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Frequently Asked Questions for Agents on contracts, company changes, address changes, bank changes, company details required, information required on invoices, and VAT registration
In order to assist you during your journey of working with QAHE we have put together the below frequently asked questions.  If you have any queries about these questions, please email qahe.agentnotification@qa.com 
1. What happens if my company has been appointed as an agent of QAHE, but I want a new company to be approved as an agent of QAHE?
When you first applied to be an agent of QAHE you completed an application form and complied with a series of due diligence requirements.  If you want to change the company that is named in your agreement as the agent of QAHE, we will need to go through that process again including the due diligence requirements.
As happened the first time that you applied to be an agent of QAHE, this will take some time to go through and for the agreement to be signed and put in place.  
If you let us know that you want to make changes, we can help guide you through the process to make sure it is quick and easy.  The sooner you notify us and the more details you provide the quicker we will be able to look at your request. 
What do I do if I still want to go ahead and change the company appointed as the agent of QAHE?
If you want a new company to be appointed as an agent of QAHE, you will need to write to our Agent Compliance Team at QAHEAgentCompliance@qa.com explaining the reasons for the change and we will work with you to approve the new company and put a new agreement in place.  We will tell you when the change has been approved so that you can start to recruit through the new company.  
Please note:
QAHE’s written agreement is required before any changes can happen - this is really important because QAHE cannot pay a different company to the one that we have a legal agreement with.  
Our contract with you should be with the company name, which is either, the company providing the agency services or the parent company of the company providing the agency services.  
Our preference is always that the contract is directly with the company which has the ‘human and technical resources to deliver the services to QAHE’ – this means the office where your staff are based and where the work is carried out. 
Once we have notified you that the new agreement is in place you can then recruit students under that new agreement.  Before the new agreement is in place any commission for students recruited can only be paid to your old company i.e. the company that had the contract with QAHE at the time it recruited the students.
In order for us to change the company we need to carry out due diligence on the new company, approve the new company, terminate the agreement with the old company and enter into a new agreement with the new company.
It is really important that you do not close or wind up your old company or close any bank accounts held by the old company until all instalments and progression payments (where applicable) have been paid under the contract with the old company.
Note – commission and/or progression payments can be paid over several years so you must keep your old company open so that the payments can be made.
1. If I change my company details, when will I get paid?
QAHE can only pay commission due to the company that it has the legal agreement with.  
QAHE entered into the agency agreement with the registered company named in the agreement and not a different company, trading name or named individuals.  You cannot change to a different legal company without first agreeing the change with QAHE and you need to seek our approval before you make any changes.  
Commission or progression payments for students recruited under the old contract will only be paid to the old company through their bank account regardless of whether we have entered into a new agreement with you.  The bank account linked to the old agreement must not be closed.  
The new company will only be paid for new students once:
· QAHE has approved a legal agreement with the new company, 
· the agreement has been signed by both of us, 
· the new company has been set up on OneTrust, and 
· we have notified you that you can now invoice under the new company
Any students recruited before the above steps take place will be paid under the agreement with the old company. 
Note - it is very important that you understand that even though we might enter into a new agreement to appoint a new company as an agent of QAHE, under English law, we cannot pay money earned by the old company to the new company even if the directors in both companies are the same.  
Note – we will never pay your new company for any commission or progression payments earned by your old company.
Note - QAHE cannot offer you legal or tax advice so if you have any questions, you should seek independent legal and/or financial advice.

1. What happens if I have already closed my old company and/or its bank account or both?
I have closed my old bank account:
If you have outstanding payments from QAHE and you have not closed your old company, but you have closed the old company bank account, you will need to go to your bank and apply to reopen the company bank account.  Your bank will be able to advise you what you need to do.
QAHE cannot pay money earnt by the old company into a bank account for a new company.
I have closed my old company and its bank account:
If you have legally  closed your old company, we will not be able to pay you for any outstanding commission or progression payments.  Under English law we do not have any legal obligation to pay any money to a company that is legally closed.  If you have legally closed your company and its bank account, we have nowhere to make payments to as there is no longer an entity in existence which can be paid.
It is very important that you speak to us before you take any action in respect of closing your old company or its bank account when commission or progression payments may still be payable to it.  
4. What happens if I want to keep my company the same, but I want to change my company bank details for payment?
If the only change that you want to make is about your bank account details, you will need to write to our Agent Compliance Team at QAHEAgentCompliance@qa.com copying in our Agents Payment Team QAHE.Home@qa.com (Domestic), QAHE.Agent@qa.com (International), to let them know that you want to change the bank details.  
You will need to provide us with the new bank details on company headed paper and signed by a director of the company.  
Note - the bank details still need to be in the name of the agent company who entered into the agreement with QAHE. 
An example of good evidence showing the bank account is in the name of the company would be a letter addressed to the company's registered address confirming the bank account is held by that company (for example, a bank statement or confirmation of account creation).
Note - there may be some delay on payments when changing bank details as the Agent Compliance Team needs to confirm the new information provided by you.
Note - it will be at the sole discretion of QAHE whether it agrees to make the payment to the new bank account. 
5. What happens if I want to change my company’s registered office address only?
If the only change that you want to make is your registered office address, you will need to write to our Agent Compliance Team at QAHEAgentCompliance@qa.com, copying in our Agents Payment Team QAHE.Home@qa.com (Domestic), QAHE.Agent@qa.com (International), to let them know about the change of registered address of your company.  
You will need to provide proof the address is the new registered office address for the company, eg a copy of the change of registered address from Companies House (if in England or Wales) or as per your country's government companies house equivalent. 
If the address is not the registered address for the company named in your agreement, we will review the details and let you know if any further information or action is required.  
Note - any changes to your registered address may slow down payments as they need to be checked by the Agent Compliance Team.
Note - all invoices need to show your correct registered address so your invoice template would need to reflect this from the date QAHE accepts the change of the registered address.
6. What if I want to change my business email address?
If the only change you want to make is to your business email address, you will need to write to our Agent Compliance Team at QAHEAgentCompliance@qa.com, copying in our Agents Payment Team QAHE.Home@qa.com (Domestic), QAHE.Agent@qa.com (International), to let them know that you want to change your business email address.
Note – QAHE will not accept or respond to personal emails.  Any email address used should be the ones provided when you entered into the Agreement with QAHE unless you have applied to change your email address since and that change has been approved and updated on OneTrust.
7. What information does QAHE need about my company to pay my invoice?
If we do not hold the correct information about your company, we will not be able to pay you.
The following information is the information that we need to pay your company: 
· Full registered company name. 
· Full company registered address, including country of registration.
· Type of company (for example Ltd, Pvt Ltd, Inc, Pty, LLC).
· Company registration number.
· UK VAT registration number (if applicable, i.e. your company has either decided to register for VAT or your company has reached the UK VAT threshold). 
This evidence should be provided as extracts or official copy documents from Companies House (in England and Wales) or the equivalent in the country where the company is registered.
Note - if any of the above information is missing or incorrect this will significantly delay any payment to you as we need to be sure that we are meeting our legal and regulatory obligations in the UK
· We need your bank details on company headed paper which is signed by a registered director of the company and a VAT registration certificate (if applicable).  These need to be in the name of the contracting company or for the VAT registration certificate, in the name of the representative member – if you are part of a corporate structure this is the head of the VAT group (parent company) for that structure.
If you make any change to your bank account details, we will need to approve them before we can make any payments.  You will need to provide us with proof from your bank that this is the registered bank account for your company.  
8. What information needs to be included on my invoice?
If the correct information is not on the invoice, we will not be able to pay you.
For an invoice to be paid we need the following information from you:
Overseas or UK Non-VAT registered businesses: 
· The invoice must state the full company name as per the registration documents 
· The invoice must state the address of the company’s registered office
· Company registration number (CRN) needs to be included for incorporated businesses
· Unique and sequential invoice number (without gaps)
· Date on which the invoice is issued
· Date on which services were completed (supply date)
· The invoice must be made out to QAHE 
· QAHE provides you with significant information to validate and once validated, you need to include on the invoice the details of the intake that you are claiming commission for and the amount of commission
· You will need to put QAHE's PO number on each invoice
· Total invoice amount in GBP to agree to the PO issued by QAHE
The invoice must come from the company we have a contract with.
The invoice needs to be submitted in PDF format where possible.  Please note we do not accept invoices in spreadsheet format (for example in Excel). 
You must include bank details on the invoice, and these must be the same as those you provided to our Agent Compliance Team during your onboarding process or if you have requested to change your bank details previously.  As stated above, we will not pay invoices into a bank account which is different to the one that we have for you on OneTrust, i.e. the bank details you have previously provided to us. 
If you are a UK VAT registered company, we will need the following information from you so that we comply with UK law:
· The invoice must state the full company name as per the registration documents 
· The invoice must state the address of the company’s registered office
· Company registration number (CRN) needs to be included for incorporated businesses
· Unique and sequential invoice number (without gaps)
· Date on which the invoice is issued
· Date on which services were completed (supply date)
· The invoice must be made out to QAHE 
· QAHE provides you with significant information to validate and once validated, you need to include on the invoice the details of the intake that you are claiming commission for and the amount of commission
· You will need to put QAHE's PO number on each invoice
· Total invoice amount in GBP to agree to the PO issued by QAHE
· Agents' UK VAT identification number
· You will need to put QAHE's PO number on each invoice
· For each different item listed on the invoice, the following must be shown:
· The amount of commission you are claiming (excluding VAT) 
· Total amount payable (excluding VAT) 
· VAT rate  
· gross amount payable, excluding VAT.  Note for UK VAT registered businesses the gross of VAT amount should agree to the PO we sent to you 
· total amount of VAT chargeable
The invoice must come from the company we have a contract with.
The invoice needs to be submitted in PDF format where possible.  Please note we do not accept invoices in spreadsheet format (for example in Excel). 
You must include bank details on the invoice, and these must be the same as those you provided to our Agent Compliance Team during your onboarding process or if you have requested to change your bank details previously.  As stated above, we will not pay invoices into a bank account which is different to the one that we have for you on our system, i.e. the bank details you have previously provided to us. 
UK Government guidance on invoices:
UK Government guidance on invoices is here Invoicing and taking payment from customers: Invoices - what they must include - GOV.UK
As we have said above if you make any changes to your bank account details, we will need to approve them before we can make payments.  You will need to provide us with proof from your bank that this is the registered bank account for your company.  If we have not agreed to this change this will take time and is likely to cause a delay to payments to you.
9. What happens if I have a company based in the UK and my UK taxable turnover is over the UK VAT registration threshold (across all customers/partners)?
If you have reached the threshold for registering for VAT, you would need to register for UK VAT and inform the Agent Compliance Team at QAHEAgentCompliance@qa.com, copying the purchase ledger team, QAHE.home@qa.com (Domestic), QAHE.Agent@qa.com (International), of your new UK VAT number and provide your VAT registration documents from HMRC confirming the date you became VAT registered. 
UK Government guidance on VAT Registration:
For full details about HMRC VAT registration please review the guidance issued by HMRC which can be accessed here - Register for VAT: When to register for VAT - GOV.UK
You should raise full UK VAT invoices from the date of registration which need to show all the information as per the UK VAT invoice requirements. 
VAT Registration Threshold:
Guidance as to when registration is required can be found at HMRC’s website using the following link:
Register for VAT: When to register for VAT - GOV.UK
If you are a UK VAT registered company, we will need the following information from you so that we comply with UK law:
· The invoice needs to be addressed from the company 
· Unique and sequential invoice number (without gaps)
· Date on which the invoice is issued
· The date on which you provided the service to QAHE
· Identity of the company:
· Full company name (as you provided to us at registration)
· Address of the registered office
· Company registration number (CRN) for incorporated businesses
· Agents' UK VAT identification number
· The invoice must be made out to QAHE
· Details of the intake that you are claiming commission for and the amount of commission 
· You will need to put QAHE's PO number on each invoice
· For each different item listed on the invoice, the following must be shown:
· The amount of commission you are claiming (excluding VAT) 
· Total amount payable (excluding VAT) 
· VAT rate  
· gross amount payable, excluding VAT. Note for UK VAT registered businesses the gross of VAT amount should agree to the PO we sent to you as our commission rates are stated VAT inclusive in our contract
· total amount of VAT chargeable expressed in GBP
· Invoice should be in PDF format where possible. Please note we do not accept invoices submitted in spreadsheet format (for example, in Excel) 
Please note the fee QAHE pays is inclusive of all taxes including UK VAT.  This means that if you are UK VAT registered, then your gross of VAT amount on your invoice should be equal to the PO and statement we sent showing the total amount.  As an example, if you are UK VAT registered and your PO shows £12,000 commission due, your invoice should show a net commission amount of £10,000, 20% VAT of £2,000 and the gross of VAT amount would be £12,000
Note - you still need to show the VAT breakdown on all invoices if your company is VAT registered.  
Note - you are responsible for ensuring you and/or your company are compliant with all Tax obligations in all jurisdictions in which you operate.  
If you are unsure, you should seek advice regarding your VAT obligations to ensure you are compliant with UK tax regulation and are registered for UK VAT if required to do so 
10. How do I ensure that QAHE always has current and accurate information so that potential payment queries do not arise, which could delay commission payments being made.
If you want to change any of your details, please notify us immediately.  This is the quickest way to ensure that there will be no delay in your payment.
This is also a requirement under your QAHE Representative Agreement – all relevant updates will be passed over to the Finance team.
The Agent Compliance team will conduct an annual review to ensure all agent information is current and accurate – it is vital that all requests made by the Agent Compliance team via email or through OneTrust are responded to urgently. 
Please do not wait for the annual review because if your information has changed and you have not notified us this will cause a delay until the matters have been resolved.
11. Why are your fees Vat inclusive when you are VAT registered so should be able to reclaim the VAT?
QAHE is part of the QA Ltd VAT group registration which is overall a partially exempt group due to the inclusion of QAHE which makes largely exempt supplies of education. As agent’s commission invoices for the recruitment of students to university courses directly relate to the exempt supply of education, we are not able to reclaim the VAT on them at all. We can only reclaim a portion of the VAT on our overheads and for the direct costs related to the small amount of VATable supplies we make.  We reclaim this by way of a partial exemption calculation for the overall QA Ltd VAT group. This is based on the overall group proportion of its exempt vs non-exempt supplies however this is not significant to us. 
If you are unsure about any of the matters set out in this guidance you should seek independent advice to satisfy yourself that you are taking all appropriate action.
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