
INSTRUCTIONSiCHECK LIST FOR FILLING KYC FORIM

A, II4PORTANT POINTS:

1 Se f attesled copy of pAN card s mandatory for al c ients in cl! d n g Promotersi Pa itf e rs/Ka rla /Trustees a nd whole

t me d rectors and persons authorzed to deal nsecuriueson behalfolcompan,\'ii rmiothers

2,CopesofallthedoclmentssubmttedbylheapplcantshoudbeseJ.attestedandaccompanedbyolgnasfor
ve;icaton lncaselheorignalofanydocumentisnotploducedforverifcahoi thenthe.opiessho!dbepropery

attested byent ties authorized forattest ng thedocuments, as perlhe be!ow ment oned I st

3lfanyproofofidentityoraddlessisinafoleignanguage,thentrarslationntoEngLishsrequ'ed

4. Name&addressoflheappicantmentonedontheKYCform should match with the docum enia ry proof subm tted

5. fcorlespondence & permanenladdress are diiierent, then proofsforboth have to be subm tted'

6 So e plopr etor must make the app icatlon n his ird vidual name & capacity

TForflon.tesdentsandforegnnatonalslallowedtotradesubjectloRBandFENlAgLrdelines)copyofpassporu

PIO Card/OClCard and overseas address proofis mandatory'

8 Forforegnentites clNisoptonal;and ntheabsenceofDlNno forlhed rectors, th elr passport co py should beg ven.

L ln case oi luerchanl Navy N R s N,4arin er',s dec arat on o r cert fied co py of c DC (contin uous Disch arge certlf cate)

r> to oa s-b1irleo.

10. Foropening an accountwith Depository part cipantor ['4utua!FL]nd, fota minor, photocopy ofthe SchoolLeaving

Cedficate/tr/arksheetissuedbyHigherSecondaryBoardiPaSsportof[,4no,BirthcertifcalemUstbeplovided

llPolticallyExposedPersons(PEP)aredefnedasindVidUalswhoareorhavebeenentlustedWthprominentpublic
iunctoni n i foregn countiy e.g. Heads of states or of Governments senior po ticans. senlor Governmenl/

liaIirr|n iturvoro6r. sen o iexe;utives of state owned corpo rat ons, mportantpoitica pa lty off cials' etc'

B. P roof of ldentity (PO l)t ' List of dacunents adnissible as Praof of ldentity:

1. UnqueldentifcatlonNunber(UlD)(Aadhaar)/PassportiVoterlDcard/Drivng icense'

2 PAN cardw th Photograph

I dent[\, (aro oocLrerl w t appli' a1( Pl olo. lssJed by any o[ t1e 'o low'1g' Cerlra Slale Go\e'nrF']l ard ts" d""rri*.s. iiiudv Req-laiory A..rtro'ite' oJbrc Se'-lor Jnoela^r1gs Scl^edJled Comre(ra Balls' oJblic

F .!iii"ii, ii tri... io ieg-es ar,1ateo to untvefsiues, profess onat Bod es su ch as cAl, cwAt lcsl Barcounc

etc. to the r tr/embers;and ired tcardsiDeb tcards issued by Ba'nks

C. P roof of Ad d ress (PO A). ' List of dacunents adnissib/e as ProofofAddress:

(*Dacuments having an expiry date should be valid an the date of submission ')

I passport /Voters dentityCard/RatonCardi Registered Lease or SaleAgreemefl of Residence/ Diving Llcense/

t l"LN.4a,rte^d cebll' "sr- arceCopy

2. utiltybilslkeTeephoneBill(onlyland ine) Eleciricilybil orGasbi -Notmorethan3monlhsold

3 BankAccounlstatemenUPassbook- Not morethan 3 months o d'

4. Self-decJaration by H gh Cou rt and Supreme Courl ludges, g v ng the new add ress n respecl of th e r own accou nts'

5 Proof of address issued by any of the fo owing: Bank l\,4anageE 01 Schedu ed.commerciaL Banks I Scheduled co- 
ooellve sanat Mutinaionaj Foreiqn Eankil Gazetled officer I Notary plb c lEected representatives to the

Ldg slativeAssembly/ Par iament/ Documenls ssuedbyanyGovl.orStat!toryAulhority

6ldenttycardidocumentwithaddress,iss!edbyanyoftheiollowngCentraliStateGoveinmentandtsDepartments,

Sr,rr lorv ReoJlaLory ALtl'oIl'eS, P,loli Se'to- Uloelanlrg> ScfeoJred Co-ne1ia Bar\> P-orr rrrdr'ia
;iiirid.',ii"."q"suf,dteorou"rersliesanoPro'ess'ola'Bod'e:sJ'lasrCA'lCWAr CSI Bo'CoJ-c'etc
to the rNrlembers.

TForFl/sL]baccount.PowelofAtlolneyqVenbyFll/sub.accounttotheClstodans(Whcharedu]ynotarizedandi
oraposu ed or consLlar sed) that gives lhe registered address should be taken

8 The proofofaddless in the fame ofthe spouse may beaccepled'
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D. Exemptions/clarifications to PAN

('Sufticient dacumenlary evidence in suppatl af such claimsto be callected.)

1 ln case of tra nsact ons underta ke n on behalf of Cenlra Govern ment and/or Slale Govern ment and by officials a p po nied by

Cou1. e.q.0"i ralliq,dator Co.1'aL".a "l
2 UNefttes/r'rultlatera agenc es exempt from pay ng taxes/f ngtaxreturns nlnda.

3 S P ofl\4!tualFunds upto Rs 50 000i p.a

4. n case olrnstitutiona clents namey. F ls. NlFs, VCFS FVCls, Schedued Commercial Banks. Nlul alera and B ateml

DevelopmentFnanca lnsttutons Slalelnduslra Deve opment Corporatio ns, lnsura nce Co m pa n es reg steredwith RDA

aidPubicFnaica nslitulonasiefnedundersecton4AoftheCompanesAcl, 1956 Custodians shallveri6/ the PAN

carddelailswihlheorgrnaPANcardandprovdeduycertiiiedcopesofsuchverifledPANdetastothenlermedary.

E. Listof peopleauthorizedtoattestthedocumentsl

1 Notary Pub c. Gazetted Offcer l\4anager oia Scheduled Commerca / Co-operalve Bank or [,lu t nalona Foregn Banks

(Narne. Des gnal on & Sealshould be affixed on thecopy).

2 lncaseoiNRls authorzedofflca sofoverseas branchesofSchedu ed Commerca Banksregstered n ndia NotaryPub c,

Co u lt Mag slrale, J u dge lndian E m bassy /Consulate General in the cou nlry whe re the c ent resrdes a re permitted to attesi

thedocumenls.

F ln case of Non-lndividuals, additional documents to be obtained from rcn.individuals, over & above the POI&

POA, asmentioned below:

TypesofEntity DocumentaryRequiremenls

Corporate

Partership Firm

Copyofthe ba ance sheets forlhe last 2 f nancialyears (to be subm tted everyyear).

Copy of latest sha.e hodng patlern incLldng lst of a those hodng control. either
direclly or indirecl y. n lhe company in terms ol SEBI takeover Regu al ons, du y certifed
bythe company secrelary,\Vho e I n'te drrector/l\4D (to be s!bm lted everyyear).

Photograph, PO POA, PAN and DIN nlmbers of whole time directors/two direclors in
charge of day to day operat ons.

Photograph POl, POA. PAN of ndivdua promoters ho d ng conlro e lher directy or
ind rectly.

Cop "o ofre \,4arorardL- dr dArl - er o'As(oc ar on ard (e-tf.ate o' nco-oo.ar o:
Copy of the Boa rd Reso ut o n for nveslment n secur lies market.

ALrthor sed sig nalories st wilh spec men sig natLl res

Copyofthebaancesheetsforthe ast2lnanca years (lo be sLr b mitled every yea0

Certif cate ofregistrat on (for reg stered partnershipiirms only).

Copy of partnersh p d-"ed.

Autlrorised srgnatores istw th specimen s gnalures.

Pholograph P0 POA, PAN ofPartners.

Copy ofthe ba ance sheetsforthe last2fnancia yea rs (to be su bmitted everyyear)

Ce'1l _arao".g trdlor(or.egi.le eotr-5lo ly/

CopyofTrust deed.

L st oftr!slees certifed by managing lrustees/CA.

Photograph PO POA, PANoiTruslees.

Trust

HUF

I

PANofHUF.

Deed ofdec arat on ofHUF/L sl ofcoparceners.

Eank pass-booUbank statemenl in the name of HUF

Photograph, PO, POA PANofKarta.
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Unincorporated

Association ora

Proof oi Existence/Consttulion document.

Resolution of the manag ng body & Power ofAltorney granted to lransact business

bodyofindividuals on tsbehaf

: Authorized slgnalores st wiih specimen s g n alurcs

gank. nstitution"l Copy of lhe constltuUon/reg slTal on or annual re pot/ba a n ce sheet fo

lnvestors YeaIS.

rlhe ast 2f nanciaL

Aulhorized stgnatorles llstw lh spec men signature.

lnvestors (FIl) stw th specimen slg nalu res.

Self'celtiflcat on on lellerhead.

Author zed siqnator es st wilh specimen slg nalu ret
Army/Govemment

Bodies

Registered Society Copy of Reg stration Cediflcate u n der Societies Regrstrat on

List oi l\,4anaging Cornm ttee members

cornmtlee resollton for persons aulhorised to acl as autho sed slgnatores wth

5po.lnen <io ^d l- 'e5.

True copy ofsoc ety Ru es and Bye Lawscerl f ed bylhe Chairman/Secretary

INSTRUCTTONS / CHECK LIST

1. Add tonaldocuments in caseof in derivatjvesseg ments ' lllustrat ve st

Act

'in rcspect of ather clients. tlocuments as pet isk nanagenent pality af the stackbrcker need la be p

clientfrcm tine to tine

2 Copy of cance ed cheque leaf/ pass booUbank statemeni specifying name of lh e con slituent' f'4 CR code o'and I FSC

Code ofthebankshould be submltted

3 Demat r.aster oI lecent ho d ing statement ssued by DP bearing na me of the c ent

4. For ndividuals

a. Stock broker has an oplion ol do ng 1n_person' verification ihroLlgh web camera at the branch offce oflhe stock broke'sub

broker'soffice.

blncaseofnon-residentclients,ernpoyeesatlhestockbroke/Slocaloffice,ovelseascando]npeTson.Ver:calon,F!rther,

considering the nfeasibility of carry ng oul ln person verlflcatlon of the non_res denl clients by the srock broke's slaff'

attestat on oi KYC documents by N otary Pu b c, Coud lvlag istrate J udge ' Local Banker lnd a n E nr bassy / Con sulale

Generalin thecounlrywhere the client res des may be perm tled'

5 Fornon- nd vdLJals

a. Fom needto be inil allzed by allthe authoized s gnatories

b. CopyofBoard Resolutlon ordeclaraUon (on ihe etlerhead) naming the persons a lthor zed to dealln-secu tieson behalfof

company/f rm/others and iheir speclmen signatures'

ofAnnualAccouniscopy
Copy of ITR Acknowled ement

lncaseof salaryincome SaarySlip.Copyof Form16

Bank accountstalemenllor asl6 mon thsntdol statemnlcc0a nu htdemat gofcopy
!eldeca'at.onw.hrele a_l\uD!orl'_ooo -re^li'

Anyother Televantdocuments substant at ng owners

of

hip

Foreignlnstitutional : Copyof SEBI reg strat on cedificate.

Authorzed

Netwodh cert f cate


