KYC LETTER + FORM

LETTER TO CUSTOMER

Dear [First Name],

[Insert your company name] is a commercial member of the Responsible Jewellery Council (RJC) and we are currently preparing to undergo the RJC Code of Practices (COP) Certification audit. 

As part of the requirements to comply with the COP, we are required to implement Know Your Counterparty (KYC) procedures. These procedures require businesses to identify and keep records on the essential facts of every organisation that they deal with as well as identify each person who has authority to act on the business partner’s  behalf.

We therefore kindly request that you assist us in this endeavour by responding to the questions we will ask about your company.

Achieving certification against the RJC COP is very important to our company because it is a statement of our credibility and evidence of our commitment to responsible business practices in the jewellery supply chain.

We thank you for your understanding and anticipated cooperation.

Kind regards



xxxxxxxxxxxxx
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FORM
	Company details

	Company name
	

	Type of company
	

	Date of incorporation 
Registered office address 
	

	VAT-number or official company registration number 
	

	Registered address 
	

	Phone
	

	Website
	

	Activity
	

	Name(s) of official representative(s)
	

	
	

	Names of the board of directors
	

	Name and other details (date and place of birth, address) of the ultimate beneficial owners
	

	Documents

	Legal incorporation documentation
	

	Statutes / by-laws
	

	Copy ID of legal representatives
(ID, passport, driving license)
	

	Power of attorney
to represent the company (if not already mentioned in the legal incorporation documents) 

	



Place and date : ……………………………………………………………..

Authorized signature : ……………………………………………………



How to use the form:

Incorporation documents and name of Board members : First check for publicly available information (Commerce registry, website, stock exchange of the company is listed, etc.),  and require the information only if it is not publicly available. 
Check if the customer is an RJC member.

Information on Beneficial owners: You only need to seek the beneficial owner’s identification: 
1. If your KYC measures uncover a specific need to identify the beneficial owner (for example, because you spot unusual transactions or find that the counterparty operates in a FATF high-risk jurisdiction or is on the sanctions list). 
2. If the identity of the beneficial owner is required by law. In this case, check if there are any exemptions for listed companies, and if not, ask your counterparty for identity documents. 

