
Please use this guide to assist you with completion of Client Due Diligence (“CDD”). Concept Group Limited (“Concept”) complies 
with local legislation and its own internal policies to ensure appropriate CDD is obtained on its clients. Failure to provide complete 
documentation will delay an application or even cause an application to be rejected.

Source of Funds – refers to the activity which generates the funds within a business relationship, i.e.  the product. Any funds settled/
transferred/contributed to the product should be detailed within the application, with an explanation of how the funds were 
accumulated and details of where they are coming from. 

Source of Wealth - describes the activities which have generated the total net worth of an individual both within and outside a 
business relationship. The source of wealth will include an overview of the origin of a member’s overall wealth (and over what period). 

Generally, simple one word answers will not be accepted and will result in the application being placed on hold until full details have 
been provided i.e. “income”, “dividends”, “salary”, or “work”. 

Examples of description to be provided:

a) sale of XYZ Ltd in 1997, a UK private company which produces car engine parts
b) life time savings and salaries as doctor working in general practice in UK
c) inheritance from parents UK estate and UK property development over the last 10 years. 

   Source of funds, wealth & income

   Current source of income
Current source of income should provide a detailed description of how the client is currently accumulating their personal income i.e. 
working for ABC bank as a client manager.

If the client wishes to add further funds to their product, they will be required to provide additional Due Diligence detailing how the 
funds were accumulated and where they will be coming from. 

Concept reserve the right to request the client to produce evidence to validate their source of wealth or source of funds in relation 
to the assets being settled/transferred/contributed. Failure to provide this evidence will result in the application being rejected.

Concept requires two* original copies of ONE of the following documents in order to prove an applicant’s permanent residential 
address:

The following are considered to be suitable to verify the residential address of individuals: 

I.	 An	original	or	certified	copy	of	a	bank	or	credit	card	statement,	or
II. A utility bill which must be less than three months old, (mobile phone bills are not acceptable),

Non-bank	cards	i.e.	store	cards,	mobile	telephone	bills		or	addresses	that	feature	‘care	of’	are	NOT	ACCEPTABLE	as	confirmation	of	a	
residential address, nor are statements printed from a website nor those which do not feature an actual physical address.

Documents addressed to PO Box numbers are not normally acceptable unless there is reference to the physical address on the 
document.

If the applicant is unable to provide evidence of their residential address using the means set out above, please provide us with a 
valid reason for being unable to produce the documentation and notify us which documents they are able to  provide to verify their 
residential	address,	Concept	will	then	confirm	whether	this	will	meet	their	local	regulatory	requirements.

In	the	event	that	it	is	still	not	possible	to	provide	a	suitable	document,	Concept	may	agree	to	accept	an	Address	Verification	Form	
but this will only be after all other avenues have been exhausted.

If you have provided documentation in a language other than English, you will need to arrange for the document(s) to be translated 
into	English	and		certified	by	an	authorised	professional	such	as	a	notary.

Please note where the document(s) has not been translated, Concept will arrange for this to be done with the cost being charged 
to the client.

   Proof of permanent residential address

   Client Due Diligence Guide

Concept reserves the right to refuse any application at their discretion and is not obliged to provide a reason. 

Incomplete CDD is the most common factor in delaying an application. Following this guide will assist in ensuring the prompt 
processing of an Application Form.
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I	certify	that	having	seen	the	individual	and	the	identification	
document at the same time, I certify this to be a true and 
exact copy and that the photograph is a true likeness

Signed:

Date:  

Capacity:

Contact details

If	you	have	any	questions	or	difficulties	in	providing	CDD,	please	contact	in	the	first	instance	
The Concept Group Compliance Department: T: +44 (0) 1481 723550       E: clientservices@cgl.gg

The	 certified	 original	 copy	 of	 the	 client	 due	 diligence	
document should look like this:

   Document certification

Checklist	for	Document	Certification

1.  Take a photocopy of the original document:

a) For ID documentation - insert the followingwording directly underneath  
     the photocopy of the document:  

‘I certify that having seen the individual and the identification document 
at the same time, I certify this to be a true and exact copy and that the 
photograph is a true likeness’.

b) For all other documents - insert the following wording on the photocopy  
     of the document: 

‘I certify that having seen the original and photocopy at the same time this 
is a true and exact copy’.

2.	Add	certifier’s	signature	and	the	date.

3.	Print	certifier’s	name	underneath	signature	in	BLOCK	CAPITALS.

4.	State	the	capacity	in	which	the	certifier	is	certifying	the	document		(i.e.	 
    Accountant, Lawyer, etc) and include any regulatory licence number.

5.	Where	applicable	 an	 official	 corporate	 stamp	 should	be	 used,	 stamp	 
						the	copied	document	and	ensure	that	the	certifier’s	professional	address	 
     is quoted.

6. Ensure contact details are provided.

For	certification	to	be	effective,	the	certifier	will	need	to	have	seen	the	original	documentation	and	where	certifying	evidence	of	identity	
containing a photograph, have met the individual. Copies must be CLEAR and LEGIBLE.
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   Validation of identity
Concept requires two* original copies of ONE of the following documents, in order to verify the legal name, address, date and place 
of	birth,	nationality	and	official	personal	identification	number	of	the	applicant.	The	following	documents	are	considered	to	be	the	best	
possible, in descending order of acceptability: 

I. current passport (providing photographic evidence of identity), or
II. armed forces identity card (providing photographic evidence of identity)

If the applicant is unable to provide evidence of their identity using the means set out above, please provide Concept with a valid 
reason for being unable to produce the documentation and notify Concept which documents they are able to  provide to verify their 
identity.	Concept	will	then	confirm	whether	this	will	meet	their	local	regulatory	requirements.

Please note the document MUST include:

1.	 Official	identification	number	or	other	
	 unique	identifier	document	i.e.	passport	number
2. Photograph of the applicant
3. Full name
4. Date of birth
5. Place of birth
6. Nationality
7. Date and Country of issue

In addition to the above, Concept also requires full details of the applicant’s 
full legal name, any former name(s) (such as a maiden name) and any other 
names used.

Where an identity card is used to validate identity, both sides of the document containing data MUST be provided. 
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Concept Group Limited (Registered Number: 41012) is regulated by the Guernsey Financial 
Services Commission (GFSC) and licensed under the Regulation of Fiduciaries, Administration 
Businesses and Company Directors etc (Bailiwick of Guernsey) Law, 2000.  The registered 
office	is	First	Floor,	Cambridge	House,	Le	Truchot,	St	Peter	Port,	Guernsey,	GY1	1WD

Concept Group Limited
PO	Box	130,	Cambridge	House
Le Truchot 
St Peter Port
Guernsey
GY1	3HH
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Follow us on Twitter
@CGLonline

Follow us on LinkedIn
www.linkedin.com/company/concept-group-limited

E:   info@cgl.gg

W: www.cgl.gg

T:   +44 (0) 1481 723550

F:   +44 (0) 1481 716566
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