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Know Your customer (KYC policy, 2019
f Money—Laundering Act, 2002 and

In terms of the provisions of Prevention O
the Prevention of Money-Laundering (Maintenance of Records) Rules, 2005,
as amended from time to time by the Government of India and Aadhaar and

other Laws (amended) Ordinance, 2019 as notified by the Government of
India, Regulated Entities (REs means all Scheduled commercial Banks (SCBs)/

Regional Rural Banks (RRBSs)/ Local Area Banks (LABs)/ All Primary (Urban) Co-
ks/ State and Central Co-operative Banks (StCBs/ CCBs) and any

operative Ban :
nder Section 22 of Banking Regulations

other entity which has been licenced u
Act, 1949, which as a group shall be referred as ‘Banks’) are required follow

certain customer identification procedure while undertaking a transaction
either by establishing an account based relationship or otherwise and

monitor their transaction.
KYC Policy is issued as per RBI’s Master Dir
(updated upto 29.05.2019) and incorporates the amendments made to PML

Rules 2005 vide gazette certification dated 13.02.19 and amendments made
to PML Act 2002 vide gazette notification dated 02.03.2019.
All offices of the Bank shall take all necessary steps to impleme
policy and provisions of Previsions of prevention of Money—Laundering Act,
2002 and the Prevention of Money-Laundering (Maintenance of Records)
Rules, 2005, as amended from time to time, including operational instructions

issued in pursuance of such amendment(s).

ections on Know Your Customer

nt this KYC

CHAPTERN -1

Preliminary
1. Short Title

Policy guidelines on Know Your Customer (KYC) Norms / Anti Money
laundering (AML) Standard / Combating of Financing of terrorism (CFT)
Measures/ Obligation of the Bank under Prevention of Money Laundering Act
(PMLA), 2002 shall be called as Know Your Customer (KYC) Policy, 2019.

2. Applicability

a) The provisions of KYC Policy guidelines shall apply to all the branches /
offices of the Bank.
b) The guidelines in this circular apply to the branches and majority owned
subsidiaries located abroad, to the extent they are not contradictory fo the
local laws in the host country, provided that:

i V'Vhe.re applicable laws and regulations prohibit implementation of
these guidelines, the same shall be brought to the notice of the Reserve Bank



i
|

ii. In case there Is a variance in KYC / AML standards prescribed by the

Reserve Bank of India and the host country regulators, branches /
overseas subsidiaries of Bank are required to adopt the more stringent

regulation of the two.

provided this rule shall not apply to ‘small accounts’. 3

3. Definitions

ntext otherwise

in terms of RBI’s Master Direction on KYC, unless the co
d to them below:

requires, the terms herein shall bear the meanings assigne
(A) Terms bearing meaning assigned in terms of Prevention of Money
Laundering Act, 2002 and the Prevention of Money Laundering (Maintenance

of Records) Rules, 2005:

i. “Aadhaar number” as defined in
(Amendment) Ordinance, 2019, means an id
individual under subsection (3) of section 3 of the Aadh
of Financial and Other Subsidies, Benefits and Services) Act, 20
and includes any alternative virtual identity generated under su

the Aadhaar and Other Law
entification number issued to an
aar (Targeted Delivery
16 (18 of 2016),
b-section (4) of

that section.
“Act” and “Rules” means the Prevention of Money-Laundering Act,

2002 and the Prevention of Money-Laundering (Maintenance of
Records) Rules, 2005, respectively and amendments thereto.
“puthentication”, in the context of Aadhaar authentication, means the
process as defined under sub-section © of section 2 of the Aadhaar
(Targeted Delivery of Financial and Other Subsidies, Benefits and

Services) Act, 2016.

iv. Beneficial Owner (BO)

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.

a)

Explanation-For the purpose of this sub-clause-
“Controlling ownership interest” means ownership of / entitlement

i
to more than 25 per cent of the shares or capital or profits of the
company.

“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




thrgugh one or more juridical person, has / have ownership of /
entitlement to more than 15 per cent of capital or profits of the
partnership.

) 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 15 % 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.

V. “Certified Copy of OVD” — Obtaining a certified copy by bank shall
mean comparing the copy of officially Valid document so produced by
the customer with the original and recording the same on the copy by
the authorized officer of the Branch under his GBPA/PF no. Branch
Official will also attest the duly signed photograph of the customer.

Provided that in case of Non-Resident Indians (NRIs) and Persons of Indian
Origin (P10s), as defined in Foreign Exchange Management (Deposit)
Regulations, 2016 {FEMA 5(R)}, alternatively, the original certified copy of
0VD, certified by any one of the following, may be obtained:

e Authorized officials of overseas branches of Scheduled

Commercial Banks registered in India.

e Branches of overseas banks with whom Indian banks have
relationships,

e Notary Public abroad,

e Court Magistrate,

e Judge,

e Indian Embassy/Consulate General in the country where
the non-resident customer resides.




ry” (CKYCR) means an entity defined under Rule
retrieve the KYC

ucentral KYC Records Regist
eive, store, safeguard and

2(1) (aa) of the Rules, to rec

records in digital form of a customer.
vi. “Designate Director” means a person designated by the Bank to
ith the obligations imposed under

ensure overall compliance Wi
chapter IV of the PML Act and the Rules.

s” (NPO) means any entity or
ered as a trustora society under the

0 or any similar State legislation or @
tion 8 of the Companies Act, 2013.
OVD) means the passport, the driving
number, the Voter’s |dentity
of India, job card issued by
overnment and letter

«Non-profit organization
organization that is regist
Societies Registration Act, 186
company registered under Sec

vii.

«Officially valid document” (
licence, proof of possession of Aadhaar
Card issued by the Election Commission
NREGA duly signed by an officer of the State G
address. Provided that,
Where the customer submits
number as an OVD, he may submit it in such for
Unique Identification Authority of India.

b) Where the OVD furnished by the customer does not hav

address, the following documents shall be deemed to be

limited purpose of proof of address:-

viii.

his proof of possession of Aadhaar
m as are issued by the

e updated
oVDs for the

i Utility bill which is not more than two months old of any service
provider (electricity, telephone, post-paid mobile phone, piped gas,

water bill);
ii. Property or Municipal tax receipt;

(PPOs) issued to

Pension or family pension payment orders
ents or Public Sector

retired employees by Government Departm
Undertakings, if they contain the address,

iv. Letterof allotment of accommodation from employer issued by
State Governmentor Central Government Department,
statutory or regulatory 5 bodies, public sector undertakings,
scheduled commercial banks, financial institutions and listed
companies and leave and licence agreements with such
employers allotting official accommodation;



Further, the time of on-boarding of the customer, an undertaking should be
obtained from the customer along with AOF/OVDs stating that Customer shall
submit his OVD with updated current address within 3 months failing which
operations in his account shall be restricted.

c) The customer shall submit OVD with current address within a period of
th-rfae months of submitting the documents specified at ‘b’ above,
failing which the operations in the account shall be restricted (Debit:

freezed).

d) Where the OVD presented by a foreign national does not contain the
details of address, in such case the documents issued by the
Government departments of foreign jurisdictions and letter issued by
the Foreign Embassy or Mission in India shall be accepted as proof of
address.

Explanation: For the purpose of this clause, a document shall be deemed to
be an OVD even if there is a change in the name subsequent to its issuance
provided it is supported by a marriage certificate issued by the State
Government or Gazette notification, indicating such a change of name

iX. “Offline Verification” , as defined in the Aadhaar and Other Law
(Amendment) Ordinance, 2019, means the process of verifying the
identity of the Aadhaar number holder without authentication, through
such offline modes as may be specified by the Aadhaar regulations.

x. “Person” has the same meaning assigned in the Act and incides:
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).
xi.  “Principal Officer” means an officer nominated by the Bank,

responsible for furnishing information as per rule 8 of the Rules.

xii.  “Suspicious transaction” means a “transaction” as defined below
including an attempted transaction, whether or not made in cash,
which to a person acting in good faith:




(i) gives rise to a reasonable ground of suspicion that it may involve
proceeds of an offence specified in the Schedule to the Act, regardless
of the value involved: or

(ii) appears to be made in circumstances of unusual or unjustified
complexity; or

(iii)  appears to not have economic rationale or bona-fide purpose; or

(iv)  gives rise to a reasonable ground of suspicion that it may involve
financing of the activities relating to terrorism.

Explanation: Transaction involving financing of the activities relating to
terrorism includes transaction involving funds suspected to be linked or
related to, or to be used for terrorism, terrorist acts or by a terrorist, terrorist
organization or those who finance or are attempting to finance terrorism.

xiii. A ‘Small Account’ means a savings account which is opened in terms of
sub-rule (5) of the PML Rules, 2005. Details of the operation of a small
account and controls to be exercised for such account are specified in
Section 17.

xiv. “Transaction” means a purchase, sale, loan, pledge, gift, transfer,
delivery or the arrangement thereof and includes:

a) Opening of an account;

b) Deposit, withdrawal, exchange or transfer of fu
currency, whether in cash or by cheque, payment order or other
instruments or by electronic or other non-physical means;

The use of a safety deposit box or any other form of safe deposit;

nds in whatever

c)
d) Entering into any fiduciary relationship;

Any payment made or received, in whole or in part, for any
contractual or other legal obligation; or

f) Establishing or creating a legal person or legal arrangement.
“ycIC” means Unique Customer Identification Code, i.e., unique
customer-ID allotted to individual customers while entering into new
relationships as well as to the existing customers. All the accounts of an

individual customer will be opened under his / her UCIC.

e)

XV.

g meaning assigned in RBI Master Directions on KYC,

(B) Terms bearin
ar the meanings assigned

unless the context otherwise requires shall be
to them below:

CRS) means reporting standards

i Common Reporting Standards” (
greement signed to

set for implementation of multilateral a




Xi.

xii.

Xiii.

automatically exchange information based on Article 6 of the
Convention on Mutual Administrative Assistance in Tax Matters.

ii. “Customer” means a person who is engaged in a financial
transaction or activity with the Bank and includes a person on
whose behalf the person who is engaged in the transaction or
activity, is acting.

iil. “Walk-in Customer” means a person who does not have an
account based relationship with the Bank, but undertakes
transactions with the Bank.

iv “Customer Due Diligence (CDD)” means identifying and verifying
the customer and the beneficial owner.

V. “Customer identification” means undertaking the process of
CDD.
vi.  “FATCA” means Foreign Account Tax Compliance Act of the

United States of America (USA) which, inter alia, requires foreign
entities in which U.S. taxpayers hold a substantial ownership
interest.

vii.  “IGA” means Inter Governmental Agreement between the
Governments of India and the USA to improve international tax
compliance and to implement FATCA of the USA.

viii.  “KYC” Templates” means templates prepared to facilitate
collating and reporting the KYC data to the CKYCR, for individuals
and legal entities.

ix.  “Non-face-to-face customers” means customers who open
accounts without visiting the branch / offices of the Bank or
meeting the officials of Bank.

X. “On-going Due Diligence” means regular monitoring of
transactions in accounts to ensure that they are consistent
with the customers’ profile and source of funds.

“periodic Updation” means steps taken to ensure that documents, data

or information collected under the CDD process is kept up-to-date and

relevant by undertaking reviews of existing records at periodicity
prescribed by the Reserve Bank.

“politically Exposed Persons” (PEPs) are individuals who are or have

been entrusted with prominent public functions in a foreign country,

ads of States / Governments, senior politicians, senior

e.g., He
ilitary officers, senior executives of state-

government/judicial /m
owned corporations, important political party officials, etc.

«shall bank” means a bank which is incorporated in a country where it
has no physical presence and is unaffiliated to any regulated financial




Xiv. ”Wi're transfer” means a transaction carried out, directly or through a
chain of transfers, on behalf of an originator person (both natural and
legal) through a bank by electronic means with a view to making an
amount of money available to a beneficiary person at a bank.

xv. “Domestic and cross-border wire transfer” : When the originator bank
and the beneficiary bank is the same person or different person located
in the same country, such a transaction is a domestic wire transfer, and
if the ‘originator bank’ or ‘beneficiary bank’ is located in different
countries such a transaction is cross-border wire transfer.

(C)  All other expressions unless defined herein shall have the same
meaning as have been assigned to them under the Banking Regulation
Act, 1949, the Reserve Bank of India Act, 1935, the Prevention of
Money Laundering Act, 2002, the Prevention of Money Laundering
(Maintenance of Records) Rules, 2005, the Aadhaar (Targeted Delivery
of Financial and Other Subsidies, Benefits and Services) Act, 2016 and
regulations made thereunder and Aadhaar and other Laws
(amendment) Ordinance, 2019’, any statutory modification or
reenactment thereto or as used in commercial parlance, as the case
may be.

Chapter — I
General

4. RBI has advised the Bank that a Know Your Customer (KYC) Policy, duly
approved by the Board of Directors of the Bank , be formulated and put

in place.

4.1 Purpose

policy is to putin place customer identification

f accounts and monitoring transactions in the
accounts for detection of transactions of suspicious nature for the purpose of
reporting to Financial Intelligence Unit-India [FIU-IND] in terms of the
recommendations made by Financial Action Task Force (FATF) and the paper

The purpose of KYC
procedures for opening o




issued on Customer Due Diligence (CDD) for banks by the Basel Committee on
Banking Supervision (BCBS) on AML standards and on CFT measures.

For this Policy, the term_ Money Laundering would also cover financial
transactions where the end-use of funds is for financing terrorism,
irrespective of the source of funds.

4.2 Objective

The KYC Policy has been framed to develop a strong mechanism for achieving

the following objectives.
4.2.1 To prevent Bank from being used, intentionally or unintentionally, by

criminal elements for Money Laundering or Terrorist Financing activities. KYC
procedures also enable the Bank to know/understand their customers and
their financial dealings better, which in turn helps it to manage the associated

risks prudently.
4.2.2 To enable the Bank to comply with all the legal and regulatory

obligations in respect of KYC norms / AML standards / CFT measures / Bank’s
Obligation under PMLA, 2002 and to cooperate with various government

bodies dealing with related issues.

5. The KYC policy includes following four key elements:
a) Customer Acceptance Policy (CAP);

b) Risk Management
c) Customer Identification Procedures (CIP); and

d) Monitoring of Transactions

6. Designated Director:
a) Bank to nominate an Executive Director on the Board as — designated

Director Il , as per provisions of the Prevention of Money Laundering
(Maintenance of Records) Rules, 2005, to ensure overall compliance with the
obligations imposed under Chapter IV of the PML Act and the Rules,

Designated Director shall be nominated by the Board.
b) The name, designation and address of the Designated Director shall be

communicated to the FIU-IND.
c) In no case, the Principal Officer be nominated as the ‘Designated

Director’.

7. Principal Officer:
a) TheBoard has nominated Dy. General Manager, In charge Centralized

AML Cell as Principal Officer of the Bank, who shall be responsible for
ensuring compliance, monitoring transactions, sharing and reporting

i A} e A s e M e S 6 () s ol e = e
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b) The name, designation and address of the Principal Officer shall be

communicated to the FIU-IND.

ated Director through General
administrative

g of Centralized

The Principal Officer will report to Design

c)
nce, who shall be the

Manager designated for KYC complia
head of Centralized AML Cell and will oversee the functionin
AML Cell as per PML Act/KYC Policy.

d) The Principal Officer will maintain close li
agencies, banks and other institutions which are involved in the

money laundering and combating financing of terrorism.

aison with enforcement
fight against

8. Compliance of KYC policy:

(a) Banktoensure compliance with KYC Policy through:

l. A senior officer in the rank of General Manager will constitute as
‘Senior’ Management’ for the purpose of KYC compliance.

1. Allocation of responsibility through Officer Order for effective
implementation of policies and procedures at HO/Zonal Office / Circle Office

level.
ll.  All HO Divisions to ensure compliance of KYC guidelines in their

respective areas of operation, products, services, activities etc.

the compliance functions of Bank’s policies

IV. Independent evaluation of
ents be done by

and procedures, including legal and regulatory requirem
Compliance Division, HO.

urrent / internal audit system to verify the compliance with KYC /

AML policies and procedures and submit quarterly audit notes and
compliance to the Audit Committee. At the end of every calendar quarter,
implementation and compliance of concurrent audit reports on adherence to
KYC. AML guidelines at branches would be reviewed for apprising Audit

/committee of Board.

V. Conc

also ensure verification of compliance

VI. Concurrent/ internal audit to
ted reports from EDW /

with KYC guidelines in system through system genera
CBS.
nsure that decision-marking functions of determining

utsourced.
he Bank to carry out Risk Assessment to

tigate its money laundering

(b) Bank shall e
compliance with KYC norms are not o
(c) PMLRules require all offices of t
identity, assess and take effective measures to mi




products, services, transactions or delivery channels. The risk assessment

should-
I be documented;
Il. consider all the relevant risk factors before determining the level of

overall risk and the appropriate level and type of mitigation to be applied;

1. be kept up to date; and
IV. be available to competent authorities and self-regulating bodies.

(d) The implementation of KYC-AML guidelines by branches in letter and
spirit, has to be ensured by Zonal Managers / Circle Heads and the same is to

be checked during their visit to branches.




Chapter — 1l
Customer Acceptance Policy

9. Bank to frame a Customer Acceptance Policy.
10. Without prejudice to the generality of the aspect that Customer
Acceptance Policy may contain, Bank shall ensure that:

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

b) No account is opened where the Bank is unable to apply
appropriate Customer Due Diligence (CDD) measures, either due
to non-cooperation of the customer or non-reliability of the
documents / information furnished by the customer.

c) No transaction or account based relationship is undertaken
without following the CDD procedure.

d) The mandatory information sought for KYC purpose while
opening an account and during the periodic updation, is
specified.

e) ‘Optional’ / additional information is obtained with the explicit
consent of the customer after the account is opened.

f) Bank will apply the CDD procedure at the UCIC level. Thus, if an
existing KYC compliant customer of Bank desires to open another
account with the same Bank, there shall be no need for a fresh

CDD exercise.

g) CDD Procedure is followed for all the joint account holders,

while opening a joint account.

h) Circumstances in which, a customer is permitted to act on
behalf of another person / entity, are clearly spelt out.

i) No account is opened where identity of the customer matches
with any person or entity, whose name appears in the sanctions

lists circulated by Reserve Bank of India.

Bank to ensure that the Customer Acceptance Policy shall not result in

11.
nking / financial facility to members of the general public,

denial of ba
especially those, who are financially or socially disadvantaged.




Chapter -1V

Risk Management

a risk based approach which

12. For Risk Management, Bank shall have

includes the following.
gh risk category,

ized as low, medium and hi

hall be categor
f the Bank.

a) Customers st
sessment and risk perception O

based on the as
aken based on parameters such as

| status, nature of business activity, and

r location etc. While
firm identity documents

horities may also be

categorization shall be undert
social / financia
lient’ business and thei
he ability to con
ffered by issuing aut

b) Risk
cu8stomer’s identity,
information about the ¢
considering customer’s identity, tl
through online or other services 0

factored in.

tion collected from

ous other informa
ceived risk, is non-

It is hereby specified that the vari
lating to the per

different categories of customers re

intrusive.
tes on KYC /

Explanation: FATF Public Statement, the reports and guidance no
AML issued by the Indian Banks Association (IBA), guidance note circulated to

all cooperative banks by the RBI etc., may also be used in risk assessment.

Chapter —V

Customer Identification Procedure (CIP)

rtaking client due diligence
tomer and the beneficial
the following cases:

ication Procedure means unde
fying and verifying the cus
entification of customers in

13. Customer Identif
measures including identi
owner. Bank to undertake id

of an account-based relationship with the customer.

a) Commencement

ut any international money transfer operations for a person who

b) Carrying 0
|der of the Bank.

is not an account ho

c) When there is a doubt about the authenticity or adequacy of the customer

identification data it has obtained.



d) Selling third party products as agent, selling its own products, payment of
dues of credit cards / sale and reloading of prepaid / travel cards and any
other product for more than rupees fifty thousand.

e) Carrying out transactions for a non-account based customer, thatis a
walk-in customer, where the amount involved is equal to or exceeds rupees
fifty thousands, whether conducted as a single transaction or several
transactions that appear to be connected.

f) When Bank has reason to believe that a customer (account- based or walk-
in) is intentionally structuring a transaction into a series of transactions below
the threshold of rupees fifty thousand.

g) Bank shall ensure that introduction is not to be sought while opening
accounts.

14.  For the purpose of verifying the identity of customers at the time of

commencement of an
account-based relationship, Bank, will at its option, rely on customer due

diligence done by a
third party, subject to the following conditions:

a) Records or the information of the customer due diligence carried out by
the third party is obtained within two days from the third party or from the

Central KYC Records Registry.

b) Adequate steps are taken by Bank to satisfy itself that copies of
identification data and other relevant documentation relating to the
customer due diligence requirements shall be made available from the third

party upon request without delay.

c) The third party is regulated, supervised or monitored for, and has measures

in place for, compliance with customer due diligence and record-keeping
requirements in line with the requirements and obligations under the PML
Act.

d) The third party shall not be based in a country or jurisdiction assessed as

high risk.

onsibility for customer due diligence and undertaking

e) The ultimate resp
licable, will be with the Bank.

enhanced due diligence measures, as app




Chapter VI

Customer Due Diligence (CDD) Procedure

Part | — CDD Procedure in case of Individuals

15. For undertaking CDD, Bank shall obtain the following from an individual
while establishing an account-based relationship or while dealing with the
individual who is a beneficial owner, authorized signatory or the power of

attorney holder related to any legal entity:

a) A certified copy of any OVD containing details of his identity and address

b) One recent photograph

c) The Permanent Account Number or Form No. 60 as defined in Income-tax
Rules, 1962, and

d) At least one document in support of the declared Profession / activity,
nature of business or financial status, annual income, turnover (in case of
business) such as Registration certificate, Certificate / license issued by the
municipal authorities under Shop and Establishment Act, Sales and income
tax returns CST / VAT / GST certificates, Certificate / registration document
issued by Sales Tax / Service Tax / Professional Tax authorities, License /
certificate of practice issued by any professional body incorporated under a

statue, Complete Income Tax Returns (Not just the acknowledgement) etc.

Provided that,
i. Bank shall obtain the Aadhaar number from an individual who is desirous of

receiving any benefit or subsidy under any scheme notified under section 7 of

the Aadhaar (Targeted Delivery of Financial and Other subsidies, Benefits and

Services) Act, 2016 (18 of 2016). Banks, at receipt of the Aadhaar number

from the customer may carry out authentication of the customer’s Aadhaar




Identification Authority of India upon receipt of the customer’s declaration
that he is desirous of receiving any benefit or subsidy under scheme notified
under section 7 of the Aadhaar (Targeted Delivery of Financial and Other

Subsidies Benefits and Services) Act, 2016 (18 of 2016) in his account.

ii. Bank may carry out Aadhaar authentication/ offline-verification of an

individual who voluntarily uses his Aadhaar number for identification

purpose.

In cases where successful authentication has been carried out, other OVD and
photograph need not be submitted by the customer.

Provided further that in case biometric e-KYC authentication cannot be
performed for an individual desirous of receiving any benefit or subsidy under
any scheme notified under section 7 of the Aadhaar (Targeted Delivery of
Financial and Other subsidies, Benefits and Services) Act, 2016 owing to
injury, illness or infirmity on account of old age or otherwise, and similar
causes, Bank shall, apart from obtaining the Aadhaar number, perform
identification preferably by carrying out offline verification or alternatively by
obtaining the certified copy of any other OVD from the customer, CDD done
in this manner shall invariably be carried out by an official of the Bank and
such exception handling shall also be a part of the concurrent audit as
mandated in Section 8. Bank shall ensure to duly record the cases of
exception handling in a centralized exception database. The database shall
contain the details of grounds of granting exception, customer details, name
of the designated official authorizing the exception and additional details, if
any. The database shall be subjected to periodic internal audit/inspection by

the Bank and shall be available for supervisory review.

Explanation 1: Bank shall , where its customer submits his Aadhaar number,
ensure such customer to redact or blackout his Aadhaar number through
appropriate means where the authentication of Aadhaar number is not

required under section 7 of the Aadhaar (Targeted Delivery of Financial and

Other Subsidies Benefits and Services) Act.




Explanation 2: Biometric based e-KYC authentication can be done by bank
official/business correspondents/business facilitators.

Explanation 3: The use of Aadhaar proof of possession of Aadhaar etc., shall
be in accordance with the Aadhaar (Targeted Delivery of Financial and Other
Subsidies Benefits and Services) Act, the Aadhaar and Other Law
(Amendment) Ordinance, 2019 and the regulations made thereunder.

While establishing an account based relationship with individual customer,
the branch official to ascertain as to whether the customer is already having a
Cust ID with the Bank. In case the customer has an existing Cust ID, fresh Cust

ID shall not be created and the new account shall be opened with the existing

Cust ID.

The name, father’s name, date of birth and address of the customer be filled
in the same manner and style as it appears in the KYC document provided by
the customer. Branch official will ensure that all the mandatory fields in
Accounts Opening Form / Customer Master Form (marked as *) such as
Name, Fathers” name , date of birth, address, ldentity Proof, address proof,
Identification number (Identity proof document number) , Profession J/
activity (Nature of Business —specific) , total annual income, total annual
turnover ( in case of business) etc. are completely and correctly filled in by
the customer and are also correctly captured in customer’s database in CBS.
The respective division/ offices of the Bank shall ensure that branches are
capturing correct data in CBS system, particularly in respect of Constitution
Code, Profession/ Activity, Occupation, Income/ Turnover etc. as risk category

of the customer is assigned on the basis of these parameters.

In order to verify the Website / Link

authenticity of the KYC
document, the

. . e o
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shall online verify

Officially Valid
Document (OVD) &
PAN card details
furnished by the |
customer from central 1
authentic database, \
wherever available, in
public domain. PAN
Card and Voter

|dentity Card,

wherever obtained, be |
verified on-line l
through the following |
websites and a print of |
on-line verification of |
the said document be |
held on record with

the relevant AOF:

Name of Documents
PAN Card Finacle Home Page-> Non
CBS Applications->
GBD-> On line PAN
verification

- —

Voter ldentity Card WWW.NVsp.in
(National Voters
Service Portal)

16. Accounts opened using OTP based e-KYC, in non face to face mode are
subject to the following

conditions:

i. There must be a specific consent from the customer for authentication
through OTP.
ii. The aggregate balance of all the deposit accounts of the customer shall not

exceed rupees one lakh. In case, the balance exceeds the threshold, the
account shall cease to he operational, till CDD as mentioned at (v) below is

complete.

iii. The aggregate of all credits in a financial year, in all the deposit taken
together, shall not exceed rupees two lakh.



iv. As regards borrowal accounts, only term loans shall be sanctioned. The
aggregate amount of term loans sanctioned shall not exceed rupees sixty
thousand in a year.

v. Accounts, both deposit and borrowal, opened using OTP based e-KYC shall
not be allowed for more than one year within which identification as per
Section 15 is to be carried out




vi. If the CDD procedure as mentioned above is not completed within a year,
in respect of deposit accounts, the same shall be closed immediately. In
respect of borrowal accounts no further debits shall be allowed.

vii. A declaration shall be obtained from the customer to the effect that no
other account has been opened nor will be opened using OTP based KYC in
non-face-to —face mode with any other Bank. Further, while uploading KYC
information to CKYCR, Bank shall clearly indicate that such accounts are
opened using OTP based e-KYC and other Banks shall not open accounts
based on the KYC information of accounts opened with OTP based e-KYC
procedure in non-face-to-face mode.

viii. Bank shall have strict monitoring procedures including systems to
generate alerts in case of any non-compliance / violation, to ensure
compliance with the above mentioned conditions.

17. In case an individual customer who does not possess any of the OVDs and
desires to open a

bank account, banks shall open a _ Small Accounts’, which entails the
following limitations:

i. The aggregate of all credits in a financial year does not exceed rupees one
lakh;

ii. The aggregate of all withdrawals and transfers in month does not exceed
rupees ten thousand; and

iii. The balance at any point of time does not exceed rupees fifty thousand.

Provided, that this limit on balance shall not be considered while making
deposits through Government grants, welfare benefits and payment against

procu rements.

Further, small accounts are subject to the following conditions:

a) The bank shall obtain a self-attested photograph from the customer.

b) The designated officer of the bank certifies under his signature that the

person opening the account has affixed his signature or thumb impression in
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c) Such accounts are opened only at Core Banking Solution (CBS) linked
branches or in a branch where it is possible to manually monitor and ensure
that foreign remittances are not credited to the account.

d) Banks shall ensure that the stipulated monthly and annual limits on
aggregate of transactions and balance requirements in such accounts are not
breached, before a transaction is allowed to take place.

e) The account shall remain operational initially for a period of twelve months
which can be extended for a further period of twelve months, provided the
account holder applies and furnishes evidence of having applied for any of
the OVDs during the first twelve months of the opening of the said account.

f) The entire relaxation provisions shall be reviewed after twenty four
months.

g) The account shall be monitored and when there is suspicion of money
laundering or financing of terrorism activities or other high risk scenarios, the
identity of the customer shall be established through the production of an
OVD and Permanent Account Number of Form No.60, as the case may be.

h) Foreign remittance shall not be allowed to be credited into the account
unless the identity of the customer is fully established through the production
of an OVD and Permanent Account Number or Form No.60, as the case may
be.

18. KYC verification once done by one branch / office of the Bank shall be

valid for transfer of the ,
account to any other branch / office of the same Bank, provided full KYC

verification has already
been done for the concerned account and the same is not due for periodic

updation.



Part Il - CDD Measures for Sole Proprietary firms

19. For opening an account in the name of a sole proprietary firm, CDD of the
individual (proprietor) shall be carried out.

20. In addition to the above, any two of the following documents as a proof of
business / activity in the name of the proprietary firm shall also be obtained:

i. Registration certificate

ii. Certificate / license issued by the municipal authorities under Shop and
Establishment Act.

iii. Sales and income tax returns.
iv. CST / VAT / GST certificate (provisional / final) .

v. Certificate / registration document issued by Sales Tax / Service Tax /
Professional Tax authorities.

vi. IEC (Importer Exporter Code) issued to the proprietary concern by the
office of DGFT / License / certificate of practice issued in the name of the
proprietary concern by any professional body incorporated under a statute.

vii. 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.

viii. Utility bills such as electricity, water , and landline telephone bills.

21. In cases where the Bank is satisfied that it is not possible to furnish two
such documents, Bank may, at their discretion, accept only one of those

documents as proof of business / activity.

Provided Bank undertakes contact point verification and collect such other
information and clarification as would be required to establish the existence
of such firm, and shall confirm and satisfy itself that the business activity has

been verified from the address of the proprietary concern.

Part Ill - CDD Measures for Legal Entities

22. For opening an account of a company, certified copies of each of the
following documents shall be obtained:

i. Certificate of incorporation;




ii. Memorandum and Articles of Association;
iii. Permanent Account Number of the company;

iv. A resolution from the Board of Directors and power of attorney granted to
its managers, officers or employees to transact on its behalf;

v. Documents, as specified in Section 15, of the managers, officers or
employees, as the case may be, holding an attorney to transact on the

company’s behalf.

23. For opening an account of a partnership firm, the certified copies of each
of the following documents shall be obtained:

i. Registration certificate;

ii. Partnership deed;

iii. Permanent Account Number of the partnership firm; and

iv. Documents, as specified in Section 15, of the person holding an attorney to
transact on its behalf.

24. For opening an account of a trust, certified copies of each of the following
documents shall be obtained:

i. Registration Certificate;

ii. Trust need;

iii. Permanent Account Number of Form No.60 of the trust; and

iv. Documents, as specified in Section 15, of the person holding an attorney to

transact on its behalf.

25. For opening an account of an unincorporated association or a body of
individuals, certified copies of each of the following documents shall be

obtained:

i. Resolution of the managing body of such association or body of individuals;

ii. Permanent account number or Form No.60 of the unincorporated
association or a body of individuals;

iii. Power of attorney granted to transact on its behalf;

iv. Documents, as specified in Section 15, of the person holding an attorney to

trancact on itc hehalf and
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v. Such information as may be required by‘thc Bank to collectively establish
the legal existence of such an association or body of individuals.

Explanation: Unregistered trusts / partnership firms shall be included under
the term ‘unincorporated association’

Explanation: Term ‘body of individuals’ includes societies.

26. For opening accounts of juridical persons, not specifically covered in the
earlier part, such as societies, universities and local bodies like village
panchayats, certified copies of the following documents shall be obtained:

i. Document showing name of the person authorized to act on behalf of the
entity;

ii. Documents, as specified in Section 15, of the person holding an attorney to
transact on its behalf and

iii. Such documents as may be required by the Bank to establish the legal
existence of such an entity/juridical person.

27. For opening an account of Hindu Undivided Family, certified copies of
each of the following documents shall be obtained:

i. Identification information as mentioned under Section 15 in respect of the
Karta and Major Coparceners,

ii. Declaration of HUF and its Karta,

iii. Recent Passport photographs duly self-attested by major co-parceners
along with their names and addresses.

iv. The Permanent Account Number or Form No.60 as deflned in Income-tax

Rules, 1962.

Part IV — Identification of Beneficial Owner

28. For opening an account of a Legal Person who is not a natural person, the
beneficial owner(s) shall be identified and all reasonable steps in terms of
Rule 9(3) of the Rules to verify his / her identity shall be undertaken keeping

in view the following :
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b) The transactions in accounts of marketing firms, especially accounts of
Multi-level Marketing (MLM) Companies shall be closely monitored.

Explanation: Cases where a large number of cheque books are sought by the
company and/ or multiple small deposits (generally in cash) across the
country in one bank account and / or where a large number of cheques are
issued bearing similar amounts / dates, shall be immediately reported to
Reserve Bank of India and other appropriate authorities such as FIU-IND. 20
32. Periodic Updation

Periodic updation shall be carried out sat 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 as per the following procedure:

a) Bank shall carry out

i. CDD, as specified in Section 15, at me time of periodic updation. However,
in case of low risk customers when there is no change in status with respect
to their identities and addresses, a self-certification to that effect shall be
obtained.

ii. In case of Legal entities, Bank shall review the documents sought at the
time of opening of account and obtain fresh certified copies.

b) Bank may not insist on the physical presence of the customer for the
purpose of furnishing OVD or furnishing consent for Aadhaar
authentication/Offline Verification unless there are sufficient reasons that
physical presence of the account holder/holders is required to establish their
bona-fides. Normally, OVD/Consent forwarded by the customer through

mail/post, etc., shall be acceptable.

c) Bank shall ensure to provide acknowledgment with date of having
performed KYC updation.

d) The time limits prescribed above would apply from the date of opening of
the account/ last verification of KYC.

e) In case of existing business relationship which is not KYC compliant or KYC
has not been updated as per prescribed periodicity, Bank shall temporarily
cease operations in the account. However before temporarily ceasing
operations for an account, the Bank shall give the client two notices of 10
days each and within 30 days period the account should be made KYC
compliant otherwise operations in the account shall be frozen. The account
holders shall have the option, to revive their accounts bv submitting the KYC




33. In case of existing customers, Bank shall obtain the Permanent Account
Number or Form No.60, by such date as may be notified by the Central
Government, failing which Bank shall temporarily cease operations in the
account till the time the Permanent Account Number or Form No.60 is

submitted by the customer.

Provided that before temporarily ceasing operations for an account, the Bank
shall give the client an accessible notice and a reasonable opportunity to be

heard.

However, operations in accounts of customers who are unable to provide
Permanent Account Number or form No.60 owing to injury, illness or infirmity
on account of old age or otherwise, and such like causes, may allowed to be
continued. The Branch Head shall allow such relaxation for continuation of
operations in such accounts till the time PAN or Form 60 is obtained from the
customer for which an officer from the branch will be deputed to personally
visit the customer for obtaining the PAN or Form 60. However, the Branch
Head shall ensure that such accounts are subject to enhanced monitoring.

Provided further that if a customer having an existing account-based
relationship with a Bank gives in writing to the Bank that he does not want to
submit his Permanent Account Number or Form No.60, Bank shall close the
account and all obligations due in relation to 21 the account shall be
appropriately settled after establishing the identity of the customer by
obtaining the identification documents as applicable to the customer.

Explanation — For the purpose of this Section, - temporary ceasing of
operations Il in relation an account shall mean the temporary suspension of
all transactions or activities in relation to that account by the Bank till such
time the customer complies with the provisions of this Section. In case of
asset accounts such as loan accounts, for the purpose of ceasing the
operation in the account, only credits shall be allowed.

Part VI - Enhanced and Simplified Due Diligence Procedure

A. Enhanced Due Diligence
34. Accounts of non —face-to-face customers: Bank shall ensure that the first

payment is to be effected through the customer’s KYC-complied account with
another Bank, for enhanced due diligence of non-face to face customers.

35. Accounts of Politically Exposed Persons (PEPs)
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a) Bank shall have the option of establishing a relationship with PEPs provided
that:
i. Sufficient information including information about the sources of funds

accounts of family members and close relatives is gathered on the PEP;

ii. The identity of the person shall have been verified before accepting the

PEP as a customer;

iii. The decision to open an account for a PEP is taken at a senior level, i.e. at
the level of Chief manager and above, in accordance with the Bank’ Customer
Acceptance Policy;

iv. All such accounts are subjected to enhanced monitoring on an on-going
basis;

v. In the event of an existing customer or the beneficial owner of an existing
account subsequently becoming a PEP, senior management’s approval i.e.
Chief Manager and above is obtained to continue the business relationship;

vi. The CDD measures as applicable to PEPs including enhanced monitoring on
an on-going basis are applicable.

b) These instructions shall also be applicable to accounts where a PEP is the
beneficial owner .

36. Client accounts opened by professional intermediaries:

Bank shall ensure while opening client accounts through professional
intermediaries, that :

a) Clients shall be identified when client account is opened by a professional
intermediary on behalf of a single client.

b) Bank shall have option to hold ‘pooled” accounts managed by professional
intermediaries on behalf of entities like mutual funds, pension funds or other
types of funds.

c) Bank shall not open accounts of such professional intermediaries who are
bound by any client confidentiality that prohibits disclosure of the client
details to the Bank.

d) All the beneficial owners shall be identified where funds held by the

intermediaries are not co-mingled at the level of Bank, and there are ‘sub-

arrannte’ earh nf them attrihntahle tn a hanefirial nwwnar ar whare ciich




