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CLIENT IDENTIFICATION AND VERIFICATION

ACTIVTY

REQUIREMENT

CLIENT IDENTIFICATION

“Shall obtain and record” the following information
about:

Client

Third party

Individuals authorized to give and providing
instructions on behalf of an organization

INDIVIDUALS

=  FullName

=  Business address and telephone
=  Home address and telephone

= QOccupation(s)

ORGANIZATIONS
Full name
Business address and telephone
Incorporation or business ID number and place
of incorporation/issue (except financial
institutions, public bodies and reporting
issuers)
General nature of business (except financial
institutions, public bodies and reporting
issuers)
Name, position, and contact information for
individual(s) authorized to give, and providing
instructions

ACTIVITY

REQUIREMENT

VERIFICATION

A lawyer must verify the identity of:

Client

Third party

Individuals authorized to and providing
instructions on behalf of an organization

Methods to verify individual and Methods to verify
an organizational client

USE OF AGENTS

=  Anagent may be used at any time by a legal
professional who is required to verify the
identity of a client, provided that the agent
agrees through a written agreement with the
lawyer to verify client identification in
accordance with the Rules

SOURCE OF FUNDS

Obtain from the individual or organizational
client and record, with the applicable date,
information about the source of funds. This
refers to the origin of the funds or any other
monetary instrument that is the subject of
the transaction



METHODS TO VERIFY IDENTITY OF AN INDIVIDUAL

1. GOVERNMENT-ISSUED PHOTO IDENTIFICATION METHOD
(IN- PERSON WHEN THE INDIVIDUAL IS PHYSICALLY PRESENT)

Review photo identification issued by government

. Name and photograph must match the features of the individual before you and that the document security features are
present.

. Record and keep client identification information, type of document, document number, issuing jurisdiction and country,
expiry date and date

2. GOVERNMENT-ISSUED PHOTO IDENTIFICATION METHOD
(VIRTUAL VIATECHNOLOGY PLATFORM)

Set up a virtual meeting using secure and private videoconferencing technology and ask your client to have their ID with them when you meet

. Use verification technology to confirm that the client’s government-issued photo ID is genuine. Technology can compare the ID to known characteristics, security features or markers to determine if it is an authentic
document

. During the video meeting, ask the client to hold their ID up to their camera and compare it to the ID that was authenticated. Check that the name and photo match and the expiry date is current.

. Record and keep client identification information, type of document, document number, issuing jurisdiction and country,
expiry date and date

3. CREDIT FILE METHOD
(THE INDIVIDUAL DOES NOT NEED TO BE PHYSICALLY PRESENT)

. Review Canadian credit file in existence for at least three years
= Name, address and date of birth must match
= Record and keep client identification information, source of credit file, reference number and date of verification

4. DUAL PROCESS METHOD
(THE INDIVIDUAL DOES NOT NEED TO BE PHYSICALLY PRESENT)

. Review two original, valid and current documents or information from independent and reliable sources
= Name, address and date of birth must match
. Record and keep client identification information, the name of the two different sources used to identify your client, the type of information, account or reference number and date of verification

TIMING FOR VERIFICATION: IMMEDIATELY



METHODS TO VERIFY IDENTITY OF AN ORGANIZATIONAL CLIENT

1. CONFIRMING THE EXISTENCE OF AN ENTITY THAT IS A CORPORATION
* Review certificate of corporate status, annual filings, annual reports, notice of assessment
e The name and address of the corporation and names of the directors must match
¢ If you referred to an electronic document you must record:
= the corporation’s registration number;
= the type of document referred to; and
= the source of the electronic version of the document.
¢ If you referred to a paper copy of a document you must keep the paper document, or a copy of it

2. CONFIRMING THE EXISTENCE OF AN ENTITY OTHER THAN A CORPORATION
¢ Review the partnership agreement, articles of association, or any similar record that confirms the entity’s existence
* Name and address of the entity must match
e If you referred to an electronic record you must record:
= the entity’s registration number
= the type of record referred to, and
= the source of the electronic version of the record
¢ If you referred to a paper document, you must keep the paper document, or a copy of it

3. SOURCE OF FUNDS

The source of funds means the origin of the funds used to carry out a specific transaction, and includes:
= information about the economic activity generating the funds (e.g., client savings from salary, a bank loan, the sale of assets, a settlement, or inheritance)
= information that identifies the person or entity providing the funds, if the payor is a third party, and
= the relationship of the client to the person or entity providing the funds, if applicable

REQUIREMENT:

¢ Obtain from the client and record information about the source of funds and keep dated records

e Lawyers are not required to obtain supporting documentation; however, this may be prudent in some situations

4. BENEFICIAL OWNERSHIP
Beneficial owners are the actual individuals who are the trustees, and known beneficiaries and settlors of a trust, or who directly or indirectly own or control 25% or more of a corporation or an entity other than a corporation or
trust, such as a partnership.
Various means can be used to obtain beneficial ownership information e.g. the entity can provide, tell or fill out a document, and various reasonable measures can be used to confirm the accuracy of beneficial ownership
information e.g. referring to official documentation or having the client sign a document to confirm the veracity of the information.
REQUIREMENT:
e Obtain information that describes the ownership, control and structure of the entity, including corporations and trusts:
= if the entity is a corporation, obtaining the names of all the directors, as well as the names and addresses of the beneficial owners
= if the entity is a trust, obtaining the names and addresses of all trustees and known beneficiaries and settlors of the trust, and
= if the entity is other than a corporation or trust, obtaining the names and addresses of the beneficial owners
e Take reasonable measures to confirm the accuracy of the information obtained and keep records of the information obtained and the measures taken to confirm its accuracy

TIMING FOR VERIFICATION: WITHIN 30 DAYS



