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POLICY ON KNOW YOUR CUSTOMER NORMS & ANTI-MONEY LAUNDERING MEASURES 
 

1. INTRODUCTION 
 

I. Credifin Limited (“Company”) is a non-banking finance company (“NBFC”) registered with 

the Reserve Bank of India (“RBI”) as a NBFC-ICC, primarily engaged in providing financing 

solutions to borrowers across categories.  

II. The RBI has vide Reserve Bank of India (Non-Banking Financial Companies – Know Your 

Customer) Directions, 2025, dated November 28, 2025, as amended from time to time 

(“Directions”), issued comprehensive guidelines with regard to Know Your Customer 

(“KYC”) norms to be followed by NBFCs and measures to be taken in regard to Anti Money 

Laundering (“AML”) and Countering Financing of Terrorism (“CFT”). Accordingly, NBFCs are 

required to put in place a comprehensive policy framework on ‘KYC norms and AML 

measures’, duly approved by their board of directors.  

III. In light of the aforesaid, this policy on KYC and AML (“Policy”), duly approved by the board 

of directors of the Company (“Board”), has been prepared in line with the Directions, the 

applicable provisions of the Prevention of Money-Laundering Act, 2002 (“PML Act”), PML 

(Maintenance of Records) Rules 2005 (“Rules”), the Aadhaar (Targeted Delivery of Financial 

and Other Subsidies, Benefits and Services) Act, 2016 (“Aadhaar Act”), and rules/ 

regulations made thereunder, as amended from time to time , and incorporates the 

Company’s approach towards matters related to KYC, AML and CFT issues.  

IV. The programs/ process on AML and CFT, as set out under this Policy, and processes/ policies 

for sharing information required for the purposes of client due diligence and money 

laundering and terror finance risk management as set out in this Policy, will be 

implemented by company. 

2. OBJECTIVES OF POLICY 
 
I. To comply with applicable laws and regulatory guidelines.  
II. To develop measures for conducting due diligence in respect of customers and reporting of 

such transactions. To establish procedures to identifying the individuals/non-individuals for 

opening of account. To lay down criteria for acceptance of customers 

 

3. APPLICABILITY, SCOPE AND RESPONSIBILITY 

I. This Policy applies to all new and existing Customer relationships and to all products and 
services offered by Company. 

II. The Board Management Committee of the Company (“Management Committee”), along 
with the Designated Director of the Company and the Principal Officer of the Company will 
ensure compliance with this Policy, the Directions, PML Act and Rules made thereunder, 
and other applicable laws and regulations. 

III. The Management Committee will submit quarterly notes and compliance with respect to 
this Policy, to the Audit Committee of the Company (“Audit Committee”). 



IV. The Company’s Internal Audit Team will conduct audits to specifically check and verify the 
application, procedures and compliance of the Policy, the Directions, PML Act and Rules 
made thereunder, including at the branch level and any lapse or short coming observed 
will be brought to the notice of the Management Committee / Audit Committee. The 
Company’s Internal Audit Team will also provide an independent evaluation of the 
compliance with the Policy, including compliance with legal and regulatory requirements 
and report to the Audit Committee/ Board. 

 
4. DEFINITION 
 

Capitalised terms used but not defined in this Policy shall, unless contrary to the meaning 
thereof, have the meaning as assigned to them in the Directions, PML Act and Rules made 
thereunder, the Aadhaar Act and rules/ regulations made thereunder, as the case may be. 
 
Customer: Customer means a person who is engaged in a financial transaction or activity 
with the Company and includes a person on whose behalf the person who is engaged in the 
transaction or activity, is acting. 
 
Customer Due Diligence (CDD)  

Identifying and verifying the customer and the beneficial owner using ‘Officially Valid 

Documents (OVD)’ as a ‘proof of identity’ and a ‘proof of address. 

 

Customer identification - means undertaking the process of CDD 

 
Deemed Officially Valid Document (“Deemed OVD”): In case an OVD furnished by the 
Customer does not have updated address, the following documents or the equivalent e-
documents thereof will be deemed to be OVDs for the limited purpose of proof of address: 
1) Utility Bills like (electricity, telephone, post-paid mobile bill, piped gas, water bill) not 
more than 2 months old;  
2) Property or municipal tax receipt;  
3) Pension or family pension payment orders issued to retired employees by Government 
Departments or Public Sector Undertakings, if they contain the address;  
4) Letter of allotment of accommodation from employer issued by State Government or 
Central Government Departments, statutory or regulatory bodies, public sector 
undertakings, scheduled commercial banks, financial institutions and listed companies and 
leave and licence agreements with such employers allotting official accommodation;  
 
Provided that in case the Customer furnishes any 1 (one) of the above Deemed OVDs as 
address proof, the Customer will need to submit OVD with current address within a period 
of 3 months from submitting the Deemed OVDs.  
 
If a Customer/borrower temporarily shifts or relocates to any other location or city, the 
Customer will provide a valid ‘Rent Agreement’ as correspondence/communication address 
and the declared address will be verified by positive confirmation, i.e., by means such as 
field verification, address verification letter, contact point verification, deliverables, etc. The 
same has to be supported with the OVD of permanent address proof. 



 
  Person” - means and includes: 

a) an Individual 
b) A Hindu Undivided Family, 
c) A Company 
d) A Firm 
e) an association of persons or a body of individuals, whether incorporated or not, 
f) every artificial juridical person, not falling within any one of the above persons (a to e), 
and 
G) any agency, office or branch owned or controlled by any of the above persons (a to f) 
 
“Politically Exposed Persons” are individuals who are or have been entrusted with 
prominent public functions by a foreign country, including the Heads of 
States/Governments, senior politicians, senior government or judicial or military officers, 
senior executives of state-owned corporations and important political party officials 
 
Internal Audit Team: means the audit team of the Company, headed by Head – Internal 
Audit and the other employees of the Company reporting to Head – Internal Audit. 
 
Senior Management: means members of the management of the Company 1 (one) level 
below the managing director and executive vice chairman of the Company. 
 
“Certified Copy” obtaining the certified copy shall mean comparing the copy of the proof of 
possession of Aadhaar number (where offline verification cannot be carried out) or the 
officially valid document produced by the customer with the original, and an authorised 
officer of the NBFC shall record the comparison on the copy as per the provisions contained 
in the Act. Provided that in case of Non-Resident Indians (NRIs) and Persons of Indian Origin 
(PIOs), as defined in Foreign Exchange Management (Deposit) Regulations, 2016 [FEMA 
5(R)], alternatively, the original certified copy, certified by any one of the following, may be 
obtained: 
a) Authorized officials of overseas branches of Scheduled Commercial Banks registered in 
India, 
b) branches of overseas banks with whom Indian banks have relationships, 
c) Notary Public abroad 
d)Court Magistrate 
e)Judge, 
f)Indian Embassy/Consulate General in the country where the non-resident customer 
resides 
 
5. CUSTOMER DUE DILIGENCE (CDD) 
The Company will conduct CDD at the time of onboarding a Customer and at the time of 
periodic KYC review, in accordance with the prescribed time periods, as set out in the 
Directions, by obtaining the below mentioned documents and performing below mentioned 
checks:  
1) The documents required for identification and verification of the Customers, an indicative 
list of which is set out in Annexure I below;  



2) Obtaining the KYC Identifier (with explicit consent to download records from CKYCR), if 
available;  
3) Obtaining the CIBIL verification;  
4) Conducting internal de-dupe;  
5) Understanding and verifying the profile of the Customer/business activity of the 
Customer;  
6) Obtaining Customer’s beneficial ownership structure in all non-individual cases and 
identifying the ultimate beneficial owner (UBO), wherever applicable;  
7) Any other document/ check as may be deemed necessary by the Company, while 
undertaking the CDD process in respect of the Customers. 
 
6. ENHANCED DUE DILIGENCE (EDD) 
 

I. The Company will conduct EDD on all its high-risk Customers, as identified basis the details 

set out in Annexure II below or when the Customer is considered to present a higher risk 

than the original categorization or when a Customer is onboarded in non-face-to-face 

mode (e.g. V-CIP or through use of digital channels such as CKYCR, DigiLocker, equivalent 

e-document, etc) or if the Company deems it necessary to conduct EDD.  

II. For conducting EDD, the Company will collect additional information, as may be deemed 

necessary (including information to be collected from public domain or from regulatory 

filings, media reports, government databases, and specialized risk intelligence platforms, 

etc.). Further, the Company will collect additional documents from Customers, as may be 

deemed necessary, and conduct diligent screening of Customers who qualify as per any 

one or more of the aforesaid criteria.  

III. The EDD process will be continued till such time that the Company is satisfied with the 

outcome of the diligence. 

 

7. BENEFICIAL OWNER (BO) 

a. Where the customer is a company, the beneficial owner is the natural person(s), who, 

whether acting alone or together, or through one or more juridical persons, has/have a 

controlling ownership interest or who exercise control through other means. 

Explanation- For the purpose of this sub-clause- 

1. “Controlling ownership interest” means ownership of/entitlement to more than 10 

per cent of the shares or capital or profits of the company. 

2. “Control” shall include the right to appoint majority of the directors or to control 

the management or policy decisions including by virtue of their shareholding or 

management rights or shareholders agreements or voting agreements.  

 

b. Where the customer is a partnership firm, the beneficial owner is the natural person(s), 

who, whether acting alone or together, or through one or more juridical person, has/have 

ownership of/entitlement to more than 15 per cent of capital or profits of the partnership.

  



c.  Where the customer is an unincorporated association or body of individuals, the beneficial 

owner is the natural person(s), who, whether acting alone or together,  or  through one or 

more juridical person, has/have ownership of/entitlement to more than 15 per cent of the 

property or capital or profits of the unincorporated association or body of individuals.  

 

Explanation: Term ‘body of individuals’ includes societies. Where no natural person is 

identified under (a), (b) or (c) above, the beneficial owner is the relevant natural person 

who holds the position of senior managing official. 

 

d. Where the customer is a trust, the identification of beneficial owner(s) shall include 

identification of the author of the trust, the trustee, the beneficiaries with 10% or more 

interest in the trust and any other natural person exercising ultimate effective control over 

the trust through a chain of control or ownership. 

 
KEY ELEMENTS: 
 
KYC procedures also enable us to know/understand our customers and their financial dealings 
better which in turn help them manage their risks prudently. We have framed our KYC policy 
incorporating the following four key elements: 
 
• Customer Acceptance Policy 
 
• Customer Identification Procedures 

 
• Monitoring of Transactions 

 
• Risk Management 

 

For the purpose of KYC policy, a “customer” will be defined as: - 

I. Any person or entity connected with a financial transaction or activity with a reporting 

entity and includes a person on whose behalf the person who is engaged in the 

transaction or activity is acting. 

II. A person or entity that maintains an account and/or has a business relationship with 

Company. 

III. The one on whose behalf the account is maintained (i.e. the beneficial owner). 

IV. Beneficiaries of transactions conducted by professional intermediaries such as Stock 

Brokers, Company Secretaries, Chartered Accountants, Solicitors etc. as permitted under 

the law. 

 
STRUCTURING OF TRANSACTIONS 

The Company shall undertake customer identification measures whenever there is a reason 

to believe that an individual—whether account-based or walk-in—is intentionally 

structuring transactions into multiple installments below ₹50,000 to circumvent prescribed 



thresholds. Such instances shall be treated as potentially suspicious and addressed in 

accordance with applicable regulatory guidelines. 

 

CUSTOMER ACCEPTANCE POLICY 

 

The Company shall follow the following norms while accepting and dealing with its 

customers: 

i. No account is opened in anonymous or fictitious/benami name. 

ii. No account is opened where the Company is unable to apply appropriate CDD 

(Customer Due Diligence) measures, either due to non-cooperation of the customer or 

non-reliability of the documents/information furnished by the customer. 

iii. No transaction or account based relationship is undertaken without following the CDD 

procedure.  

iv. The mandatory information to be sought for KYC purpose while opening an account and 

during the periodic updation, is specified. 

v. ‘Optional’/additional information is obtained with the explicit consent of the customer 

after the account is opened. 

The company shall apply the CDD procedure at the UCIC level. Thus, if an existing 

KYC compliant customer of a Company desires to open another account with the same 

Company, there shall be no need for a fresh CDD exercise. 

vi.  CDD Procedure is followed for all the joint account holders, while opening a joint 

account. 

vii. Circumstances in which, a customer is permitted to act on behalf of another 

person/entity, is clearly spelt out. 

vii. Suitable system is put in place to ensure that the identity of the customer does not match 

with any person or entity, whose name appears in the sanctions lists circulated by 

Reserve Bank of India. 

ix. Where Permanent Account Number (PAN) is obtained, the same shall be verified from 

the verification facility of the issuing authority. 

x. Where an equivalent e-document is obtained from the customer, RE shall verify the 

digital signature as per the provisions of the Information Technology Act, 2000 (21 of 

2000). 

xii. The customer profile contains information relating to customer’s identity, social/financial 

status, nature of business activity, information about his clients’ business and their location 

etc. The nature and extent of due diligence will depend on the risk perceived by the 

Company. However, while preparing customer profile the Company will seek only such 

information from the customer which is relevant to the risk category and is not intrusive. 

The customer profile will be a confidential document and details contained therein will not 

be divulged for cross selling or any other purpose. 

xiii. The intent of the Policy is not to result in denial of financial services to general public, 

especially to those, who are financially or socially disadvantaged. While carrying out due 



diligence, the Company will ensure that the procedure adopted does not result in denial 

of services to any genuine customers. 

 

RESPONSIBILITY ALLOCATION 

Senior management shall be explicitly responsible for the allocation of these KYC 

responsibilities, ensuring that the front-line staff are equipped for initial customer 

identification and verification, the compliance department is empowered for policy 

oversight, risk assessment, and reporting, and that overall strategic direction is maintained. 

Specific roles and their corresponding duties in customer due diligence, ongoing 

monitoring, recordkeeping, and reporting of suspicious transactions must be explicitly 

defined. Regular training programs are essential to ensure all employees understand their 

KYC obligations and are equipped to identify and report potential risks effectively, thereby 

fostering a robust antimony laundering (AML) framework within the Company. 

 

CUSTOMER IDENTIFICATION PROCEDURE 

 

Customer identification means identifying the customer and verifying his / her identity by 

using reliable and independent source of documents, data or information to ensure that 

the customer is not a fictitious person. The Company shall obtain sufficient information 

necessary to establish, to its satisfaction, the identity of each customer and the purpose of 

the intended nature of business relationship. 

 

The Company shall undertake identification of customers in the following cases: 

(a) Commencement of an account-based relationship with the customer. 

(b) When there is a doubt about the authenticity or adequacy of the customer identification 

data it has obtained. 

The customer identification will be through an introductory reference from an existing 

customer with a satisfactorily conducted loan account or a person known to us and on the 

basis of documents provided by the customer or through staff members knowing the potential 

customer or any other document for identification and proof of residence.  

 

The Company will perform appropriate, specific and where necessary, Enhanced Due Diligence 

on its customers that is reasonably designed to know and verify the true identity of its 

customers and to detect and report instances of criminal activity, including money laundering 

or terrorist financing. The procedures, documentation, types of information obtained and 

levels of KYC due diligence to be performed will be based on the level of risk associated with 

the relationship (products, services, business processes, geographic locations) between the 

Company and the customer and the risk profile of the customer.  

 

The Company shall take reasonable measures to ascertain and verify the true identity of all 

customers who transact with the Company. Each business process shall design and implement 



specific due diligence standards and procedures that are appropriate given the nature of the 

respective businesses, customers and the associated risks.  

 

CUSTOMER EDUCATION: 

The Company takes adequate measures to educate the customer on the objectives of the KYC 

programme, especially at the time of obtaining sensitive or personal information from the 

customers. Wherever we desire to collect any information about the customer for the purpose 

other than KYC requirement, it will not form part of the loan application. Such information is 

being collected separately, purely on a voluntary basis in a form prescribed by Company after 

explaining the objective to the customer and taking the customer’s express approval for the 

specific uses to which such information could be put. 

 

The front desk staffs are specially trained to handle such situations while dealing with customers. 

The Company takes care to see that implementation of the KYC guidelines in respect of customer 

acceptance, identification etc. do not result in denial of opening of new loan accounts to general 

public. 

 

MONITORING OF TRANSACTIONS 
 
Ongoing monitoring 
 
Ongoing monitoring is an essential element of effective KYC/AML procedures. NBFCs should 

exercise ongoing due diligence with respect to every customer and closely examine the 

transactions to ensure that they are consistent with the customer’s profile and source of funds 

as per extant instructions. The ongoing due diligence may be based on the following 

principles: 
 
(a) The extent of monitoring will depend on the risk category of the account. High risk 

accounts have to be subjected to more intensified monitoring. 
 
(b) NBFCs should pay particular attention to the following types of transactions: 
 
(i) large and complex transactions, and those with unusual patterns, which have no apparent 

economic rationale or legitimate purpose. 
 
(ii) transactions which exceed the thresholds prescribed for specific categories of accounts. 

 

(iii) transactions involving large amounts of cash inconsistent with the normal and expected 

activity of the customer 
 
(iv) high account turnover inconsistent with the size of the balance maintained. 
 
(c) NBFCs should put in place a system of periodical review of risk categorization of accounts 

and the need for applying enhanced due diligence measures. Such review of risk 



categorisation of customers should be carried out at a periodicity of not less than once in six 

months. 
 
(d) NBFCs should closely monitor the transactions in accounts of marketing firms, especially 

accounts of Multi-level Marketing (MLM) Companies. NBFCs should analyse data in cases 

where a large number of cheque books are sought by the company, there are multiple small 

deposits (generally in cash) across the country in one bank account and where a large number 

of cheques are issued bearing similar amounts/dates. Where such features are noticed by the 

bank and in case they find such unusual operations in their accounts, the matter should be 

immediately reported to Reserve Bank. 

Illustrative list of activities which is construed as suspicious transactions 
• Activities not consistent with the customer's business, i.e. accounts with large volume of 
credits whereas the nature of business does not justify such credits. 
• Any attempt to avoid Reporting/Record-keeping Requirements/provides insufficient / 
suspicious information: 
a. A customer who is reluctant to provide information needed for a mandatory report, to 
have the report filed or to proceed with a transaction after being informed that the report  
must be filed. 
b. Any individual or group that coerces/induces or attempts to coerce/induce the Company 

employee from not filing any report or any other forms. 

c. An account where there are several cash transactions below a specified threshold level to 

avoid filing of reports that may be necessary in case of transactions above the threshold level, 

as the customer intentionally splits the transaction into smaller amounts for the purpose of 

avoiding the threshold limit. 

Some examples of suspicious activities/transactions to be monitored by the operating staff: 
a. Multiple accounts under the same name 
b. Refuses to furnish details of source of funds by which initial contribution is made, sources 
of funds is doubtful etc; 
c. There are reasonable doubts over the real beneficiary of the loan 
d. Frequent requests for change of address 
 
MONEY LAUNDERING AND TERRORIST FINANCING RISK ASSESSMENT: 

i. To ensure effective implementation of the Directions, the Company will carry out money 

laundering and terrorist financing risk assessment exercise periodically (at least once in a year) to 

identify, assess and take effective measures to mitigate its money laundering (“ML”) and terrorist 

financing (“TF”) risk for Customers, countries or geographic areas, products, services, transactions 

or delivery channels, etc. 

ii. The assessment process should consider all the relevant risk factors before determining the level 

of overall risk and the appropriate level and type of mitigation to be applied. While assessing the 

ML/TF risk, the Company will take cognizance of the overall sector-specific vulnerabilities, if any, 

that the regulator/supervisor may share from time to time.  

iii. The Company will properly document its risk assessment and it will be proportionate to the 

nature, size, geographical presence, complexity of activities / structure, etc. of the Company.  



iv. The outcome of the ML and TF risk assessment will be placed before Board or Audit Committee 

and will be reviewed at least ‘once in a year’. The outcome will also be made available to 

competent authorities and self-regulating bodies.  

v. The Company will apply a risk based approach for mitigation and management of the identified 

risks, in line with policies, controls and procedures of the Company, in this regard. The Company 

will implement the CDD, having regard to the ML/TF risks identified and the size of business. 

Further, the Company will monitor the implementation of the controls and enhance them if 

necessary. 

 
RISK MANAGEMENT 

i. The Company has put in place appropriate procedures to ensure effective implementation of KYC 

guidelines. The implementation procedure covers proper management oversight, systems and 

controls, segregation of duties, training and other related matters. 

ii. Company’s internal audit and compliance functions play a role in evaluating and ensuring 

adherence to the KYC policies and procedures. 

iii. As a general rule, the compliance function also provides an independent evaluation of the 

company’s own policies and procedures, including legal and regulatory requirements 

iv. Internal Auditors specifically check and verify the application of KYC procedures at the branches 

and comment on the lapses observed in this regard. 

v. The compliance in this regard is put up before the Committee, if any, of the Board on quarterly 

intervals. 

RISK CATEGORIZATION: 
The Company will conduct CDD periodically, in order to ensure that the information or data 
collected under CDD is kept up to date and relevant by undertaking reviews of existing 
records, particularly where there is high risk. Such periodic updation will be carried out at 
least once at following time intervals and manner:  
1) Low Risk Customers: 10 years  
2) Medium Risk Customers: 8 years  
3) High Risk Customers: 2 years 
 
All the customers under different product categories are categorized into low, medium and 
high risk based on their profile. The Credit manager while appraising the transaction and 
rendering his/her approval prepares the profile of the customer based on risk categorization. 
Based on the credit appraisal, customer’s background, nature and location of activity, country 
of origin, sources of funds, client profile, etc. Where the credit head believes that a particular 
customer falling under a category mentioned below is in his judgment falling in a different 
category, he may categorize the customer, so long as appropriate justification is provided in 
the customer file. 
 
INDICATIVE LIST OF RISK CATEGORIZATION: 
 
Low Risk Category 
 



Individuals (other than High Net Worth) and entities whose identities and sources of wealth 
can be easily identified and transactions in whose accounts by and large conform to the 
known profile is categorized as low risk. (In all probabilities the Company is doing and will 
continue to do their business with such category of customers) 
 
For example: People belonging to lower economic strata of the society whose accounts 
show 
small balances and low turnover 
 
i. Government Employee. 
ii.Salaried Employees having salary in bank accounts. 
 
Medium Risk Category 
a. Salaried employees receiving in salary in cash. 
b. Persons in business/industry or trading activity where the area of his residence or place, 
of business has a scope or history of unlawful trading/business activity. 
c. Trusts, charities, etc. 
d. Private Ltd companies. 
 
High Risk Category 
Customers who are likely to pose a higher than average risk may be categorized as medium 
or high risk depending on customer's background, nature and location of activity, country of 
origin, sources of funds and his client profile etc. 
 
PERIODIC REVIEW OF RISK CATEGORISATION OF ACCOUNTS 
Periodic review of risk categorisation of accounts, with such periodicity being at least once in 
six months will be there. 
 
AADHAR MASKING 
In accordance with applicable regulations and to safeguard the privacy of individuals, the 
Company shall ensure that Aadhaar numbers collected as part of the Know Your Customer 
(KYC) process are appropriately masked or redacted in all physical and digital records, 
wherever such data is stored, processed, or shared. Only the last four digits of the Aadhaar 
number shall be visible, and all other digits shall be blacked out or otherwise rendered 
unreadable. 
 
ON-GOING DUE DILIGENCE 
I. REs shall undertake on-going due diligence of customers to ensure that their transactions 
are consistent with their knowledge about the customers, customers’ business and risk 
profile; and the source of funds. 
 
II.REs shall undertake on-going due diligence of customers to ensure that their transactions 
are consistent with their knowledge about the customers, customers’ business and risk 
profile; and the source of funds.  
a. Large and complex transactions including RTGS transactions, and those with unusual 
patterns, inconsistent with the normal and expected activity of the customer, which have 
no apparent economic rationale or legitimate purpose. 



b.Transactions which exceed the thresholds prescribed for specific categories of accounts. 
c. High account turnover inconsistent with the size of the balance maintained. 
d.Deposit of third party cheques, drafts, etc. in the existing and newly opened accounts 
followed by cash withdrawals for large amounts. 
 
iii. The extent of monitoring shall be aligned with the risk category of the customer. 
 
UPDATION/ PERIODIC UPDATION OF KYC 
 
The Company has adopted a risk-based approach for periodic updation of KYC. However, 
periodic updation shall be carried out by the operations team of the Company at least once in 
every two years for high-risk customers, once in every eight years for medium risk customers 
and once in every ten years for low-risk customers from the date of opening of the account / 
last KYC updation. 
 
a) Individuals: (i.) No change in KYC information: In case of no change in the KYC information, 
a self-declaration from the customer in this regard shall be obtained through customer’s 
email-id registered with the Company, customer’s mobile number registered with the RE, 
ATMs, digital channels (such as online banking / internet banking, mobile application of RE), 
letter, etc. 
 
(ii.) Change in address: In case of a change only in the address details of the customer, a self-
declaration of the new address shall be obtained from the customer through customer’s 
email-id registered with the Company, customer’s mobile number registered with the 
Company, ATMs, digital channels (if any) (such as online banking / internet banking, mobile 
application of RE), letter, etc., and the declared address shall be verified through positive 
confirmation within two months, by means such as address verification letter, contact point 
verification, deliverables, etc. 
 
Further, the Company, at its option, may obtain a copy of OVD or deemed OVD or the 
equivalent e-documents thereof, as defined in Section 3(a)(xiii), for the purpose of proof of 
address, declared by the customer at the time of periodic updation. 
 
iii. Accounts of customers, who were minor at the time of opening account, on their becoming 
major: In case of customers for whom account was opened when they were minor, fresh 
photographs shall be obtained on their becoming a major and at that time it shall be ensured 
that CDD documents as per the current CDD standards are available with the REs. Wherever 
required, REs may carry out fresh KYC of such customers i.e., customers for whom account 
was opened when they were minor, on their becoming a major. 
 
iv. Aadhaar OTP based e-KYC in non-face to face mode may be used for periodic updation. 
To clarify, conditions stipulated in Section 17 are not applicable in case of updation /periodic 
updation of KYC through Aadhaar OTP based e-KYC in non-face to face mode. Declaration of 
current address, if the current address is different from the address in Aadhaar, shall not 
require positive confirmation in this case. REs shall ensure that the mobile number for 
Aadhaar authentication is same as the one available with them in the customer’s profile, 
in order to prevent any fraud. 



 
b) Customers other than individuals: i. No change in KYC information: In case of no change in 
the KYC information of the LE customer, a self-declaration in this regard shall be obtained from 
the LE customer through its email id registered with the RE, ATMs, digital (such as online 
banking / internet banking, mobile application of RE), letter from an official authorized by the 
LE in this regard, board resolution, etc. Further, REs shall ensure during this process that 
Beneficial Ownership (BO) information available with them is accurate and shall update the 
same, if required, to keep it as up-to-date as possible. 
 
ii. Change in KYC information: In case of change in KYC information, RE shall undertake the KYC 
process equivalent to that applicable for on-boarding a new LE customer. 
 
c) Additional measures: In addition to the above, REs shall ensure that, 
i. The KYC documents of the customer as per the current CDD standards are available with them. 
This is applicable even if there is no change in customer information but the documents available 
with the RE are not as per the current CDD standards. Further, in case the validity of the CDD 
documents available with the RE has expired at the time of periodic updation of KYC, RE shall  
undertake the KYC process equivalent to that applicable for on-boarding a new customer. 
ii. Customer’s PAN details, if available with the RE, is verified from the database of the issuing 
authority at the time of periodic updation of KYC. 
iii. Acknowledgment is provided to the customer mentioning the date of receipt of the relevant 
document(s), including self-declaration from the customer, for carrying out periodic updation.  
Further, it shall be ensured that the information / documents obtained from the customers at the 
time of periodic updation of KYC are promptly updated in the records / database of the REs and 
an intimation, mentioning the date of updation of KYC details, is provided to the customer. 
iv. In order to ensure customer convenience, REs may consider making available the facility of 
periodic updation of KYC at any branch, in terms of their internal KYC policy duly approved by the 
Board of Directors of REs or any committee of the Board to which power has been delegated. 
v. REs shall adopt a risk-based approach with respect to periodic updation of KYC. Any additional 
and exceptional measures, which otherwise are not mandated under the above instructions, 
adopted by the REs such as requirement of obtaining recent photograph, requirement of physical 
presence of the customer, requirement of periodic updation of KYC only in the branch of the RE 
where account is maintained, a more frequent periodicity of KYC updation than the minimum 
specified periodicity etc., shall be clearly specified in the internal KYC policy duly approved by the 
Board of Directors of REs or any committee of the Board to which power has been delegated. 
 
d) The Company shall advise the customers that in order to comply with the PML Rules, in case 
of any update in the documents submitted by the customer at the time of establishment of 
business relationship / account-based relationship and thereafter, as necessary; customers shall 
submit to the REs the update of such documents. This shall be done within 30 days of the update 
to the documents for the purpose of updating the records at REs’ end. 
 
C-KYC AND SHARING KYC INFORMATION WITH CENTRAL KYC RECORDS REGISTRY (CKYCR)  
I. In the process of opening an account, once the Customer’s KYC Identifier is generated by 

CKYCR and provided to the Company, the Company will share the same with the concerned 

Customer. Alternatively, the Company may seek the KYC Identifier, if available with the 

Customer, with its explicit consent.  



II. The Company will comply with the operational guidelines for uploading the KYC data, as 

released by CERSAI, from time to time.  

III. The Company will capture Customer’s KYC records and upload onto CKYCR within 10 (ten) 

days of commencement of an account-based relationship with the Customer, as per the 

prescribed template. Further, the Company will upload the Customer’s KYC records at the 

time of periodic updation, or earlier, when the updated KYC information is obtained / 

received from the Customer. If the Company obtains additional or updated information from 

any Customer it will, within 7 (seven) days, furnish the updated information to CKYCR.  

IV. Once CKYCR informs the Company regarding an update in the KYC record of an existing 

Customer, the Company will retrieve the updated KYC records from CKYCR and update the 

KYC record maintained by it.  

V. For the purpose of establishing an account-based relationship, updation / periodic 

updation or for verification of identity of a Customer, the Company will seek the KYC 

Identifier from the Customer or retrieve the KYC Identifier, if available, from the CKYCR and 

proceed to obtain KYC records online by using such KYC Identifier and will not require a 

customer to submit the same KYC records or information or any other additional 

identification documents or details, unless 

– 1) there is a change in the information of the customer as existing in the records of CKYCR; 

or  

2) the KYC record or information retrieved is incomplete or is not as per the current 

applicable KYC norms; or  

3) the validity period of downloaded documents has lapsed; or  

4) the Company considers it necessary in order to verify the identity or address (including 

current address) of the Customer; or  

5) to perform enhanced due diligence or to build an appropriate risk profile of the Customer.  

 

VI. If the Company downloads and relies on records from the CKYCR, it will not be required 

to re-verify the authenticity of the Customer’s identity and / or address, provided the KYC 

records downloaded from CKYCR are current and compliant with the PML Act and Rules. 

Nonetheless, the Company remain responsible for all aspects of CDD procedure, except 

verification of identity and / or address of the Customer. 

RECORD KEEPING 
 
a. Maintenance of records of transactions: 
 
The Company shall maintain proper record of the transactions as required under Section 12 of 
the Prevention of Money Laundering Act, 2002 (PMLA) read with Rules 3 of the PML Rules as 
mentioned below: 
i. All cash transactions of the value of more than Rs. 2 lacs, though by policy the Company 
does not accept cash deposits in foreign currency. 
ii. All series of cash transactions integrally connected to each other which have been valued 
below Rs. 2 lacs where such series of transactions have taken place within a month. 



iii. All transactions involving receipts by non-profit organizations of rupees ten lakhs or its 
equivalent in foreign currency. 
iv. All cash transactions where forged or counterfeit currency notes or bank notes have been 
used as genuine and where any forgery of a valuable security has taken place; 
v. Records pertaining to identification of the customer and his/her address; and  
vi. suspicious transactions whether or not made in cash and in manner as mentioned in 
the Rule framed by the Government of India under PMLA.   
 
b. Records to contain the specified information: 
The Records referred to above in Rule 3 of PMLA Rules to contain the following 
information: 
i. the nature of the transactions; 
ii. the amount of the transaction and the currency in which it was denominated; iii. the 
date on which the transaction was conducted; and iv. the parties to the transaction. 
 
C. Maintenance and preservation of records 
The company has a system for proper maintenance and preservation of account information 
in a manner that allows data to be retrieved easily and quickly whenever required or when 
requested by the competent authorities. The company will maintain for at least five years from 
the date of cessation of transaction between the company and the customer, all necessary 
records of transactions, both domestic or international, which will reconstruction of individual 
transactions (including the amounts and types of currency involved if any) so as to provide, if 
necessary, evidence for prosecution of persons involved in criminal activity. 
 
The company also ensures that records pertaining to the identification of the customer and 
his / her address (e.g. copies of documents like passports, identity cards, driving licenses, PAN, 
utility bills etc.) obtained while opening the loan account and during the course of business 
relationship, are properly preserved for at least five years after the business relationship is 
ended. The identification records and transaction data will be made available to the 
competent authorities upon request. 
 
APPOINTMENT OF DESIGNATED DIRECTOR AND PRINCIPAL OFFICER 
 

I. To ensure effective implementation of this Policy, the Board will appoint / designate Managing 

Director / Whole-Time Director, as its Designated Director who will be responsible for ensuring 

overall compliance as required under this Policy, the Directions, PML Act and the Rules made 

thereunder.  

II. The Principal Officer, who will be an officer at the management level nominated by the 

Board, will be responsible for ensuring compliance, monitoring transactions, and sharing and 

reporting information and furnishing / reporting all transactions as required under the 

law/regulations, including PML Act and Rules framed thereunder. The Principal Officer will 

endeavor to attend all meetings of AML Committee, so as to ensure matters as set out in its 

terms of reference are reviewed.  

III. In no case will the Principal Officer be appointed as the Designated Director.  



IV. The name of the Designated Director and the Principal Officer so designated and other 

information (including the designation, address and contact details) will be intimated to the 

Director, FIU-IND and to RBI. 

 
REPORTING TO FINANCIAL INTELLIGENCE UNIT – INDIA 
 
In accordance with the requirements under PMLA, the Principal Officer of Company will 
furnish the following reports, as and when required, to the Director, Financial Intelligence 
Unit-India (FIU-IND):  
a. Cash Transaction Report (CTR) - If any such transactions detected, Cash Transaction  (CTR) 
for each month by 15th of the succeeding month. 
b. Counterfeit Currency Report (CCR) - All such cash transactions where forged or counterfeit 
Indian currency notes have been used as genuine as Counterfeit Currency Report (CCR) for 
each month by 15th of the succeeding month. 
c. Suspicious Transactions Reporting (STR) - The Company will endeavor to put in place 
automated systems for monitoring transactions to identify potentially suspicious activity. 
Such triggers will be investigated and any suspicious activity will be reported to FIUIND. 
The Company will file the Suspicious Transaction Report (STR) to FIU-IND within 
7 days of arriving at a conclusion that any transaction, whether cash or non-cash, or a 
series of transactions integrally  
 
REGISTRATION OF CUSTOMERS ON DARPAN PORTAL IN CASE CUSTOMERS ARE NON-PROFIT 
ORGANISATIONS 
 
The Company shall ensure that in case of customers who are non-profit organisations, the 
details of such customers are registered on the DARPAN Portal of NITI Aayog. Company 
shall also maintain such registration records for a period of five years after the business 
relationship between the customer and the RE has ended or the account has been closed, 
whichever is later 
 
QUARTERLY REPORTING TO BOARD 
 
The Board of Directors shall receive comprehensive quarterly reports detailing the 
institution's Know Your Customer (KYC) compliance efforts and the overall health of its 
anti-money laundering (AML) framework. 
 
REVIEW 
 
The policy may be amended from time to time by the Board of Directors, but no less than 
once every year. 
 
 
 
 
 
 



Annexure I 

Customer Type and features to be verified Documents / Information 

Individuals  
   - Legal name / any other name used  

- Correct Permanent and Current 
Address  
- Nature of business & financial status 

      1. A certified copy of the following 
documents to be obtained for verifying 
identity and address of an individual, 
including an individual who is a Beneficial 
Owner, authorized signatory or the 
power of attorney holder related to any 
legal entity:  

       • PAN or Form 60 (Mandatory)  
Any one of the below OVDs:  
• proof of possession of Aadhaar Number 
• passport  
• driving licence.  
• Voter's Identity Card issued by the 
Election Commission of India.  
• job card issued by NREGA duly signed 
by an officer of the State Government.  
• Letter issued by the National 
Population Register containing details of 
name, address 
 
 
In case the abovementioned OVDs do not 
contain the updated/ current address, 
pending updation of current address on 
such documents, a certified copy of any 
of the following documents to be 
obtained, which will be valid only for 3 
months from the time of submitting the 
same, prior to expiry of which, the 
Customer will submit the 
abovementioned documents with 
updated/ current address: 

• utility bill which is not more than two 

months old of any service provider 

(electricity, telephone, post-paid 

mobile phone, piped gas, water bill);  

• property or municipal tax receipt;  

• pension or family pension payment 

orders issued to retired employees by 

Government Departments or Public 

Sector Undertakings, if they contain 

the address;  



• letter of allotment of accommodation 

from employer issued by State 

Government or Central Government 

Departments, statutory or regulatory 

bodies, public sector undertakings, 

scheduled commercial banks, 

financial institutions and listed 

companies and leave and licence 

agreements with such employers 

allotting official accommodation 

 
For the purpose of correspondence 
address only, the following documents 
could be accepted:  
• Bank Statement  
• Rent Agreement 
 
2. Documents with respect to nature of 
business and financial status as may 
prescribed by Board Management 
Committee from time to time. 
 
3. Salary Slip (latest 3 months)  
 
4. Recent Photograph. 
 
KYC Identifier, if available, with the 
explicit consent of the Customer.  
 
In case where the co-applicant’s Aadhaar 
is not updated with the current address, 
in such cases the Company will in 
addition to the co-applicant’s Aadhaar, 
will collect the spouse’s Aadhar Card 
(with current address), a declaration of 
relationship proof, in the format as more 
particularly set out at Annexure . 
 
Such other documents as may be 
prescribed from time to time.  
 
In this Annexure I, obtaining a certified 
copy by the Customer will mean 
comparing the copy of the document so 
produced by the Customer with the 



original and recording the same on the 
copy by person authorized by the 
Company. 
 
The use of Aadhaar, proof of possession 
of Aadhaar etc., will be in accordance 
with the Aadhaar (Targeted Delivery of 
Financial and Other Subsidies Benefits 
and Services) Act, 2016, and the 
regulations made thereunder and the 
Directions. 

Sole Proprietorship  
- Legal Name of the Sole Proprietor  
- Correct address / place of business of  

the proprietor and firm 
- Business / activity of the firm  
- Contact Point Verification 

Documents to be obtained from 
Proprietor: - (Please refer to documents 
as same to be obtained from “Individual 
Customers”)  
 
Documents to be obtained from the 
proprietary firm:  
Any two of the following documents as a 
proof of business/ activity in the name 
of the proprietary firm:  
• Udyam Registration certificate.  
• Certificate/licence issued by the 
municipal authorities under Shop and 
Establishment Act.  
• Sales and income tax returns.  
• CST/VAT/GST certificate (provisional / 
final).  
• Certificate/registration document 
issued by Sales Tax/Service 
Tax/Professional Tax authorities.  
• IEC (Importer Exporter Code) issued to 
the proprietary concern by the office of 
DGFT/ Licence/certificate of practice 
issued in the name of the proprietary 
concern by any professional body 
incorporated under a statute.  
• Complete Income Tax Return (not just 
the acknowledgement) in the name of 
the sole proprietor where the firm's 
income is reflected, duly 
authenticated/acknowledged by the 
Income Tax authorities.  
• Utility bills such as electricity, water, 
and landline telephone bills, etc.  
• Activity proofs with respect to the 
proprietorship firm 



 
 
Where the Company is satisfied that it is 
not possible to furnish any 2 (two) of the 
abovementioned documents, the 
Company may, at its discretion, accept 
only 1 (one) of those documents as proof 
of business/ activity; provided that the 
Company undertakes contact point 
verification and such other information 
and clarification has been collected 
which would be required to establish the 
existence of such firm, and the Company 
will confirm and satisfy itself that the 
business activity has been verified from 
the address of the proprietary concern.  
- KYC Identifier, if available, with the 
explicit consent of the Customer  
- Such other documents as may be 
prescribed from time to time 

Partnership  
- Legal name  
- Address  
- Names of all partners and their 
addresses  
- Ultimate Beneficial Owners  
- Telephone numbers of the firm and 
partners 

Documents to be obtained from 
Beneficial Owner, managers, officers or 
employees holding an attorney to 
transact on behalf of the partnership 
firm:  
- (Please refer to documents to be 
obtained from “Individual Customers”)  
 
Certified copies of each of the following 
documents to be obtained from the 
partnership firm:  
- Registration certificate. 
 - Partnership deed. 
 - Permanent Account Number of the 
partnership firm. 
 - The names of all the partners.  
- Address of the registered office, and the 
principal place of its business, if it is 
different.  
- KYC Identifier, if available, with the 
explicit consent of the Customer.  
- Such other documents as may be 
prescribed from time to time.  
- Utility Bill on the name of firm. 

Trust  
- Legal Name & address of the Trust  

Documents to be obtained from 
Beneficial Owner, managers, officers or 



- Names of trustees, settlers, 
beneficiaries  

- Telephone/fax numbers 

employees holding an attorney to 
transact on behalf of the Trust: -  
(Please refer to documents to be 
obtained from “Individual Customers”)  
 
Certified copies of each of the following 
documents to be obtained from the 
trust:  
- Registration certificate.  
- Trust deed.  
- Permanent Account Number or Form 
No.60 of the trust.  
- The names of the beneficiaries, 
trustees, settlor, protector, if any and - 
authors of the trust.  
- The address of the registered office of 
the trust.  
- List of trustees, settlor, protector or any 
authors of the trust and documents  
 
(Please refer to documents to be 
obtained from “Individual Customers), 
for those discharging the role as trustee 
and authorized to transact on behalf of 
the trust.  
- KYC Identifier, if available, with the 
explicit consent of the Customer.  
- Such other documents as may be 
prescribed from time to time 

Unincorporated association or body of 
individuals (includes unregistered trust / 
partnership firms and societies)  
- Business / activity  
- Legal existence  
- Principal place of business  
- Ultimate Beneficial Owner  
- Contact Point Verification 

Documents to be obtained from 
Beneficial Owner, managers, officers or 
employees holding an attorney to 
transact on behalf of the unincorporated 
association / body of individuals: - 
(Please refer to documents to be 
obtained from “Individual Customers”)  
 
Certified copies of each of the following 
documents to be obtained from 
unincorporated association or body of 
individuals:  
 
- Resolution of the managing body of 
such association or body of individuals. 
 - Permanent Account Number or Form 
No. 60 of the unincorporated association 
or a body of individuals.  



- Power of attorney granted to transact 
on its behalf.  
- Documents/ such information as may 
be required to collectively establish the 
legal existence of the association / body 
of individuals.  
- KYC Identifier, if available, with the 
explicit consent of the Customer  
- Such other documents as may be 
prescribed from time to time 

Companies  
- Name of the company, directors & 
promoters  
- Principal place of business  
- Beneficial Owners/ ultimate Beneficial 
Owners  
- Mailing address of the company  
- Telephone/Fax Number 

Documents to be obtained from 
Beneficial Owner, managers, officers or 
employees holding an attorney to 
transact on behalf of the company: - 
(Please refer to documents to be 
obtained from “Individual Customers”)  
 
Certified copies of each of the following 
documents to be obtained from 
companies: -  
 

- Certificate of incorporation.  

 
- Memorandum and Articles of 
Association.  
 
- Permanent Account Number of the 
company.  
 
- A resolution from the Board of Directors 
and power of attorney granted to its 
managers, officers or employees to 
transact on behalf of the company.  
 
- The names of the relevant persons 
holding senior management position.  
 
- The details of the registered office and 
the principal place of its business, if it is 
different.  
 
- KYC Identifier, if available, with the 
explicit consent of the Customer.  
 
- Such other documents as may be 
prescribed from time to time. 



Juridical persons (not specifically 
covered in the earlier sections), such as 
societies, universities and local bodies 
like village panchayats or who purports 
to act on behalf of such juridical person 
or individual or trust  
- Legal existence  
- Contact Point Verification  
- Identity of Person purporting to act on 
behalf on its behalf 

A certified copy of each of the following 
documents will be obtained and verified: 
- Document showing name of the person 
authorized to act on behalf of the entity; 
- Documents to be obtained of the 
person holding an attorney to transact on 
its behalf– (Please refer to documents to 
be obtained from “Individual 
Customers”).  
- Such documents as may be required by 
the Company to establish the legal 
existence of such an entity/ juridical 
person.  
- KYC Identifier, if available, with the 
explicit consent of the Customer.  
- Such other documents as may be 
prescribed from time to time. 

 
In terms of the Prevention of Money Laundering (Maintenance of Records) Rules, 2005, and 
the Directions, equivalent e-document of the abovementioned documents may be obtained 
for the purpose of KYC.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Annexure – II  

Enhanced Due Diligence process for High-Risk Customers 
In the case of high-risk Customers and/ or Customers undertaking unusually large 
transactions/ customers exhibiting unusual patterns which have no apparent economic or 
visible lawful purpose:  
• it will be mandatory that manager/ officer of the branch visits the Customer’s premises and 
place of business to conduct physical verification and to ascertain the real existence of the 
business/ unit and to ascertain if its scale of operations commensurate with its turnover and 
transactions undertaken.  
 
• further, in case of high-risk Customers, it will be mandatory that the Customers and/ or the 
authorized officer(s) of the Customers (as applicable) personally visits the concerned branch 
of the Company (including at the time of periodic updation) and personally deposit the 
requisite Customer identification documents with the manager of such branch.  
 
• it will be mandatory that manager/ officer of the branch to collect additional information 
and documentation regarding the purpose of the transaction and end-use of the amounts, 
source of income/ funds and review of income/ financial statements and banking statements.  
 
• more than 1 (one) document (as set out in Annexure I above) will be required to be obtained 
from the Customer for verification/ cross checking depending on the risk perception of the 
Company and such documents and information will be verified from the verification facilities 
of the issuing authority, where ever applicable. • information such as Customer’s background, 
nature and location of activity and/ or business, country of origin, and his/ her/ its client 
profile etc. should be obtained.  
 
• in case of high-risk Customers having multiple addresses and/ or multiple places of business, 
suitable documents will be obtained from such Customers to verify all such addresses and/ or 
places of business.  
 
• in order to prevent frauds, alternate mobile numbers will not be linked post Customer Due 
Diligence with such accounts for transaction OTP, transaction updates, etc. Transactions will 
be permitted only from the mobile number used for account opening.  
 
• all such accounts and Customers will be subject to enhanced monitoring on an on-going 
basis. In addition to above and depending upon facts and circumstances, the Company will 
obtain from the respective Customers, such information and documents, as deemed 
necessary by the management of the Company, for the purpose of monitoring of such account 
and the Customer.  
 
• it will be imperative, in cases of companies, firms, body of individuals and other juridical 
persons, to examine the control structure of the entity, determine the source of funds and 
identify the natural persons who have a controlling interest and who comprise the 
management and due diligence should be undertaken on any guarantors, security providers, 
if applicable.  



• there exists the possibility that trust accounts can be used to circumvent the Customer 

Identification Procedures. The Company will obtain satisfactory evidence of the identity 

of the intermediaries and of the persons on whose behalf such trust is acting, as also 

obtain details of the nature of the trust or other arrangements in place. While entering 

into relationship with a trust, the Company will take reasonable precautions to verify the 

identity of the trustees and the settlers of trust (including any person settling assets into 

the trust), grantors, protectors, beneficiaries and signatories. Beneficiaries should be 

identified when they are defined. In the case of a 'foundation', steps should be taken to 

verify the founder managers / directors and the beneficiaries, if defined. 

• In the event that the Company relies on the Customer Due Diligence done by an 

intermediary, the Company should satisfy itself that the intermediary is regulated and 

supervised and has adequate systems in place to comply with the KYC requirements in 

line with the conditions mentioned in the RBI Directions, PMLA and rules made 

thereunder.  

• The Company should gather sufficient information on Politically Exposed Persons of 

foreign origin or connected Customer/ Beneficial Owner intending to establish a 

relationship with the Company and check all the information available on the person in 

the public domain. The Company should verify the identity of the person and seek 

information about the sources of funds before accepting the PEP as a customer. The 

above norms may also be applied to the accounts of the family members or close relatives 

of PEPs. 

 
 


