HOW IT WORKS ?

Steps to Apply for Company KYC

1. Gather Required Documents:

e Certificate of Incorporation: Proof that your company is registered.

e PAN Card: The Permanent Account Number (PAN) card of the company.

e Directors' Details: Information about the directors, including their DIN (Director
Identification Number) and PAN.

e Proof of Business Address: Documents such as utility bills, rent agreements, or any other
official document that verifies the business address.

e Bank Statement: A recent bank statement may also be required.

2. Register on the Relevant Portal:

Visit the official website of the regulatory authority (such as the Ministry of Corporate Affairs
in India) where your company is registered.

Create an account if you don't already have one.

3. Complete the KYC Form:

Fill out the KYC application form available on the portal.

Ensure all details are accurate and match the documents you have gathered.

4. Upload Required Documents:

Attach the gathered documents in the specified formats (usually PDF, JPEG, etc.).
Make sure the documents are clear and legible.

5. Review and Submit:

Double-check all the information and documents you have uploaded.

Submit the KYC application.

6. Receive Acknowledgment:



After submission, you should receive an acknowledgment receipt. This may be in the form of
a confirmation email or a message on the portal.

7. Track Application Status:
Use the tracking option provided on the portal to monitor the status of your KYC application.
8. Respond to Queries (if any):

If the regulatory authority has any questions or requires additional information, respond
promptly to avoid delays.

9. Receive KYC Approval:

Once your application is reviewed and approved, you will receive a confirmation regarding
your KYC status.

Tips:

e Stay Updated: Regulations can change, so ensure you are aware of the latest
requirements.

e Consult Professionals: If you are unsure about the process, consider consulting with a
legal or compliance expert.

e Maintain Records: Keep copies of all submitted documents and correspondence for
future reference.

Important Notes:

The specific process may vary depending on the jurisdiction and the regulatory authority
involved, so always refer to the official guidelines provided by the respective authority.

Some jurisdictions might have additional requirements, such as KYC for foreign directors or
shareholders, so ensure compliance accordingly.



