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CLIENT IDENTIFICATION FORM
Please mark the relevant box “yes” and scan the form and identification documents into the case plan.

Note:
The original documents must be seen and photocopies taken – the MRLO or Fee Earner must sign the photocopy to confirm the original was seen.  Where copies of the identification documents are received, they must be certified by a bank manager, accountant, solicitor or GP.  Simplified due diligence checks must be carried out on the person/firm certifying the documents.

Where photographic identification is not available another suitable document confirming the name of the client must be obtained – a note must be made on the case plan as to why no photographic identification was available.

	Tick
	Client type
	Comments

	
	Existing UK Client
	Simplified due diligence checks as for section 5.6.1 of the CDD procedure



	
	Individual Client
	One piece of photographic identity and one proof of address
If the client is not seen face to face extra documents should be considered


	
	Companies or LLPs
	FCA registered company - Print-out from FCA’s on-line register for company and director

Private or unlisted company or LLP - Certificate of Incorporation, directors’ details, filed audited accounts and individual verification of one director or partner


	
	Partnership
	Regulated professionals – Confirmation of firm’s existence and trading address from a reputable professional directory or search facility with the relevant professional body
Other partnerships – Evidence of the firm’s trading address and individual verification of the instructing partner and one other partner


	
	Trust
	Verification must be carried out according to section 5.9 of the CDD procedure
The issue of beneficial ownership must be considered



	
	Estate
	Verification must be carried out according to section 5.10 of the CDD procedure

The issue of beneficial ownership must be considered



	
	Charity
	Registered charities –details from the charity regulators and individual verification of one trustee – also authorisation for the person giving instructions where they are not a trustee
Non-registered charities – verified according to the business structure

Check the Bank of England sanctions list where the charity is not well known



	
	Clubs and Associations
	Articles of association or constitutions, bank statement, recent audited accounts, listing in telephone directory



	
	Foundations, Churches, Schools and Colleges, Pension Funds
	Verification must be carried out according to sections 5.12 to 5.14 and 5.16 of the CDD procedure



	
	Simplified Due Diligence *
* Attach independent evidence
	
	Banks and Building Societies

	
	
	
	Companies Listed on an EEA state Stock Market (except Bulgaria or Romania) – also subsidiaries of such companies

	
	
	
	UK Public Authorities

	
	
	
	Certain insurance policies, pensions or electronic money products as described by the Regulations

	
	
	
	Beneficial owners of pooled accounts held by a notary public of independent legal professional

	
	
	
	Other exemption granted by MLRO or Head of Compliance


Signed (MRLO or Fee Earner):
…………………..…………………......

Date:




…………………………………………
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