First Data Transfer Additional Requirements Annex
Excel Document (Bordereau)
The <Coverholder/Broker/Lead Underwriter> is required to transfer the data specified in the <Policy Data Specification Table/Risk Written Data Specification Table/Premium Paid Data Specification Table/Risk Written and Premium Paid Data Specification Tables> via an Excel Spreadsheet and shall ensure:

a. Column headers are presented on one row only.
b. Column headers are unique (no column headers can be duplicated).
c. Only one risk code per row (unless the only products reported on the bordereau are consistently set at a fixed percentage for all policies). 
d. No rows or columns are hidden.
e. Only one transaction type per row i.e. the row of data will be relevant to either an original declaration, a mid-term adjustment or a cancellation.
f. <The certificate reference given to a policy adjusts if the entry is an endorsement or cancellation.> OR <The certificate reference given to a policy will remain identical if the entry is a mid-term adjustment or cancellation.>	Comment by Carla Wise: Question will be asked
Does the certificate reference given to a policy adjust if the entry is an endorsement or cancellation? (By adding an A,B,C at the end for example)

The answer given will dictate which option should be included.
g. <The bordereau is presented on a transactional basis.> OR <The bordereau is presented on a cumulative basis.>	Comment by Carla Wise: Question will be asked
Is financial data presented on a ‘transactional’ or ‘in force’ basis? i.e Is the bordereau monthly (transactional) or cumulative (in force)? 

The answer given will dictate which option should be included.
h. <The Sum Insured Amount is presented on a transactional basis.> OR <The Sum Insured Amount is presented on an in-force basis.>	Comment by Carla Wise: Question will be asked
Is the sum insured presented on a ‘transactional’ or ‘in force’ basis?

The answer given will dictate which option should be included.

Guidance – Sum Insured In Force or Transactional 
If an AP or RP is shown, will the associated sum insured limit be restated as the new total or will just the amount of the increase/decrease be stated? If just the amount of the increase then sums insured are given on a transactional basis.
i. Where any AP or RP is not sum insured related (i.e. there is no change to the original sum insured) 0.00 will be shown under sum insured amount for that AP/RP. 	Comment by Carla Wise: Only included if ‘h’ = transactional basis.







