommendations, and interactions with clients. 

5. Ongoing Support and Relationship: Our commitment doesn’t end with a transaction. We 
cultivate lasting relationships with our clients, offering continuous support and guidance 
throughout your financial journey. Whether it's a new life event or a change in your financial 
situation, we adapt and tailor our services accordingly. 

6. Innovative Solutions: We stay abreast of industry trends and innovative solutions. This 
allows us to offer you cutting-edge approaches and the latest products available in the 
insurance and financial services landscape. 

7. Accessible and Responsive Service: We value your time and aim to provide prompt, efficient 
service. Our team is accessible and responsive, ready to address your inquiries, concerns, or 
evolving needs in a timely manner. 

Choose DVBE Insurance & Financial Services LLC for a partner that is dedicated to your financial 
success, offering expertise, integrity, and personalized service that empowers and secures your 
financial future. www.dvbefinancialservices.com 

http://www.dvbefinancialservices.com/
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Highlights 
The firm’s overall financial viability has seen significant growth and profitability sense its inception 
in 2014. With the new additions of staff and the expansion of product and service offerings retained 
earnings for 2023 are set to pass the $2,300,000 mark for the first time in the firm’s history. The 
firm’s validity financially makes it easy to serve our clients! 

 

Mission Statement 
"Empowering Financial Security, One Client at a Time" 
 
At DVBE Insurance & Financial Services LLC, our mission is to be a trusted partner in securing our clients' 
financial futures. We are dedicated to: 
 
Providing Expert Guidance: We strive to offer unparalleled expertise in insurance and financial services, 
guiding our clients with personalized strategies that align with their goals and aspirations. 
 
Delivering Tailored Solutions: We are committed to understanding the unique needs of each client. By 
tailoring our solutions, we aim to protect assets, mitigate risks, and ensure financial stability for individuals 
and businesses. 
 
Promoting Transparency and Integrity: Our foundation is built on honesty, transparency, and ethical 
practices. We conduct our business with integrity, fostering trust and confidence in our relationships with 
clients and the community. 
 
Cultivating Lasting Relationships: We prioritize building enduring relationships with our clients, providing 
ongoing support and adapting our services to accommodate their evolving financial circumstances. 
 
Staying Innovative and Informed: We continuously educate ourselves on industry advancements and market 
trends. By staying informed, we offer innovative solutions and adapt to changing landscapes to better serve 
our clients. 
 
Enhancing Financial Literacy: We aim to empower our clients with knowledge and insights, fostering better 
financial decision-making and improving their overall financial literacy. 
 
At DVBE Insurance & Financial Services LLC, we are passionate about empowering financial security for 
our clients. Our mission is to serve as a dedicated partner, guiding individuals and businesses towards a more 
secure and prosperous future. 
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Company Service Profile 

Our firm provides total financial needs analysis and small business services through a network of 
experienced professionals with expertise in: 

• Accounting and Payroll Services 
• Tax Preparation – Business/Company 
• Commercial Insurance Brokerage 
• Retirement analysis and programs 
• Estate strategies/Trust Services 
• Employee benefit and retention services  
• Business continuation strategies   
• Agent of Service Secretary of State (Company Formations) 
• Credit Repair/ID Theft Reporting  
• Health Insurance Brokerage 
• HR Consulting Services/CAL OSHA Administration 
• Professional Consulting Services 

Licensing & Certifications 

• Certified Insurance Agent - 0G63145 
• Life & Health License - CA0G63145 - TX 
• Property & Casualty License - 0G63145 
• DVBE, SDVOSB, S.B, ID # 1763156 
• Tax professional – PTIN: P01779853 
• Notary Public Commission 07/05/2028 
• Third Party Administrator Certificate #OL45860 

 

Company Ownership/Legal Entity 

Single Person LLC – Sole Prop 

Locations - Hours of Operation 

Executive Office - 7801 River Gulch Rd, Riverside CA 92507 (11am-7pm M-F) 
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Products and Services 

Life Insurance – Disability Insurance – LTC Insurance - Annuities Fixed & Deferred – Mutual 
Funds – IRA & 401K Plans – Business Planning –Special Needs Planning – Financial Planning – 
Budget & Credit Planning – Health Insurance – Group Benefits – Consulting & Tax Service – Non-
Profit Management – SHOP & Covered CA – Small Business Advisory Services – Comprehensive 
Financial Services – Trust & Estate Management – Planned Giving – Professional Tax Preparation – 
Book Keeping Services – HR & Employee Benefit Management – Medicare & Medicaid Planning – 
Dental & Vision Insurance – AD&D Insurance – Insurance Consulting Services – Non-Profit 
Planning & Consulting – ID Theft Restoration – Workers Compensation Insurance – General 
Liability Insurance - GVT Contracting - OSHA 

Suppliers 

Ohio National – CardConnect - Principal Financial Group – VOYA Financial Group – Unimerica 
Insurance Company- Health Net – Blue Shield – Anthem Blue Cross – Kaiser Permanente – Molina 
Health Care – Covered CA & SHOP – Aetna – United Healthcare – American Memorial - FMC 
Financial Group (GA) – Ash Brokerage Corporation (GA) – Capstone Partners (GA) – Credit 
Karma – Annual Credit Report – CRC Insurance Brokerage – State Fund – National Notary – 
Secretary of State – California Choice – Choice Central – Word & Brown (GA) Medic First Aide 
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Scope of Services 

Health Insurance Brokerage  
This comprehensive scope of services reflects the diverse offerings that a health insurance brokerage and 
consulting firm might provide to individuals, businesses, and organizations seeking expert guidance, 
compliance support, and effective management of health insurance benefits. 

1. Health Insurance Advisory Services: 

• Plan Selection and Enrollment: Assisting individuals and businesses in selecting appropriate 
health insurance plans based on their needs, budget, and coverage requirements. 

• Policy Comparison: Comparing various health insurance policies, explaining differences in 
coverage, premiums, deductibles, and co-pays to help clients make informed decisions. 

• Customized Plan Recommendations: Offering tailored recommendations for health 
insurance plans based on specific health conditions, family size, and anticipated medical 
needs. 

2. Employee Benefits Consulting (for Businesses): 

• Group Health Insurance Plans: Assisting businesses in selecting and implementing group 
health insurance plans for employees, considering cost-effectiveness and comprehensive 
coverage. 

• Employee Education and Communication: Conducting sessions to educate employees about 
health insurance options, coverage details, and benefits, facilitating better understanding and 
utilization of health benefits. 

3. Medicare and Medicaid Guidance: 

• Medicare Enrollment Assistance: Providing guidance to individuals eligible for Medicare, 
explaining plan options (Parts A, B, C, and D), and assisting in the enrollment process. 

• Medicaid Eligibility and Enrollment Support: Assisting individuals in understanding 
Medicaid eligibility criteria and navigating the enrollment process. 

4. Compliance and Regulatory Support: 

• ACA (Affordable Care Act) Compliance: Ensuring businesses comply with ACA 
requirements, including reporting, plan coverage essentials, and navigating changes in 
healthcare regulations. 



COMPANY SERVICE PROFILE - JANUARY 2023 7 

• HIPAA Compliance: Providing guidance on maintaining Health Insurance Portability and 
Accountability Act (HIPAA) compliance for businesses handling health information. 

5. Healthcare Cost Management: 

• Cost Containment Strategies: Advising businesses on strategies to manage healthcare costs 
effectively, such as wellness programs, cost-sharing mechanisms, and plan optimization. 

6. Claims Assistance and Advocacy: 

• Claims Support: Assisting clients in navigating the health insurance claims process, 
addressing claim denials, resolving disputes, and advocating for fair claim settlements. 

7. Healthcare Technology Integration: 

• Technology Solutions: Recommending and integrating healthcare technology solutions that 
streamline administrative processes, improve access to information, and enhance efficiency 
in managing health benefits. 

8. Client Education and Training: 

• Workshops and Seminars: Conducting educational workshops or seminars for clients to stay 
updated on healthcare reforms, regulatory changes, and best practices in health insurance 
management. 

9. Health and Wellness Program Consultation: 

• Wellness Initiatives: Advising businesses on implementing wellness programs aimed at 
improving employee health and reducing long-term healthcare costs. 

10. Risk Assessment and Mitigation: 

• Health Risk Assessment: Conducting assessments to identify health risks within employee 
populations and recommending strategies to mitigate these  
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Commercial Insurance Brokerage 
This comprehensive scope of services represents the broad range of offerings that a commercial 
insurance agency might provide to businesses, helping them mitigate risks, secure adequate coverage, 
and navigate the complexities of the insurance landscape tailored to their unique needs and industry 
requirements. 

1. Risk Assessment and Analysis: 

• Conducting thorough risk assessments for businesses to identify potential risks and 
vulnerabilities specific to their industry and operations. 

2. Customized Insurance Solutions: 

• Tailoring insurance packages to suit the unique needs of businesses, including 
coverage for property, liability, workers' compensation, professional indemnity, cyber 
liability, and other specialized coverages. 

3. Insurance Placement and Policy Selection: 

• Assisting businesses in selecting appropriate insurance policies by providing options 
from multiple insurance carriers and advising on the most suitable coverage based on 
the business's risk profile. 

4. Policy Management and Administration: 

• Managing insurance policies, including renewals, amendments, and endorsements, 
and ensuring compliance with policy terms and conditions. 

5. Claims Management and Support: 

• Assisting clients throughout the claims process, providing guidance, and acting as an 
intermediary between the insured and the insurance company to facilitate fair and 
prompt claim settlements. 

6. Risk Mitigation Strategies: 

• Offering advice and strategies to help businesses reduce risks, improve safety 
protocols, and implement measures to minimize potential losses. 
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7. Employee Benefits Programs: 

• Assisting businesses in designing and implementing employee benefits programs, 
including health insurance, life insurance, disability coverage, and retirement plans. 

8. Compliance and Regulatory Guidance: 

• Providing advice and guidance to ensure businesses remain compliant with insurance 
regulations, industry standards, and legal requirements. 

9. Business Continuity Planning: 

• Offering solutions and strategies to help businesses create continuity plans that 
safeguard operations in the event of unexpected disruptions or disasters. 

10. Client Education and Training: 

• Conducting seminars, webinars, or workshops to educate business owners and 
employees about insurance policies, risk management practices, and compliance 
issues. 

11. Consultative Services: 

• Providing ongoing consultation and advice on insurance-related matters, assisting 
businesses in making informed decisions aligned with their risk tolerance and growth 
objectives. 

12. Industry-Specific Insurance Solutions: 

• Offering specialized insurance solutions tailored to specific industries such as 
manufacturing, construction, healthcare, technology, and more. 
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Estate Planning Services  
Please note that while these services may be provided by non-attorney professionals to assist 
individuals with basic estate planning needs or administrative aspects of conservatorship filings, they 
do not constitute legal advice or representation. It's crucial to seek guidance from qualified attorneys 
for legal advice and documents in complex estate planning matters or conservatorship proceedings 
to ensure compliance with legal requirements and protect the interests of the involved parties. 

1. Initial Consultations and Assessments: 

• Meeting with clients to discuss their estate planning needs, understanding their 
financial situation, family dynamics, and specific objectives. 

2. Education and Information Provision: 

• Providing basic information about estate planning tools, such as wills, trusts, powers 
of attorney, and healthcare directives, explaining their purposes and functions. 

3. Documentation Preparation Assistance: 

• Assisting individuals in preparing basic estate planning documents using templates or 
software tools, such as simple wills, durable powers of attorney, and living wills 
(although these services would be without legal advice). 

4. Guidance on Beneficiary Designations: 

• Advising on the importance of beneficiary designations for assets like life insurance 
policies, retirement accounts, and payable-on-death (POD) or transfer-on-death 
(TOD) accounts. 

5. Organization of Information: 

• Helping clients compile and organize their financial and personal information 
relevant to estate planning, ensuring important documents are accessible to 
designated individuals. 

6. Referral to Legal Professionals: 

• Recommending or referring clients to qualified estate planning attorneys for complex 
legal needs or situations that require legal advice or specific legal documents. 

Conservatorship Filings: 
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1. Information Gathering and Documentation: 

• Assisting individuals in gathering necessary documentation and information required 
for filing conservatorship petitions, such as financial records, medical reports, and 
affidavits. 

2. Completion of Court Forms: 

• Providing guidance in filling out the necessary court forms and documents for 
initiating conservatorship proceedings, ensuring accuracy and completeness. 

3. Court Filing Support: 

• Assisting in the submission and filing of conservatorship petitions with the 
appropriate court, ensuring compliance with procedural requirements. 

4. Follow-up and Communication: 

• Helping individuals communicate with the court and relevant parties, such as 
guardianship agencies or appointed representatives, to ensure the process moves 
forward smoothly. 

5. Collaboration with Legal Professionals: 

• Collaborating and coordinating with attorneys or legal professionals involved in the 
conservatorship process to provide non-legal administrative support as needed. 
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Certified Notary Public 
1. Acknowledgments: 

• Administering acknowledgments where the signer appears before the notary, acknowledges 
the signing of a document, and confirms their identity. 

2. Jurats (or Verification on Oath or Affirmation): 

• Administering jurats where the signer appears before the notary, signs the document in the 
notary's presence, and takes an oath or affirmation regarding the truthfulness of the 
document's contents. 

3. Certified Copies: 

• Certifying copies of original documents as true and correct copies after comparing them to 
the original document. 

4. Oaths and Affirmations: 

• Administering oaths or affirmations for affidavits, depositions, or other sworn statements 
where the signer pledges the truthfulness of the statements. 

5. Signature Witnessing: 

• Witnessing signatures on documents, ensuring the signers are present and willingly signing 
the documents. 

6. Loan Signing Services (Notary Signing Agent): 

• Some Notaries Public in California may specialize in loan signing services, particularly in the 
real estate industry, overseeing the signing of mortgage and loan documents. 

7. Notary Acts for Legal Documents: 

• Notarizing various legal documents, including contracts, powers of attorney, wills, trusts, and 
other agreements requiring notarization. 

8. Record Keeping and Journal Maintenance: 

• Maintaining a journal of notarial acts performed, documenting details of each transaction, 
such as the date, type of notarial act, names of signers, and type of identification presented. 
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Personal & Business Financial Planning 
Personal Solutions - We offer a wide variety of products and services to help you solve today’s personal and business 
financial problems and to prepare for the future. 

Financial Resource Services 

• Life & Disability Income Insurance Needs 
• Retirement Income Needs  
• Budgeting and Cash Flow Study 

Retirement Products & Services 

• Individual Retirement Accounts (IRAs) 
• Retirement Needs Review 
• Long Term Care Insurance 

Tuition Funding Programs 

• College Costs Analysis  

Estate Planning 

• Estate Preservation  
• Tax Reduction Strategies  
• Charitable Giving 

Business Solutions 

• Funding Option Analysis 
• Buy - Sell Strategies  
• Family Business Succession Planning  
• Key Person Insurance  
• Business Continuation Planning 

Executive Fringe Benefits 

• Executive Bonus Plans  
• Split Dollar Insurance  
• Deferred Compensation Funding  
• Salary Continuation Plans  
• Non-Qualified Executive Fringe Benefits  

Employee Benefit Program 

• Life and Disability Income Insurance  
• Pension, Profit Sharing and 401(k) Plans  
• Payroll Deduction Plans  
• SIMPLE IRAs  
• Non-Qualified Retirement Programs  



COMPANY SERVICE PROFILE - JANUARY 2023 14 

Bookkeeping & Payroll Administration 
The scope of services offered by a payroll and bookkeeping practice is geared toward supporting 
businesses in managing their financial operations efficiently, maintaining compliance, and providing 
accurate financial information critical for making informed decisions and achieving financial success. 

1. Payroll Processing: 
• Calculating employee wages, deductions, and taxes accurately and on time. 
• Handling direct deposits, checks, and electronic payments to employees. 
• Managing payroll tax filings and ensuring compliance with federal, state, and local 

regulations. 
2. Bookkeeping Services: 

• Recording financial transactions such as sales, purchases, receipts, and payments in 
an organized manner. 

• Maintaining general ledgers, accounts payable/receivable, and bank reconciliations. 
• Generating financial statements (balance sheets, income statements, cash flow 

statements) for business owners to assess their financial health. 
3. Tax Preparation and Filing: 

• Preparing and filing various tax returns, including income tax, sales tax, payroll tax, 
and quarterly tax filings. 

• Ensuring compliance with tax laws, deductions, and credits while minimizing tax 
liabilities. 

4. Financial Reporting and Analysis: 
• Creating and presenting financial reports that provide insights into business 

performance and help in decision-making. 
• Conducting financial analysis to identify trends, strengths, weaknesses, and areas for 

improvement. 
5. Accounts Payable and Receivable Management: 

• Managing invoices, payments, and collections. 
• Monitoring accounts receivable aging to track and ensure timely payments from 

clients. 
6. Budgeting and Forecasting: 

• Assisting in the creation and maintenance of budgets and forecasts for better 
financial planning. 

• Providing recommendations for cost-saving strategies and financial goal setting. 
7. Compliance and Regulatory Support: 

• Ensuring compliance with accounting standards, government regulations, and 
industry-specific financial regulations. 

• Keeping abreast of changes in tax laws and regulations to maintain compliance. 
8. Financial Software Setup and Training: 

• Implementing and configuring accounting and payroll software. 
• Providing training to business owners or staff on how to use accounting software 

effectively. 
9. Advisory and Consulting Services: 

• Offering financial advice and strategic planning based on business needs and goals. 
• Assisting in making informed financial decisions, growth strategies, and risk 

management. 
10. Financial Health Checks: 

• Reviewing and analyzing financial records periodically to identify errors, 
discrepancies, or potential issues, and providing corrective actions. 
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Tax Preparation Services 
Overall, a tax preparation practice offering services across personal, commercial, and non-profit sectors provides a range 
of tax-related services aimed at ensuring accurate filings, minimizing tax liabilities, and ensuring compliance with relevant 
tax laws and regulations for their clients. 

For Personal Tax Filings: 

1. Individual Tax Preparation: 

• Assisting individuals in preparing and filing federal, state, and local income tax returns, including 
Form 1040 and related schedules. 

• Handling various income sources, deductions, credits, and adjustments to ensure accurate tax filings. 

2. Tax Planning and Advice: 

• Providing tax planning strategies tailored to individual financial situations to maximize deductions, 
minimize liabilities, and plan for future tax obligations. 

• Advising on retirement planning, education savings plans, and investment-related tax implications. 

3. Estate and Inheritance Tax Planning: 

• Offering advice on estate planning, including estate tax implications and strategies for minimizing tax 
liabilities related to inheritance. 

4. IRS Representation and Tax Issue Resolution: 

• Assisting clients in dealing with IRS inquiries, audits, notices, and resolution of tax issues, including 
negotiation and representation. 

For Commercial Tax Filings: 

5. Business Tax Preparation: 

• Preparing and filing tax returns for partnerships (Form 1065), corporations (Form 1120 or 1120S), 
and limited liability companies (LLCs). 

• Managing business deductions, depreciation, credits, and compliance with industry-specific tax 
regulations. 
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6. Payroll Tax Services: 

• Handling payroll tax filings, including quarterly and annual payroll tax returns (Form 941, Form 940), 
and providing guidance on compliance with payroll tax regulations. 

7. Tax Planning for Businesses: 

• Offering strategic tax planning advice for businesses, including structuring, mergers, acquisitions, and 
other transactions to minimize tax liabilities and optimize tax benefits. 

8. Business Consultation and Advisory: 

• Providing general financial advice, consulting, and guidance related to tax implications for business 
decisions, expansions, or restructuring. 

For Non-Profit Tax Filings: 

9. Non-Profit Tax Preparation: 

• Assisting non-profit organizations in filing Form 990 or other applicable tax returns, ensuring 
compliance with tax-exempt status requirements. 

10. Non-Profit Tax Compliance Support: 

• Advising on compliance issues specific to non-profit organizations, including requirements for 
maintaining tax-exempt status and reporting obligations. 

11. Tax Exemption Application Assistance: 

• Assisting non-profits in applying for tax-exempt status with the IRS and ensuring compliance with 
ongoing reporting requirements. 
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Small Business Advisory Services 
Small business advisory services aim to support entrepreneurs and small business owners by offering 
tailored advice, expertise, and resources to address various aspects of their business operations, 
promote growth, and enhance overall success. 

1. Business Planning and Strategy: 

• Assisting in the development of business plans, defining goals, identifying target 
markets, and creating strategies for growth and sustainability. 

• Conducting SWOT (Strengths, Weaknesses, Opportunities, Threats) analyses to 
assess the business landscape. 

2. Financial Management: 

• Offering financial analysis, budgeting, cash flow management, and forecasting to 
ensure financial stability and growth. 

• Providing guidance on financial reporting, interpreting financial statements, and key 
performance indicators (KPIs). 

3. Market Research and Analysis: 

• Conducting market research to identify market trends, competitors, and customer 
preferences. 

• Analyzing market data to develop effective marketing strategies and positioning. 

4. Operations and Process Improvement: 

• Evaluating business operations to identify inefficiencies and recommending process 
improvements. 

• Streamlining workflows and optimizing operational processes for increased 
productivity. 

5. Technology Integration and Digital Transformation: 

• Advising on the adoption and integration of technology solutions for efficiency, 
automation, and digital presence. 



COMPANY SERVICE PROFILE - JANUARY 2023 18 

• Implementing software systems and tools that enhance business operations and 
customer engagement. 

6. Human Resources and Talent Management: 

• Providing guidance on HR practices, including employee recruitment, retention, 
performance management, and compliance with labor laws. 

• Assisting in creating employee handbooks, policies, and procedures. 

7. Risk Management and Compliance: 

• Assessing potential risks and offering risk management strategies to mitigate 
liabilities. 

• Ensuring compliance with regulations, licenses, permits, and industry standards. 

8. Business Valuation and Exit Planning: 

• Conducting business valuations for potential sale, acquisition, or exit strategies. 

• Assisting in developing exit plans, succession planning, and transitioning the 
business. 

9. Legal and Regulatory Guidance: 

• Offering general legal guidance and referrals to legal professionals for specific legal 
matters, contracts, and business agreements. 

10. Advisory and Coaching Services: 

• Providing ongoing advisory support, coaching, and mentorship to business owners 
for decision-making and problem-solving. 

• Acting as a sounding board for ideas and strategies. 

11. Networking and Partnership Development: 

• Facilitating networking opportunities and connecting small businesses with potential 
partners, investors, or mentors. 
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Agent of Service - Incorporation Filings 
These services assist businesses in efficiently establishing their legal entities and maintaining compliance 
with state regulations, while also ensuring that they have a reliable agent to handle legal documentation and 
notifications.  
Incorporation Services: 
 

1. Entity Selection and Formation: 
• Advising clients on the most suitable business entity type (e.g., corporation, LLC, 

partnership) based on their business goals, liability considerations, and tax implications. 
• Handling the process of forming legal entities by preparing and filing articles of 

incorporation (for corporations) or articles of organization (for LLCs) with the state. 
2. Registered Agent Services: 

• Acting as a registered agent for the business entity, which involves receiving legal and 
official documents on behalf of the client, such as service of process notices, lawsuits, or 
government notifications. 

• Providing a registered office address for legal and official correspondence. 
3. Name Reservation and Compliance: 

• Assisting in the reservation and registration of business names, ensuring compliance with 
state regulations and availability of the chosen business name. 

4. Preparation of Corporate Bylaws or LLC Operating Agreements: 
• Drafting bylaws (for corporations) or operating agreements (for LLCs) that outline the 

internal rules, governance, ownership structure, and operational procedures of the entity. 
5. Obtaining Federal Employer Identification Number (FEIN or EIN): 

• Assisting in obtaining an EIN from the IRS, which is necessary for tax filings, hiring 
employees, opening bank accounts, and conducting business activities. 

6. Business Compliance Assistance: 
• Advising on ongoing compliance requirements such as annual reports, state filings, and 

maintaining corporate records and minutes. 
7. Consultation and Guidance: 

• Providing consultation and guidance throughout the incorporation process, addressing 
client inquiries, and offering advice on various aspects of business formation and 
compliance. 

Agent for Process Services: 
8. Legal Document Handling: 

• Receiving legal documents, service of process notices, court summons, subpoenas, and 
official government notifications on behalf of the client's business entity. 

9. Prompt Notification to Clients: 
• Forwarding legal and official documents promptly to the appropriate contact within the 

client's organization. 
10. Maintaining Compliance Records: 

• Maintaining accurate records of received documents and correspondence to ensure 
compliance with legal requirements. 

11. Timely Response and Compliance Assistance: 
• Promptly notifying the client of received legal documents and providing guidance on 

necessary actions or responses required to maintain compliance. 
12. Legal Advisory Services (if permitted): 

• Offering limited legal advice or referrals to legal professionals for matters related to 
received legal documents, ensuring clients receive proper guidance. 
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Third-Party Administrator (TPA) for Government Entities 
 

1. Plan Design and Implementation 

• Consultation: Provide expert advice on the design and structuring of benefit plans, ensuring compliance with 
local, state, and federal regulations. 

• Customization: Tailor benefit plans to meet the specific needs of the government entity and its employees, 
considering budget constraints and policy objectives. 

• Documentation: Prepare all necessary plan documents, including summary plan descriptions, agreements, and 
other compliance-related documentation. 

• Communication: Develop and implement communication strategies to ensure all stakeholders understand the 
plan details, benefits, and enrollment processes. 

2. Enrollment and Eligibility Management 

• Eligibility Verification: Verify the eligibility of employees and dependents for participation in the plan. 

• Enrollment Processing: Manage the enrollment process, including new enrollments, changes in status, and 
terminations. 

• Data Management: Maintain accurate records of participant data, ensuring secure storage and confidentiality 
in compliance with relevant laws and regulations. 

3. Claims Administration 

• Claims Processing: Receive, review, and adjudicate claims in accordance with the plan’s guidelines, ensuring 
timely and accurate payment to participants. 

• Appeals Handling: Manage the appeals process for denied claims, including coordination with medical 
professionals and legal advisors if necessary. 

• Reporting: Provide detailed claims reports to the government entity, including trends, cost analyses, and 
recommendations for cost containment. 

4. Financial Management 

• Premium Collection: Manage the collection of premiums or contributions from participants and ensure 
timely payment to carriers or other entities. 
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• Billing: Generate and manage invoices for the government entity and participants, including reconciliation of 
payments and handling of discrepancies. 

• Reserve Management: Monitor and manage reserve funds to ensure sufficient reserves are maintained for 
claims payment. 

• Financial Reporting: Provide regular financial reports, including analysis of plan costs, projections, and 
budgeting recommendations. 

5. Compliance and Regulatory Support 

• Regulatory Compliance: Ensure that all aspects of plan administration comply with local, state, and federal 
regulations, including ERISA, HIPAA, ACA, and others as applicable. 

• Audit Support: Assist with internal and external audits, providing all necessary documentation and 
explanations to auditors. 

• Training: Provide training to the government entity’s staff on regulatory changes and compliance 
requirements. 

6. Customer Service and Support 

• Participant Support: Operate a dedicated customer service center to assist participants with questions 
regarding their benefits, claims, and other plan-related matters. 

• Employer Support: Offer ongoing support to the government entity’s HR and benefits teams, including 
troubleshooting and resolution of issues. 

• Communication Materials: Develop and distribute clear, easy-to-understand communication materials for 
participants, such as FAQs, newsletters, and updates on plan changes. 

7. Reporting and Analytics 

• Regular Reporting: Provide monthly, quarterly, and annual reports on plan performance, including 
participation rates, claims activity, financial status, and compliance. 

• Data Analysis: Conduct data analysis to identify trends, potential areas for cost savings, and opportunities to 
improve plan performance. 

• Benchmarking: Compare the government entity’s plan performance against industry benchmarks and 
recommend adjustments as needed. 

8. Technology and Data Security 
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• Systems Integration: Implement and maintain secure, user-friendly technology systems for plan 
administration, including online portals for participants and administrators. 

• Data Security: Ensure robust data security measures are in place to protect sensitive participant information, 
in compliance with relevant data protection laws. 

• Technology Support: Provide ongoing technical support to ensure smooth operation of all administrative 
systems. 

9. Vendor Management 

• Vendor Selection: Assist in the selection and management of vendors (e.g., insurance carriers, pharmacy 
benefit managers, wellness program providers). 

• Contract Negotiation: Negotiate contracts with vendors to secure favorable terms for the government entity. 

• Performance Monitoring: Monitor vendor performance and conduct regular reviews to ensure service levels 
are met. 

10. Plan Evaluation and Continuous Improvement 

• Performance Evaluation: Regularly evaluate the performance of the plan, identifying strengths, weaknesses, 
and areas for improvement. 

• Plan Adjustments: Recommend and implement adjustments to the plan based on evaluation findings, changes 
in regulations, or evolving needs of the government entity. 

• Innovation: Stay abreast of industry trends and innovations, suggesting new strategies, products, or services 
that could benefit the government entity. 
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