
Application Preparation Checklist
Information to Gather Before Starting Your Online Application

Before you begin: This checklist is designed to help you prepare information for your Professional 
Indemnity Insurance (PII) application.

Do not return this checklist to Lawcover: It is to be used as a guide to completing your online professional 
indemnity application.

Staff Details 
Please have the following information available:

Number of Principals or Legal Practitioner Directors

Number of employed legal practitioners

Total number of staff, including all Principals, Legal Practitioner Directors and employed legal practitioners

Gross Fee Income (GFI)
Please have your Gross Fee Income (GFI) figures available for:

Year ending 30 June 2025 (Actual)

Year ending 30 June 2026 (Estimate)

Year ending 30 June 2027 (Estimate) 

What is GFI? Gross Fee Income is the total fees received or receivable by the law practice or, if you are a sole practitioner, by you 
personally. If your law practice was not active during a relevant period, or your GFI is nil, enter $0 in the application. It is important to 
note that GFI does not include GST or third party disbursements. Please refer to the 'Important Notes' located in the resources center 
for a full breakdown of what constitutes GFI
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Prior Practice Information

Confirm whether your law practice has merged with or acquired another law practice

Gather details of any prior practice to be included in your application (Law practice name, year of
succession and relevant GFI)

Include the Gross Fee Income (GFI) of any prior practice in the relevant reporting periods

Note: A practice must be closed by the Law Society and have ceased practising before it can be allocated as a prior practice. If you 
are unsure whether your law practice has a prior practice, please contact Lawcover’s Insurance Services team on 1800 650 748 or 
insuranceservices@lawcover.com.au
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Physical Office Locations

Details of physical office locations including any interstate and overseas offices

Fee Income by Location
To ensure the correct stamp duty is applied to your premium, please have available:

Percentage of fee income generated in NSW

Percentage of fee income generated from interstate and overseas office locations, if applicable

Example: If all fee income is generated from a NSW office, the allocation would be 100% NSW.

Overseas Clients

Confirmation of whether your law practice provides services to clients located outside Australia

Details of the countries in which those clients are located, if applicable
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Risk Management Qualification

Please note that ISO 9001 accreditation is not offered through Lawcover or the Law Society of NSW.

A copy of your current ISO 9001 - Quality Management Systems certificate, if applicable

Claims History

Information about any claims or circumstances that may give rise to a claim that have not already been reported to 
Lawcover in writing

A current Claims History report from any insurer that provided legal PII other than Lawcover, if applicable

NSW Stamp Duty Exemption - Small Business Declaration

Before commencing your application, consider whether your law practice may be eligible for the NSW stamp 
duty exemption. You may qualify if your business:

	‒ Is carrying on a business
	‒ Has aggregated turnover of less than $2 million

It is your responsibility to ensure that you are eligible for the exemption. If you are unsure whether the exemption applies, Lawcover 
recommends seeking advice from your accountant or tax adviser.

Ready to start?

Once you have gathered the information and documents listed above, you are ready to start your online application. Have your login 
details ready, then visit lawcover.com.au and click the red ‘Insurance Log In’ button in the top right-hand corner.
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