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LISTING OF CORRESPONDENTS

The listing of u correspondent does not represent
uny contrauctudl or ugency relationship between

the correspondent und u Club, nor does it creute

d right to be included in uny subseqyuent list.
Correspondents ure hot ugents for the Clubs und are
not automaticully authorised to uccept service of
proceedinygs on behdulf of the Clubs or uny subsidiury
or ussociuted compunies. The correspondent,
dlthouyh listed und humed by u Club, will usudlly
uct for the shipowner/charterer whose ship is
entered with the Club.

Correspondents must be contuctuble 24 hours a day
and they must keep the Club udvised of chunyes to
stuff/office communicutions detuils. Correspondents
should regularly check their entries on Clubs’
websites and upps to verify that the Club hus

the correct contact detdils.

GOVERNANCE

Correspondents must operate to the highest
ethicul stundurds und huve uppropriute systems
und procedures in pluce. It is important to note
that failure to comply with these requirements
could mean a correspondent risks delisting.

A) BRIBERY

Clubs have best practice systems to dedl

with bribery, including ‘facilitation payments’,

and financial crime. Those systems extend to dll
correspondents und service providers. Compliunce
with the requirements of individual Clubs’ strict
bribery prevention policies und unti-bribery laws?
Mmust be in addition to correspondents” compliance
with any other unti-bribery leyislation that may
uffect them.

B) MONEY LAUNDERING

Correspondents should have systems in place to
ensure they und their subcontructors und service
providers do not contravene unti-money laundering
or fux evusion leyislation. Such systems should
include procedures to identify their clients und
ensure thut transactions are legul®,

C) SANCTIONS

Correspondents must be aware of economic und
frade-reluted prohibitions und restrictions cuused by
upplicuble sunctions leyislution imposed by States
or infernationul orgunisations. Such leyislation may
uffect u Member und/or the trude they undertuke
either directly or indirectly und cun uffect the
ussistance Clubs dare duble to offer Members.

In particular, Clubs may not be dble to ussist
Members in providing u letter of undertuking

or bunk guuruntee to secure u cluim.

2 for example, the UK Bribery Act 2010 und the United States
Foreign Corrupt Practices Act 1977.

3 for exumple, the UK Proceeds of Crime Act 2002 (POCA),
part 7, aund the Criminal Finances Act 2017, part 3.
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It is the correspondent’s responsibility fo ensure that
dll third parties that they instruct or remit funds to are
not listed us desighuated persons or orgunisations on
any trade or economic sunctions lists, for example,
those published und muaintained by the United
Nations, the United Kingdom, the Europedun Union
and the United States.

The situution on sunctions cun chanyge und the
corresponhdent should contuct the Club concerned
for specific udvice.

D) DATA PROTECTION

Correspondents should be awure thut Clulbs,
correspondents und service providers ure subject
to dutu protection leyislation?. Correspondents

will routinely receive personal dutu for claimants
und crew members. “Personul dutu” refers to
information ubout un individual, such us their
nume, job description, dute of birth, e-muil address,
Muiling address or heulth-related dutu. All personadl
dutu should be hundled und stored curefully und
distributed securely und no more widely than
necessury.

E) SLAVERY AND HUMAN
TRAFFICKING

As purt of the Clubs’ business und supply chdins,
correspondents must conform with the Clubs’ zero-
tolerance position in respect of modern slavery und
human frafficking, including compliance with any
relevant leyislation®,

4 for exumple, the UK Dutu Protection Act 2018 und
the EU Generdl Dutu Protection Regyulation (GDPR).

5 for exumple, the UK Moderh Sluvery Act 2015.
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F) CLIENT MONEY

Where permitted by local regulutions,
correspondents should operute u designuted
client bunk account for the receipt of funds to pay
claims. This uccount should be sepurate from the
correspondents’ duy to duy business uccounts.

G) PROFESSIONAL LIABILITY/ERRORS
AND OMISSIONS INSURANCE

It is prudent for correspondents to have adeqyuate
errors und omissions insurance that provides
protection for their services, or those which extend

to ownhership of un ussociuted compuny, drising from

claims of neyliyence or fuiling to perform
their professionul dufties.

CONFLICTS OF INTEREST

A conflict check must be undertuken as soonh us
instructions ure received und the Club or Clubs must
be informed of uny potentiul conflict immediutely.

The most common circumstunces where u
correspondent muy encounter u conflict of interest
involve un owner und charterer (for exumple, when
they have a curgo problem ut a discharyge port)
where:

a. both purties ure entered with the sume Club,

b. the purties ure entered in different Clubs und the
correspondent is listed by both Clubs, or

c. the correspondent, or un ussociuted compuny,
dre dlso representing curgo interests.
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@ REPORTING

In addition to Clubs’ websites, correspondents
dre reminded that there is u vessel seurch facility
for ownhed vessels on the |G welbsite ut
www.igpandi.org/ship-search

A) FIRST NOTIFICATION

A correspondent muy be notified of un incident or
claim from u humber of sources other than the Club,
such us the Member, the ship’s muster, locul ayent,
owner, churterer or directly from u cluimunt or the
claimant’s insurer.

For urgent mutters (deuth, serious illness und injury,
pollution, ship arrest, collision, groundings und service
of legul proceedinys), the first notificution to the Club
should be mude by both telephone und emuil to

the Club. For hon-urgent matters, the first notification
should be sent by emuaiil. In order to minimise uny
deluy in obtuining u response when sending un
emuil, the correspondent should try to identify the
claims tfeum or individuul and only use the Club’s
generdl emuil uddress if this caunnot be done.

Correspondents should be familiar with the risks

covered by euch Club, us set out in their rules.

Not dll Members will be covered for dll these risks

und so correspondents should seek confirmation

of the extent of the cover from the Club. However,

the correspondent is recommended not to stop

deudling with mutters whilst wuiting to receive such
confirmation. i
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The first noftificution to the Club should include:
- The ship’s hame and IMO number.

- Description of the incident including the dute
und the port/pluce where the incident occurred.

- The puarty requesting ussistunce und the
nature of the dssistance reyuested.

- Any steps tuken by the correspondent.

- The current status und proposed future uction,
includiny detuils of uny deudline/time limits which
the Member muy be required to sutisfy.

- Detdils of security demunds und reusonubleness.

- Contuct detdils for the correspondents
und uny service providers uppointed.

B) SUBSEQUENT REPORTS
TO THE CLUB

Communicution by phone remuins extremely
important and cun be u useful addition fo emuil
reporting. It is important that correspondence is
documented, so correspondents should avoid
exchunges viu socidul mediu, including upjps such
us WhatsApp und Messenger. Surveyors, lawyers or
other experts must be encouruged to yive you, us
correspondent, tfimely updutes which add value for
the Club und Member. Where possible and unless
otherwise instructed, the correspondent should
ensure that dll informution from these sources is
channelled through them and that they control
the cuse locully.

In the initiul period followiny un incident, "No hews
is yood hews” does hot upply und reports (includiny
service providers’ reports)

will be required on u frequent busis, including:

- Detdils of the property dumauged/person or persons
injured etc
(us upplicuble).

- Cuuse of the incident.

- Steps to be tuken to protect the Member’s position,
including meusures to preserve the Member’s right
of redress uguinst third puarties, including auny time
limits.

- Cluimed umount und uny ussessment
of/muteriul chunyes to quuntum.

- Current status of uny neyotiations with
clauimants or their representutives.

- Any heuring dutes.

C. PERSONAL INJURY REPORTS

Reports into personadl injury incidents cun by their
very huture contuin graphic imuges of deuth

and injury. As files ure often audited internally or
externdlly by stuff who may be unfamiliar with such
claims, correspondents are encouruyged to provide
U warhing on such reports stuting thut the report
contuins imuyes which some people muy find
upsetting.

13
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APPOINTMENT OF LOCAL
SURVEYORS OR OTHER THIRD
PARTIES (SERVICE PROVIDERS)

ldedlly the correspondent should obtuin approval
from the Club before uny service provider is
yppointed. Where prior approval cannot be
obtuined, the correspondent muy uppoint the
service provider to avoid delay but the Club must be
notified at the earliest opportunity. The best service
provider suituble for the task must be uppointed,
provided they dure hot conflicted, regardless of
whether they dre in-house or independent.

If the Club sends un expert to uttend, the
correspondent should provide them with any
assistance necessuary, including promoting co-
ordination with any attending locdl service providers.

CLAIMS HANDLING

Cldaims may be pursued locdlly or in unother country
pbecause of contractudl terms or by agreement
between the puarties. If a correspondent receives
cldims documents, they should seek instructions

from the Club. The Club or Member may wish to
handle the claim; alterndtively, the correspondent
may be authorised to hundle the claim. If so, the
correspondent should provide as soon us possible their
opinion on the merits of the claim and best estimute of
the overdll claim and fee exposure. The best estimute
should be periodicully upduted to ussist the Club in
sefting a reserve. If u claimant starts legal proceedings,
the Club should be udvised immediutely.
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A) TIME EXTENSION

No time extension is to be granted to any party
without prior authority from the Club or the Member.

B) CLAIMS SETTLEMENT

Correspondents should not enter intfo settlement
negyotiations or ugree to uny settlement proposul
without prior authority. An agreed settlement must
include u receipt und releuse document, upproved
by the Club ih udvaunce, und the cuncellution uand
returnh of uny gudrantee.

If the Member no longer exists, they will be undable
to puy cluims. Other than in deuth and persondl
injury matters, if no guurantee has been issued it is
unlikely the Club will be duble to ussist further and the
correspondent may be usked to close their file and
submit a final invoice.

C) COURT PROCEEDINGS -
ARBITRATION - MEDIATION

No cluim is to be tuken to court, urbitrution
or mediution without prior instructions from
the Club and Member. .

15
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GUARANTEES

The correspondent should inform the Club
immediutely if they receive u request for security
and/or u threut of arrest or detention of the ship

or unother usset. In order to consider whether it is
uppropriute for the Club to provide security, the Club
must be informed us soon us possible of the hame

of the beneficiury und the quuntum und form of
security requested.

The provision of Club security is discretionary and
depends on u humber of fuctors, regyurdless of

the gudruntee umount or pressure from interested
parties. The security may be provided directly to
the claimant by the Club or, by agreement, viu the
correspondent.

A correspondent must hot uygree to issue u letfter of
undertuking (LoU), or other form of security, without
the prior upproval of the Club. A Club will hot
yuthorise u guuruntee to u sunctioned entity.

The followiny forms of security may be considered
in order of preference:

1. LoU. Clubs recoynise that this is not an option
for dll cluimunts in certuin jurisdictions.

2. Interim security to be replaced by da bank
guuruntee or buil bond within d specified
time-frame.

3. A bunk guuruntee or buil bond with no
interim security.

Clubs do not provide unficiputory security or security
for an unlimited umount. Club security only covers u
Member’s legul liubility and will be for a quuntified
claim uamount, which should be referred to in the
terms of the yudruntee. It is preferuble that the
umount of the yuuruntee includes inferest und costs.

FREIGHT, DEMURRAGE
& DEFENCE COVER (FD&D)

Clubs offer u sepurute cover for their Members’
legul costs in defendiny or prosecuting certuin types
of cluims. The involvement of the correspondent in
FD&D mautters will vary, and will often be minimal, us
legdl input is often hecessury. The correspondent,
whether legul or commerciul, should determine the
extent of Club cover und should not ussume that
uny fees will be puid directly by the Club.

CONTINGENCY PLANNING

The correspondent’s contingency pluns should
include d business continuity plan and d plan for
handling large clauims und mujor cusuulties. Their stuff
must be familiur with these pluns aund their roles within
them. Pluns und operutionul urrangements should be
regulurly tested und upduted.
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INVOICING

Correspondents should be fuamiliar with the invoicing
requirements of each Club. Some Clubs use the
"Feesuble”® system which enubles correspondents
und third purty suppliers to use u universul invoice
formart,

In cause of doubt, u correspondent may seek
clarification from the Club as to who will be
responsible for fees. For a Member’s own

surveys, or mutters not covered by Clubs, it is the
correspondents’ responsibility to muke arrangements
for the payment of fees and disbursements. In these
circumstunces, the correspondent muy request

u payment in advance from the Member.

A) INVOICING INSTRUCTIONS

Correspondents should check with the Club
who the invoice should be uddressed to.

Invoices should contuin the Club’s und the
correspondents’ references, together with
the beneficiary’s bunking detdils.

Fees und disbursements must be shown sepaurutely.
The fee culculution should show the hourly or

duily rutes und the fime spent. Receipts or other
evidence should be provided for disbursements.
Correspondents should not settle any third party’s
invoice without the authority of the Club.

¢ www.igfeesuble.net
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B) PAYMENT INSTRUCTIONS

Clubs prefer to muke electronic puyments for
invoices. The beneficiary of the payment must
mautch the person or compuny issuing the invoice.

C) INTERIM INVOICES

To wssist in controlling costs, inferim invoices
(including those of service providers) should be
submitted unless the Club decides otherwise.

D) FINAL INVOICES

Procedures for the subbmission of finul invoices

will vary from Club to Club. A findl invoice, cleurly
mMaurked us such und including uny outstundiny
service providers’ costs, should be submitted us
soon us u cuse hus been concluded or when the
involvement of the correspondent is no lonyer
required, hormally within three months unless

the Club specifies otherwise.

E) INVOICE ENQUIRIES

Occusiondlly, clarification of invoices or items
contuined in them may be reyuired. For invoices to
be puid by Clubs, in the event of a dispute between
the Club and the correspondent, the Club will settle
the undisputed portion of the invoice us guickly

us possible.

B2
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PROVISION OF GENERAL
INFORMATION ON LOCAL
MATTERS

Correspondents ure encouruyged to udvise Clubs

of generul informaution relevant to ships trading
within their locudl areu, Clubs may wish to include this
information in their websites, upjps und publications
for the benefit of their Members.

P&IQ

Clubs uppreciute those correspondents investing in
fraining vid the P&IQ course und the Clubs continue
to recommend this course to correspondents.

P&IQ Modules - The International Group of P&l Clubs
www.igpundi.ory/pundiy-modules
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