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Account Opening Checklist 

Individual Accounts

· Copy of  2 forms of valid identification (Drivers License, Passport or National ID) 
· OR

· Reference Form/Letter – Form/Letter plus 1 form of valid ID. This is required ONLY if 2 forms of ID cannot be provided. The letter can be from any one of the following persons: Justice of the Peace (JP), Pastor, JMMB Client or JMMB Team Member.
· Taxpayer Registration Number (TRN) - in the event that no TRN number any other reference number as it relates to the client’s country of citizenship e.g. Social Security. 

· Indication of source of  the funds - source of the funds being used to open the account as well as source of future investments 

· Verification of Address for each client on the account. This can be any one of the following:
a. Current utility bill (electricity, telephone, water or cable), no more than six (6) months old

b. Current credit card or bank statement

c. Letter from Government agency showing residential address. This should be no more than six (6) months old.

d. Government property tax receipt duly stamped by the Tax Collectorate.  This should be no more than six (6) months old.
e. Current Insurance Policy or Cover Note.

f. Postmarked envelop showing your current permanent address. This should be no more than six (6) months old.
INCORPORATED COMPANIES 

· Certificate of Incorporation

· Memorandum and Articles of Association (for companies not registered under the Companies Act, 2004)
· Articles of Incorporation ( for companies registered under the Companies Act, 2004)
· Company TRN 

· Resolution of the Board of Directors (authorizing the establishment of the business relationship and relevant signing instructions on account) – see sample resolution below 
· List of  authorized signers, specimen signatures

· TRN of authorized signers and Directors 

· 2 Copies of identification of the  authorized signers and Directors on the account (Drivers License, Passport or National ID)
· Verification of Address of authorized signers and Directors
· Indication of source of the funds - source of the funds being used to open the account as well as source of future investments 

· For large corporate accounts - audited financial statement, description and place of the company’s principal line(s) of business, major suppliers, list and names of principal owners, directors and management officers
· Reference Letter (from business partner/associate or JMMB client/staff)
PARTNERSHIPS 

· Registration of Business name Certificate (If the name of the business contains the surname of the partners, then the business certificate is not required.)

· Partnership Agreement 

· Partnership Mandate authorizing the establishment of the business relationship
· List of  authorized signers, specimen signatures

· TRN & copy of ID for each Partner (Drivers License, Passport or National ID)
· Copies of Identification of the signers on the account
· Verification of Address for all Signers and Partners 

· Reference Letter (from business partner/associate or JMMB client/staff)
· Indication of source of  the funds - source of the funds being used to open the account as well as source of future investments 

PUBLIC EDUCATIONAL INSTITUTIONS 

· Resolution from the schools Board of Management - authorizing the establishment of the business relationship and relevant signing instructions on account
· The Scheme for public educational institution (contains constitution, powers and duties of the Board).

· Listing of authorized signatories and specimen signatures

· Verification of Address for all signatories 
· TRN & copy of 2 ID for each authorized signers (Drivers License, Passport or National ID)
· Reference Letter (from business partner/associate  or JMMB client /staff)
· Indication of source of  the funds - source of the funds being used to open the account as well as source of future investments 

INDEPENDENT SCHOOLS 

· Documents evidencing that the independent school is registered

· If the school is incorporated – Documents required for a company should be requested

· Resolution from the schools Board of Management - authorizing the establishment of the business relationship and relevant signing instructions on account
· Listing of authorized signatories and specimen signatures

· TRN & copy of 2 ID for each authorized signers (Drivers License, Passport or National ID)
· Verification of Address for each signatory
· If not incorporated – Find out the legal entity of the proprietor of the school.  (Proprietor of the school is listed in the application for the registration as an independent school.

· Reference Letter (from business partner/associate  or JMMB client /staff)
· Indication of source of  the funds – source of the funds being used to open the account as well as source of future investments 

INCORPORATED ASSOCIATIONS (CLUBS & SOCIETIES)
· Documents evidencing that the association is registered

· Mandate from the Association - authorizing the establishment of the business relationship and relevant signing instructions on account
· A copy of the Association’s rules

· Information regarding who runs the association and in whose names the assets are vested

· Listing of authorized signatories and specimen signatures

· TRN & copy of 2 ID for each authorized signers (Drivers License, Passport or National ID)
· Verification of address for each signatories
· Reference Letter (from business partner/associate  or JMMB client /staff)
· Indication of source of  the funds - source of the funds being used to open the account as well as source of future investments 

UNINCORPORATED ASSOCIATIONS (these are not legal entities) 

· A copy of the Association’s rules

· Mandate from the Association - authorizing the establishment of the business relationship and relevant signing instructions on account
· Listing of authorized signatories and specimen signatures

· TRN & copy of 2 ID for each authorized signers (Drivers License, Passport or National ID)
· Verification of address for each signatories
· Reference Letter (from business partner/associate  or JMMB client /staff)
· Indication of source of  the funds - source of the funds being used to open the account as well as source of future investments 

CHURCHES (Incorporated by Act of Parliament) 

· A resolution passed by the relevant body in which the statue vests such power

· List of names and specimen signatures of authorized signers

· TRN & copies of 2 identification  of the authorized signers on the account (Drivers License, Passport or National ID)
· Verification of address for each signatories
· TRN of  authorized signers

· Company TRN

· Reference Letter (from business partner/associate  or JMMB client /staff)
· Indication of source of  the funds - source of the funds being used to open the account as well as source of future investments 

UNINCORPORATED CHURCH (Account should be established as a Trust account) 
· A copy of the Association’s rules

· Trust Deed (need to verify the names of the Trustees)
· If there is no Trust Deed, a Mandate which is signed by the trustees when the account is opened should provide that liability incurred by them should be joint and several

· Copies of 2 Identification of the authorized signers on the account (Drivers License, Passport or National ID)
· TRN  of all signatories

· Verification of address for each signatories
TRUST ACCOUNTS 

· A copy of the instrument creating the trust (usually a Will or Settlement)
· All trustees must sign all documents/authorities. If we permit one trustee to operate the account we may assume personal liabilities of nay beneficiary who suffer as a result
· If the right to delegate is claimed, a copy of the documents must be seen. Jmmb must keep a copy of the document.  Delegation from one trustee to a co-trustee is not allowed.
· Copies of the 2 identification of the authorized signers on the account (Drivers License, Passport or National ID)
· TRN of authorized signatories

· Verification of address for each signatories
PENSION FUNDS 

· A copy of the Trust Deed and Rules

· TRN for the Pension Fund

· Tax exemption from TAAD (where applicable)
· All trustees must sign all documents/authorities, unless we have written instructions stating how many persons can execute transaction/instructions.

· Trustee ratification to open account with JMMB

· Copies of identification of the authorized signers on the account (Drivers License, Passport or National ID) and Trustees
· TRN of authorized signers and Trustees and verification of their address

Minors

The following must be provided for individuals under the age of 18 years:

· Birth Certificate or Passport

· TRN (where available)

Please note that when the minor turns 18 years of age the other account opening documentation would need to be presented before the individual can perform any transaction on the account.

Overseas Companies & Partnerships

· Articles of Incorporation
· By Laws 
· Letter of Authorization addressed to JMMB
· Company Seal
· List of authorized signatories and specimen signatures
· 2 picture identifications
· TRN/Social Security Number for each authorized signer and Director
· Verification of address for each signer and Director
· Indication of source of funds being used to open account and source of expected income

· Comparable documents from relevant sections above - Copies of documents must be signed and sealed by a Notary Public resident in the country of origin 

· For overseas company - a copy of the incorporation documents and constitution of the company or any other document constituting or defining the constitution and containing the name of the company and if the instrument is not in English Language a certified translation thereof must be submitted.
· Any other document that may be prescribed by the Compliance Officer or their designate

Non Face To Face Clients

For prospective overseas clients who wish to open accounts and execute transactions via email, website or post, higher standards of scrutiny and due care must be applied and the following should be noted:-

1. Identification and verification standards must be applied. This includes:
a) Picture identification (passport or drivers license)  duly notarized

b) Verification of residence using notarized copy of a utility bill or bank statement

c) All other document as required based on the type of account being opened

2. Investments to the account must be made by the account holder and not a third party

3. Encashments from the account must also be made to the account holder

* Copies of all documents must be signed and sealed by a Notary Public resident in the country of origin.  Please note that all information will be validated before the account is opened.   
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