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Submitting invoices for payment of commission

The purpose of this guide is to explain how to present a valid commission invoice to Lloyds
Banking Group Commercial and ensure payment is made in a timely manner.

Creating an invoice

Invoices are to be sent electronically via email. To ensure efficient payment please follow these guidelines
when creating an invoice:

e State clearly on the document that this is an “invoice”.

e Address to Lloyds Banking Group, PO Box 1000, BX1 1LT.

e State your business (vendor) name and address and use your business letterhead.

e To avoid confusion with invoices from other suppliers, use a unique invoice reference. Including your
company's name or initials can help. For example, instead of using a generic invoice number like
"123," you could use something more distinctive like "ABC000123."

e State the date and value of invoice.

e If applicable state your VAT registration number and a breakdown of the payment to comply with
HMRC standards, i.e. the net value of goods and services, the rate and amount of VAT and the gross
(total) value of the invoice. Note that most commission payments are zero rated for VAT.

e State that the invoice is for an introduction fee and confirm the introduced product and client name.

e Quote the name of our Business Development Manager (BDM) who sanctioned your proposal.

¢ Include the bank details that commission is to be paid to (sort code and account number).

The invoice should be on white A4, clear, easy to read and not defaced with handwritten annotations or use
of a highlighter. An example invoice is included below for reference.

Submitting an invoice

By sending an electronic invoice you don’t need to send a paper version. Please follow these guidelines
when submitting the invoice:

e Please email all new invoices or payment queries to Introducerpayments@Illoydsbanking.com

e Therequired file format is PDF.

e Eachinvoice should be held on separate PDFs.

e Invoices must be in a consistent orientation (either portrait or landscape).

e Any supporting information to the invoice must be included within the same PDF file as the invoice
itself.

e One email can contain up to 20 PDF files if the email doesn’t exceed 9MB in size.

e The file must not be password protected or in a compressed (zipped) format.

Please note that this department is solely responsible for the payment of invoices therefore no action will
be taken on any messages in the email body or subject line.
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Payment

Lloyds Banking Group’s standard invoice payment method is BACS and payment terms are up to 30 days.
Please note the most common reasons for a delay in payment of invoices are:

e Discrepancies between invoice details and our current records. Please remember to advise us of any
change to your business details (name, address, bank details etc) so we can ensure our records are
updated. This needs to be submitted separately from any invoice and signed on a business
letterhead. We will not be able to make payment until those details are updated.

e Missing orincorrect information.

Example Invoice
Correct business name and address.

Business letterhead.

~—,  ExampleBusiness

Example Street, Example, AB1 1BA
Tel: 0123 3444555

Unique invoice number.

Invoice date cannot be future dated or INVOICE

backdated more than 5 days from the ]

sending of the invoice. Lloyds Banking Group Invoice Number: ABC000123
PO Box 1000 Invoice Date: DD/MM/YYYY
BX1 1LT Our Reference: LINV0023

Addressed to Lloyds Banking Group. v

BDM Name: Example Name
Include our Business Development

Manager's name.

Description £
Introduction Fee £1,500.00
XY Z Limited
¥Term Loan

State that the invoice is for an

introduction fee and confirm the

introduced product and client .

introduced product and client name Net Total £1,500.00
VAT @ 0.00% £0.00

VAT registration to be provided where / Invoice Total £1,500.00

applicable along with a clearly stated

VAT rate. Bank Details: 00-00-00 123456
* VAT Registration Number: GB 123 4567 89

/ Example Business is a trading name of ABC Limited

/

Company registered in England & Wales No: 12345678
Registered office: 1 The Street, London W1A 2DD

State the details of the bank account
that commission is to be paid.

Include any trading, company names
or principal firm details as applicable.
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