
 
 

HOW TO COMPLETE A SUBMISSION FORM FOR VALUATION SERVICES 
 
This document is intended as a guide to help you to complete a submission form for SafeGuard Valuations in order to 
provide us with the information we need to process your work. Failure to complete the submission form may lead to 
delays in the work being processed. 
For your guidance, an example of a submission form is provided where sections have been given a reference letter 
which tie up with a brief explanation in the quick reference guide below.  
 
If you have any queries please contact safeguard@theassayoffice.co.uk 
 
Your Details 

A. For Retailer only: Enter your details here. Please ensure you include a contact number/email address.  
       For shop stock items please tick the box . 

B. For Retailer – Enter the end-customer details here/For Private Customers – Enter your details here. 
 
Service Level Required 

C. Tick the box for which service level you require. 
 
Item Details 
Multiple items can be submitted on one form – please complete a new line for each item or batch of items. 

D. Enter the quantity of items. 
E. Give a simple description of the items (for identification only) – e.g. White metal single stone ring 
F. Indicated here any comments, faults, weight or estimated value. Also note any supporting documentation 

submitted with the item such as certificates, previous valuation, receipts etc. It is important to include as much 
information as possible. 

G. Confirm the total number of items submitted 
 
Service Options 

H. Select which service you require this will either be a Valuation or Jewellery Assessment 
You will need to select the type of valuation you require: Insurance, Sales Between Parties, Family Division, 
Probate. If you require a Probate valuation, please include the name of the deceased and date of death.  

 
Opt-Out Diamond Screening Service 

I. Applicable to all diamond items; this service will verify whether any diamonds screened are natural; if a stone 
‘refers’ this may be a lab grown diamond or a rare ‘type IIa diamond’. Type IIa diamonds can be definitively   
identified through our Gemmological Laboratory for an additional fee. 
This is an Opt - Out service, we will screen diamond as default unless the box is ticked. When the box is 
ticked you have opted out of the service and we will not screen diamonds.  
This service is chargeable – please contact SafeGuard for fees.  

Return Method 
J. Only complete if the parcel is to be returned to an address which is different from the one stated above. Items 

submitted via a retailer will be returned to store. Items submitted by private customers will be returned to the 
customer.  

K. Indicate how you want your item to be returned (we are covered for up to £25,000 per Royal Mail parcel). 
 
Payment Method 

L. Indicate which payment method you want to use. 
 
Signature and Date 

M. You need to sign and date the form; this confirms you accept our terms and conditions 
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