	ALMO
	Customer Identification Guidelines



	Method 1: Face to face verification by reference to an original photographic identification document. This should be supported by either another primary photographic identification document or a secondary form of identification. All documentation held must include the individual’s full name, address and date of birth. 

THIS IS THE PREFERRED METHOD OF IDENTIFICATION.

Method 2: Face to face verification by reference to an original or certified copy of a primary non-photographic identification document PLUS one or more secondary identification documents. All documentation held must include the individual’s full name, address and date of birth.

THIS IS AN ACCEPTABLE METHOD OF VERIFICATION WHERE NO PHOTOGRAPHIC IDENTIFICATION DOCUMENTS ARE AVAILABLE.

In both methods, the verifying persons must state their full name and address on the identification form and must also affix their signature, record the date of interview and the state where it was held.

	Primary Photographic Identification

	Driver’s Licence

Passport (Not expired by more than 2 years)

Commonwealth, State or Territory Officially issued Identification Card

National Identity Card

	Primary Non-Photographic Identification

	Birth Certificate

Citizenship Certificate

Pension or Health care Card issued by Centrelink

	Secondary Identification

	Financial Benefits Statement issued by the Commonwealth, Sate or Territory within the last 12 months

Rates Notice issued by a local government body within the last 3 months

Utility Notice issued by a utilities provider within the last 3 months

Statement issued by a financial institution within the last 3 months

	Foreign Nationals

	a) Passport 

b) Driver’s Licence 

c) National Identity Card

	Individuals Under 18 Years of Age

	Acceptable identification documents for an individual under 18 years of age include:

d) Birth Certificate

e) Student Identification Card

f) Notice issued by a school within the last 3 months stating individual’s name, address and how long the individual has attended the school

	Additional Information For Other Customer Types

	SOLE TRADERS

g) Record Sole Trader’s A.B.N.

h) Record principal place of business

COMPANIES- (Pty Limited)

a) Collect the names of all directors (proprietary company only)

b) Collect and verify the identification information of all directors (1 above)

c) Collect the personal information of all shareholders owning more than 25% of the company.

d) Collect the following information on the company

I. Full name of company as registered by ASIC

II. ACN

III. Full address of registered office

IV. Full address of principal place of business

V. Location of asset being purchased/refinanced

VI. Address of security offered

VII. Source of funds for repayment of the loan
	IDENTIFICATION OF TRUSTEES

Trustees can be individuals or companies.

a) If the trustee(s) is an individual, collect and verify the information as per the requirement for individuals (1 above)

b) If the trustee(s) is a company, collect and verify the information as per the requirement for companies (3 above)

c) Collect the following information on the trust

I. Full name of the trust

II. Type of trust

III. Full name of each beneficiary

IV. Record Trust’s A.B.N. (if applicable)

IDENTIFICATION OF PARTNERSHIPS

Partnerships will comprise individuals, companies or trusts or a combination of these.

a) Collect the full name of the partnership

b) Full address of the principal place of business

c) Full name and address of each partner in the business

d) Record partnership’s A.B.N.

Information must be collected and verified as outlined above (1, 3 & 4) for each partner, whether an individual, corporate or trust.


	Personal Information

	Full Name
	

	Date of Birth
	

	Residential Address
	

	
	
	Postcode

	Any Other Names Known By
	

	Location of Asset being Purchased/Refinanced
	

	Address of (ALL) Securities
	

	Source of Funds for Purchase & Repayment
	


	primary photographic identification

	
	

	Document
	
	State/Country/ Issued By
	
	Number
	
	Expiry

	
	
	
	
	
	
	

	Driver’s Licence
	
	
	
	
	
	

	
	
	
	
	
	
	

	Passport (Not expired by more than 2 years)
	
	
	
	
	
	

	
	
	
	
	
	
	

	Commonwealth, State or Territory Officially issued Identification Card
	
	
	
	
	
	

	
	
	
	
	
	
	

	National Identity Card
	
	
	
	
	
	

	
	
	
	
	
	
	

	primary Non-photographic identification

	
	

	Document
	
	Attached

	
	
	

	Birth Certificate
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

	
	
	

	Citizenship Certificate
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

	
	
	

	Pension or Health Card issued by Centre link
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

	
	
	
	
	
	
	

	Secondary Identification

	
	

	Document
	
	Attached

	
	
	

	Financial Benefits Statement issued by the Commonwealth, Sate or Territory within the last 12 months
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

	
	
	

	Rates Notice issued by a local government body within the last 3 months
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

	
	
	

	Utility Notice issued by a utilities provider within the last 3 months
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

	
	
	

	Statement issued by a financial institution within the last 3 months
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

	
	
	
	
	
	
	

	Verification Checks Undertaken

	
	

	Documentation provided is current or within acceptable timeframes
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	
	
	

	Photographic documentation is a “reasonable likeness” of the individual
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	
	
	

	Face to Face verification was carried out by me
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	
	
	

	Option 2 used: Verification against primary photographic documentation was not possible because (state reason)
	
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


	Sole Trader

	ABN Number
	

	Principle Place of Business
	


	Companies (Pty Limited)

	Directors Names
	

	Full Name of Company as Registered by ASIC
	

	ACN Number
	

	Full Address of Registered Office
	

	
	
	Postcode

	Location of Asset being Purchased/Refinanced
	

	Address of Security Offered
	

	Source of Funds for Repayment of the Loan
	


	Trustees

	Full Name of the Trust
	

	Type of Trust
	

	Full Name of Each Beneficiary
	

	Record Trust’s ABN
	


	Partnerships

	Full Name of Partnership
	

	Full Address of Registered Office
	

	
	
	Postcode

	Full Name of Partners
	
	

	Full Address of Partners
	
	

	
	
	Postcode
	
	Postcode

	
	

	
	

	ABN Number
	

	Source of Funds for Repayment of the Loan
	


	Interviewer Verification

	
	
	

	Full Name of Interviewer
	
	

	
	
	

	Address of Interviewer
	
	

	
	
	

	Date of Interview
	
	

	
	
	

	State where Interview was held
	
	

	
	
	

	Signature
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