[image: image1.png]| BEO)4DAM Agency

A Lloyd’s List Intelligence solution .



Revised 7/2012 (replacing Schedule I) 




Invoicing Guidance Notes
As you will already be aware, there is no established Lloyd’s Agency Scale of Fees for survey work. The amount charged should be based upon the time and trouble taken in handling the file.

The Lloyd's Agent's hourly/daily rate should reflect local market conditions and Lloyd's Agents should ensure, where possible, that the amount being charged is not disproportionate to the amount of the (potential) claim.
All invoices should clearly identify:
· The date the invoice has been raised

· Your file/reference number (and invoice number if applicable)

· The client’s file/reference number

· The name, address and fiscal ID (e.g. VAT number) of the party to whom the invoice is being raised (company name and case handler name if available). We would strongly recommend that you initially clarify to whom the invoice should be raised as this may not necessarily be the party that your office has been liaising with. For example where a Broker has appointed your office to attend for survey, in all likelihood they will request that you raise the invoice to the order of the insurance company
· A brief subject heading identifying the nature of the survey i.e. Survey of fire damaged shoes at the premises of Best Foot Forward Shoe Inc.
· The number of hours/days charged together with a brief description of how this time has been spent (either incorporated within the body of the invoice or as a separate attachment)
· The hourly/daily rate being charged
· The fees of any external service/party i.e. laboratory analysis etc.

· The cost of any travel expenses, disbursements etc (each item should be identified and listed separately)
· The currency of the invoice

· Your full bank account details and the name of the account to which you require the funds to be transferred
The invoice should also be issued according to local legislation and include any local taxes (if applicable).

By ensuring that ALL invoices issued are clearly itemised and transparent it is hoped that this will avoid any potential disputes/misunderstandings and ultimately encourage new and existing clients to use / continue to use the services of the Lloyd’s Agency Network.
As an additional note please do not hesitate in seeking support from the Agency Department if there is any delay (in excess of 6 months) in obtaining payment from the client.

