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Corporate Fees Invoice
Guidance Notes

This guide will help you understand
the information shown on your invoice

Invoice Number — This is to
be quoted along with plan
number when sending the
payment or if any queries

Date — this is the date the
invoice has been raised

Invoicing Period — this date
range refers to the period the
fees and invoice covers

Plan Currency — this is the
currency of the plan and the
fee domination

Units — number of members
in the plan multiplied by the
number of months they are
active in the plan during the
invoice period

Total — the Total amount for
each fee is calculated by
multiplying the number of
units by the cost per month.
The cost per month is the
cost per annum divided by 12

Split by location — if your plan
uses location codes, your
invoice will have a breakdown
for the amount due for each
location. (This is applicable to
historic plans)

Payment is to be received
within 7-14 working days
from the date of the invoice.
Please ensure the payment
covers any bank charges.

Please refer to your contractual
documentation to confirm the
terms that were agreed.



Deferred members

Percentage-based plan administration, member and trust fees are calculated on a monthly basis and added to the invoice
for every month a member is active in the plan*.

If plan fees are to transfer to the member when they leave employment, it is very important that you provide us with the date
they left employment as soon as possible. We are not able to backdate our calculations or retrospectively remove members
from invoices once they have been produced.

*‘Active in the plan’ means the member has a live policy value.

Summary of charges

The table below provides a breakdown of each charge and how it is calculated. Please note our fees vary by product and
by customer and not all will apply to your plan. Please refer to your contractual documentation to confirm the terms that
were agreed.

Fee Type How it’s calculated

Plan Administration fee | Thisis a percentage of the value of funds under management. It is calculated as a percentage
of the units held converted to a value. If you have selected an invoice frequency of monthly,

then this is calculated on the last working day of the invoicing period. For invoices calculated on
a quarterly, half yearly or annual basis, this is an accrued total based on the percentage of the
funds under management on the last working day of each month within the invoicing period.

Scheme Administration | This is a fixed amount agreed for each scheme.
Charge

Trust Administration fee | Thisis a percentage of the value of funds under management. It is calculated as a percentage
of the units held converted to a value. If you have selected an invoice frequency of monthly,
then this is calculated on the last working day of the invoicing period. For invoices calculated on
a quarterly, half yearly or annual basis, this is an accrued total based on the percentage of the
funds under management on the last working day of each month within the invoicing period.
The fee is collected on behalf of the Trustee, for their services.

Member fee This is a fixed amount agreed for each member in the plan. It is calculated monthly and is a
pro-rated amount for every month the member is active in the plan.

Trust Member fee This is a fixed amount agreed for each member in the plan. It is calculated monthly and is a
pro-rated amount for every month the member is active in the plan. The fee is collected on
behalf of the Trustee, for their services.

How to work out how many members are included on the invoice

On the Excel breakdown that is sent along with the invoice you can manipulate the data to find this out by following the
below steps:

Open the Excel spreadsheet

Select the “Data” tab

Click on “Remove Duplicates”

Click on “Un-select All” then just select by ‘Client ID’

This will delete all duplicate lines for each member and will allow you to highlight the list to see the amount of members
included in your invoice.

Leaver Notifications

All leaver notifications are required to be submitted to Zurich on or before the 25th of the month if the change in charging
structure is to take effect for the 1st of the following month. The guideline has been introduced to allow us time to update the
charging structure for you on each of your leaving employees, as we do not have the functionality to backdate this change
unless under exceptional circumstances.

Any leaver that is submitted to us after the 25th of the month may not have their charging structure updated until the following
month, so you may see their final month’s charge for any leaver that misses the cut-off date.



Important information
Zurich Integrated Benefits is a business name of Zurich International Life Limited.

Zurich International Life Limited is authorised under the Isle of Man Insurance Act 2008 and is
regulated by the Isle of Man Financial Services Authority which ensures that the company has sound
and professional management and provision has been made to protect planholders.

For life assurance companies authorised in the Isle of Man, the Isle of Man’s Life Assurance
(Compensation of Policyholders) Regulations 1991 (as amended), ensure that in the event of a life
assurance company being unable to meet its liabilities to its planholders, up to 90% of the liability to
the protected planholders will be met.

The protection only applies to the solvency of Zurich International Life Limited and does not extend
to protecting the value of the assets held within any unit-linked funds linked to your plan.

Zurich International Life Limited is not authorised to offer insurance products for sale in the

United States.

Materials are not intended as an offer to invest and do not constitute an offer or a solicitation of an offer
to buy securities in any other country or other jurisdiction in which it is unlawful to make such an offer
or solicitation.

Zurich International Life Limited (a company incorporated in the Isle of Man with limited liability)
provides life assurance, investment and protection products and is authorised by the Isle of Man
Financial Services Authority.

Registered in the Isle of Man number 020126C.

Registered office: Zurich House, Isle of Man Business Park, Douglas, Isle of Man, IM2 2QZ, British Isles.

Telephone +44 1624 662266 Telefax +44 1624 662038 www.zurichinternational.com
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