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Annual compliance guidance notes 

This is a step by step guide for coverholders using Atlas for the first time to complete the Annual 
Compliance process.  Procedures differ if the Annual Compliance is being completed by the 
coverholder’s Lloyd’s broker or direct-dealing Managing agent and we have added notes to explain 
where and how.    
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1 The Annual compliance process 

Annual compliance is required to prove your ongoing suitability as a Lloyd’s coverholder. The benefit 
of submitting your annual compliance via Atlas is that you will only need to update your details once 
but they will be available to all brokers and managing agents that you have a relationship with. 

 

2 Useful hints and tips 

2.1 General  
 

Here are some things to keep in mind to make the process simple: 
• Before you start the process look at what details we already hold. We may already have your latest 

Professional Indemnity certificate or licences in which case you will not need to provide them as 
part of the Annual Compliance process. 

• Keep your company information up to date as changes happen.  If your PI certificate renews in 
March and you normally complete your Annual Compliance in June, please do not wait to upload it. 

• Scan and save all documents you need to attach including PI certificate CVs and licences 
separately so you can upload them to the relevant section. 

• Do not restrict documents otherwise only you, the coverholder, and the broker you select will be 
able to see them 

• Updating information for the head office of a branch coverholder will not automatically update all 
the other branch records. This must be done for every office. 

• Remember to use European date format (DD/MM/YYYY) not American, otherwise the system will 
record the date you completed Annual Compliance, and the date it is due, incorrectly.  

• Asterisks * and red boxes  indicate required fields. You will be able to save a form that has an 
asterisk against it but you will not be able to submit the form to your broker or to Lloyd’s. If you 
place your cursor over the asterisk you will see a message indicating what data is required. 

• Atlas will time out after 30 minutes of inactivity. To prevent this please save you work regularly.   

2.2 Adding Documents 
 

• Documents must be given an appropriate title including a clear description and year so that 
everyone with a relationship can find the document easily e.g. ‘Annual compliance 2008’ or ‘CV 
Alan Smith 2009’ 

• When uploading a document outside the Annual Compliance process, you need to add it to the 
document library. You cannot choose an additional title so please ensure it is appropriate.  
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2.3 Supporting comments 
 

Supporting comments are optional.  

There are several things to note about adding supporting comments: 

• It is mandatory to enter information in both the ‘Title’ and ‘Comment’ boxes 
• Comments should be brief. If you have a lot of supporting information it may be better to upload as 

a document.   
• Once added comments cannot be edited or deleted so please ensure you check spelling and/or 

facts, before saving.    
• Comment added during annual compliance will only be seen by Lloyd’s, the coverholder and 

broker that you have selected as a stakeholder.  
• If you no longer wish to add a comment, select the cross [X] at the top right of the screen 
• The ‘Supporting Comments’ screen contains a blue link entitled ‘Guidance notes on using 

supporting comments’ which are:   
 
 The Firm and Users are prohibited from submitting, posting or transmitting to Atlas any Information 
or material which:  

I. is unlawful, harassing, threatening, defamatory, harmful, profane, indecent, offensive, pornographic, 
abusive, liable to incite racial hatred, discriminatory, in breach of confidence, in breach of privacy or 
which may cause annoyance or inconvenience; 

II. distorts the normal competitive business environment.  Examples of such prohibited conduct include 
but are not limited to, submitting Information that directly or indirectly fixes or increases prices or any 
other trading condition; limits or controls market or syndicate capacity or market share in a line of 
business; gives any recommendation, guidance or advice as to premiums, rates or discounts; 

III. violates a patent, trade mark, copyright, trade secret, other Intellectual Property Rights or 
confidentiality of others for which the User has not obtained all necessary licences and/or approvals; 

IV. constitutes or encourages conduct that would be considered a criminal offence, give rise to civil 
liability, or otherwise be contrary to the law or infringe the rights or any third party, in the UK or any 
other country in the world; 

V. constitutes any form of marketing; or is technically harmful (including, without limitation, computer 
viruses, logic bombs, Trojan horses, worms, harmful components, corrupted data or other malicious 
software or harmful data). 
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3  Completing Annual compliance 

3.1 Getting started 
 

Go to www.lloyds.com and click on ‘Log in’ in the top right-hand corner. Click on ‘Atlas’. You can 
also enter via the Atlas section of Lloyds.com and click on the link under ‘See also’ 
Log in using your e-mail address and Lloyds.com password.   
A coverholder’s details are held on three tabs: 
• Summary tab: shows the coverholders contacts, basic permissions and task list. By changing the 

drop down list you can view all ‘to do’, Ongoing’ and ‘Completed’ tasks.  
• Details tab: shows all information held on your firm including company information, Key staff, PI, 

Regions, Classes of Business, Bank accounts, financials, underwriting & claims authority and more  
• Documents tab: holds any documents that have been uploaded for your firm including PI 

certificates, licences, previous Annual Compliance questionnaires, and CVs 
 

 

3.2 Waiting tasks 
 
Waiting tasks appear in your ‘To do’ list when your Annual Compliance is due.  If you have an 
Annual Compliance task waiting it means that information previously submitted is or is about to 
become out of date.  
 
To begin Annual Compliance click on the blue link 
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If you do not have a waiting task, select the ‘Details’ tab.  Click through the tabs underneath to see 
what information we already have.  

  
Select the Annual Compliance tab to see the last time your questionnaire was submitted via Atlas. 

Click on ‘Begin annual compliance’  

 

Click ‘Next’ to continue 
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There are nine tabs to complete in the process including Stakeholders, Company information, 
Ownership, Key staff, Professional Indemnity, Licences, Financials, Bank accounts, Reputation & 
standing and Submit/cancel. 

If the process is being completed by the broker or direct-dealing managing agent there is an 
additional tab called ‘Compliance confirmation’ which is explained on page 23 of this document.  

 

3.3 Stakeholders 
 

• A stakeholder is a broker that has a registered interest in the coverholder or a direct dealing 
managing agent. 

• Annual compliance is a two stage process and must be signed off by a broker. If the questionnaire 
is being completed by the broker or direct-dealing managing agent it is a one stage process.  

• You can select any broker or direct-dealing managing agent that has a registered interest from the 
drop-down list.  

• You can not select a lead managing agent as this information is to be shared among all managing 
agents that have an interest in that coverholder. 

 

 
Against each tab is a red cross. When all required information has been input and the information 
has been saved the cross will change to a green tick. 
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Select a stakeholder and click on ‘Save and next’. 

 

3.4 Company information 
 

 
 

Company Information covers the Legal and trading names, addresses, contact details and regulator 
information.  

The e-mail address under ‘Company contact details’ will receive auto alerts each time a request has 
been submitted, approved or rejected by Lloyds.  
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Any changes you make are highlighted in yellow.    

 



11 

3.5 Ownership 
 

• If Lloyd’s do not hold information on the current owners the screen will show a 0% total 
shareholding percentage. You should ‘Add company’ or ‘add individual’ as appropriate.  You 
should also specify in the ‘Supporting comments’ section that this is not a change of ownership. 
Ideally this section should only need to be updated if ownership has changed since the last 
annual compliance.  

• If we hold this information already and there are no changes you should check the box that is 
highlighted in red and click on ‘Save and next’ 

• If we hold this information already and there has been a change you must ‘Add Company or ‘Add 
individual’ as appropriate and supply a rationale in the supporting comments or as an uploaded 
document. 

 
 

To add an individual you will need to complete the following information: 
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You should also confirm whether ownership has changed or if you are simply updating the 
information we hold. 
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3.6 Key staff 
 

This shows the names of the individuals whose details have been provided, and their roles.  You will 
not be able to access their CVs from here. You can only access them from the documents tab. If you 
have no changes to make, then simply select ‘Save & Next’.   

 
 

If we do not hold information on Key staff the screen will look like this: 
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Select the ‘Add key staff’ tab and you will be asked to fill in the following:  

 
You will need to: 

• provide the individual’s date of birth so that Lloyd’s may complete checks on the individual’s 
suitability 

• nominate which duties the individual will have responsibility for 
• enter the percentage of the individual’s time spent on all Lloyd’s coverholder activities 
• upload a CV showing the individual’s experience relevant to Lloyd’s binders held 
• Specify in your supporting comments whether Key staff have joined since the last AC process was 

completed. 
 
Coverholders are required to inform managing agents of changes to Key staff before they inform 
Lloyd’s. Any individuals you add must have already been approved by the lead managing agent  

 



15 

You should also confirm whether the ‘Key staff have changed or if you are simply updating the 
information we hold. 
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3.7 Professional indemnity 
 

If this section shows your current PI information just click on ‘Save & Next’ at the bottom of the form 

 
 

If we do not hold any Professional Indemnity information the screen will look like this: 
 

 

 

Click on ‘Add professional indemnity’ 
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If there is some reason why you cannot add the correct information under aggregate amounts, 
please enter a whole number and an explanation in the ‘Supporting comments’ section 

 

If you have separate fidelity insurance Atlas will not mark this section as complete unless two 
documents are uploaded. 
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3.8 Licenses 
 

If the information we hold on your current licences is correct click on ‘save and next at the bottom of 
the form. 

 

If we do not hold any information on your licences, the form will look like this: 
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Click on ‘Add a licence’ 

 
 

If you have a large number of licences to submit you can either: 

• Enter the details of your main licence and upload scanned copies of each as a single document 
• Enter the details of your main licence and upload a schedule showing the type of licence and 

renewal date.  For US coverholders doing business in all states we recommend you enter the 
details of your surplus lines licence and upload a schedule. 
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3.9 Financial information 
 

If the information we hold is the latest available click ‘Save and next’ to continue 

 

If we do not hold any information the form will appear as below: 

 
 



21 

You must upload a copy of your latest financials to be able to proceed. 

 
 

3.10 Bank accounts 
 

If your account information is correct click on ‘Save and next’ at the bottom of the form 
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If we do not hold information on your bank accounts the form will look like this: 

 

You will need to explain how monies are managed and click on ‘Add an account’ 
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3.11 Reputation and standing 
 

This information can only be updated as part of the Annual compliance process, however, you are 
required to inform Lloyd’s of any issues that may affect your suitability as a coverholder immediately. 

 
 

3.12 Compliance confirmation 
 

• If you are a broker or direct-dealing managing agent submitting Annual Compliance information on 
behalf of your coverholder you will have this additional screen.  

• You must upload a scanned copy of the paper form to show that the coverholder has completed 
and signed off on the information you have added on their behalf. 

• Include the year in the title so it can be easily identified by all other interested parties e.g. ‘Annual 
Compliance 2009’  
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4 Save, submit, Approve & Cancel 

4.1 Save 
 

Whenever you update a form you need to click ‘Save & Next’ to save that information. If you update 
the details on the PI tab and then click on the ‘Key staff’ tab, any information entered on the PI form 
will be lost.  

If you want to complete the process at a later time: 

• Click ‘Save & Next’ at the bottom of the form that you are on, and then click on ‘Home’. 

• If you are on the ‘Submit/Cancel’ form you should click ‘Save for later’. This will save the 
application and take you back to the summary tab.  

You can always check the progress via the summary tab. The ‘Status’ column shows who is working 
on the change 

This picture shows that the annual compliance process has been initiated, but that no changes have 
yet been made: 

 

To continue, click on the blue ‘Annual compliance’ link. 
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4.2 Submit 
 

When you are ready to submit your form, tick the box to confirm you have read the terms and 
conditions. This will allow you to select the ‘submit’ button.  

 
 

Your application will appear in your ‘Ongoing’ task list and will also move to your selected broker’s 
‘task’ list. 
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Your broker should check the information entered and if they are satisfied with the information they 
can click ‘Approve’. If the broker would like you to amend the information they will need to ‘Return’ 
the application to you. If they do not want you to submit this annual compliance and want to 
completely cancel the application they should click on ‘Reject’ or ‘Cancel’  

 
 

4.3 Approve 
 

When the Delegated Authorities Team has approved the Annual Compliance, the application will 
appear in the ‘Completed‘task list of the coverholder and selected broker. It does not appear in the 
task list of any other broker or managing agent with an interest in that coverholder. They will be able 
to see when Annual Compliance was last completed by looking at the ‘Details’ section. 
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4.4 Cancel 
 

When you select ‘Cancel change’ you are not cancelling the last changes made, but the whole 
application. Read the instructions carefully before you select this option.  

 
 

 
 


