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INSTRUCTIONS FOR COMPLETION 
Where a customer of Oak is a legal entity/legal arrangement, the relevant Corporate Questionnaire must be completed for the legal entity/legal arrangement itself. In addition to this, the relevant Corporate Questionnaires must also be completed for all entities throughout the structure of the customer, and their owners and controllers.   The available Corporate Questionnaires for completion are:  
Corporate Questionnaire - Companies 
Corporate Questionnaire - Partnerships 
Corporate Questionnaire - Trusts 
Corporate Questionnaire - Foundations 
Corporate Questionnaire - Other 
Corporate Questionnaire - Individuals 
As part of the completion of the relevant Corporate Questionnaires, the Declarations and CDD Checklists must also be completed, signed, and returned to Oak along with any supporting documentation. 
If the customer is acting in the capacity of a nominee on behalf of a third party, the Declarations and CDD Checklists must be completed for both the nominee and the third party. Appropriate documentation to verify both parties is to be provided. 
Please refer to the relevant sections for further guidance. 
Documents must be certified once only.
We require either wet ink certified hard copies or electronically certified (via a secure digital platform such as DocuSign) copies of all documents.We are unable to accept electronically certified documents where they contain signatures that are not digitally secure (i.e., if they are a copy andpasted picture of a signature).
Please note that following a review of all of the documentation provided, additional information/documentation may be requested. 
DATA PROTECTION 
We may use the information you send us together with other information, which comes from or relates to you, to discharge our functions effectively. This may include us sharing the information we hold about you with other bodies, such as regulators and law enforcement agencies, some of whom may be located outside of The Crown Dependencies, Mauritius and the European Economic Area. Data Protection legislation provides you with various rights, including the right to ask for a copy of the information we hold on you, and the right to have inaccuracies corrected. To better understand your rights and how we handle your information, we would encourage you to read our Privacy Notice; or to contact the Data Protection Officer on dataprotection@oak.group. 
CUSTOMER INFORMATION 
INDIVIDUALS
Forename(s)
Surname
Previous Forename(s)
Previous Surname
Alias
Title
Residential Address
Mailing Address
Same as Residential Address
Address Line 1
Address Line 1
Address Line 2
Address Line 2
Address Line 3
Address Line 3
City
City
Region
Region
Postal Code
Postal Code
Country
Country
Date of Birth
City/Town of Birth
Country of Birth
Gender
Contact Details
Mobile Number
Home Number
Work Number
Email
Nationalities (please disclose all)
Nationality
ID Document Type
ID Document Number
From Date
Expiry Date
Occupation
Employer Name
Employer Address
Address Line 1
Address Line 2
Address Line 3
City
Region
Postal Code
Country
Is the individual a Politically Exposed Person (PEP)?
Is the individual a High Profile Person (HPP)?
Refer to Section A. POLITICALLY EXPOSED PERSON(S) (PEP) AND / OR HIGH PROFILE PERSON(S) (HPP) DECLARATION for definitions and if yes, complete the declaration
GUIDANCE, DEFINITIONS AND DECLARATIONS
A. POLITICALLY EXPOSED PERSON(S) (PEP) AND / OR HIGH-PROFILE PERSON(S) (HPP) DECLARATION
PEP Definition: a PEP is considered to be an individual who is or has been entrusted with a prominent public function or international organisation, for example:
Head of State, head of government, senior politician or an important political party official.
Senior government, judicial or military official.
Senior executive of state-owned corporation. 
A prominent person who is, or has been, entrusted with a prominent public function by an international organisation. 
Immediate family would include: 
Spouse/partner
Children and their spouses or partners
Parent or parent-in-law
Siblings/siblings-in-law/half/step
Grandparents or grandchildren.
Close associate may include: 
A person who is widely known to maintain a close business relationship with a PEP
A person who is in a position to conduct financial transactions on behalf of a PEP.
If Yes, please state brief description of the PEP function, relationship or association.
HPP Definition: an HPP is an individual who has attracted much attention or publicity from a community, or in television, newspapers etc., or by virtue of their position as a senior executive of a well-known commercial enterprise.   If Yes, please state brief description. 
The above lists are not exhaustive. If you are in doubt as to whether you fall within a PEP or HPP definition, please provide additional information to us for consideration. 
B. SOURCE OF FUNDS AND SOURCE OF WEALTH DECLARATIONS 
This section only needs to be completed by those individuals who are contributors of funds to the corporate vehicle
Has this individual contributed any funds to the corporate vehicle?
To comply with current legislation, we are required to ascertain how you acquired the funds, which make up the pool of assets introduced to Oak / the structure. 
Please complete the next section by giving as much details as possible to satisfy these requirements i.e.: 
If funds derived from employment, please detail: What is/was the employers name(s) and nature of business? What positions do you/have you held? How long have you been/were you employed there?  
If funds derived from self-employment, please detail: What is/was the business? When was it formed? How was business started? How did the individuals develop the skills/knowledge/ contacts required to start the business successfully?  
If funds derived from inheritance, please detail: From whom did you inherit? How much did you inherit and when? How did they generate their wealth?  
If funds derived from a gift, please detail: From whom did you receive it? How much were you given and when? Why did they give it to you? How did they generate the funds?  
If funds derived from a property sale, please detail: How and when was the property initially acquired? How much were the sale proceeds? What was the address of property? When was it sold?  
If funds derived from maturing investments, please detail: What sort of investment was it? How long have you had the investment and how was it initially acquired?  
For each of the above, please include the name of the country/countries where the funds were derived. 
Source of Funds 
Source of funds refers to the activity which generates the specific funds you are introducing. For example, your source of wealth might be farming or property development, but the source of funds is the sale of a specific asset or piece of property. In some instances, the source of funds and the source of wealth could be the same. 
Additional documentation may be requested to support the source of funds statement you make herein: 
Source of Wealth 
Source of wealth is often distinct from the source of funds and describes the activities which have generated the total net worth of a person, i.e., those activities which have generated your net assets and property. This is typically your employment and perhaps several other events/activities and we should understand both the geographical locations involved and how the activities link together. 
Additional documentation may be requested to support the source of wealth statement you make herein: 
C. CERTIFICATION 
Acceptable Certification Wording - Address Verification
Address  - “I certify this to be a true copy of an original document that I have seen”.
Requirements, Verification of identity - Passport/National Identity Card
We will verify your identity electronically upon receipt of this form. If you would prefer to provide a certified document to verify your identity, please use our Identity Certification Form which may be found within our Downloads section Downloads - Oak Group
Acceptable Certifiers 
Lawyer, Solicitor or Advocate who is a member of a recognised professional body.  
Accountant who is a member of a recognised professional body.  
Senior officer of a Bank or another regulated/licensed Financial Services Business which is based in a well-regulated equivalent jurisdiction. 
British Consular official.  
Certifier Information must include the following information: 
Full name and signature.  
Date of certification.  
Job title/position or capacity in which they are signing.  
Name of regulatory body (if applicable i.e., ACCA, FSA, Law Society).  
Registration number issued by regulatory body (if applicable).  
Contact information.  
The country in which the certification took place.
When certifying on behalf of an entity, the signature must be the individual's, with the position and name of the entity clearly stated.
Based upon the jurisdiction of the certifier, further consideration will be given on a risk-based approach to determine if the certifier and/or certification are suitable. We reserve the right to determine suitability of any documents provided.
It may be possible to expedite the provision of CDD documents using electronic IDV.  For applicants in certain jurisdictions this will include verification of your address.  Please email your contact at Oak for further details of this process.
Please note that: 
Documents must be certified once only.  
Certified copies of documents previously certified may only be accepted when provided by regulated service providers in the British Crown Dependencies.
We require either wet ink certified hard copies or electronically certified (via a secure digital platform such as DocuSign) copies of all documents. We are unable to accept electronically certified documents where they contain signatures that are not digitally secure (i.e., if they are a copy and pasted picture of a signature).
A person cannot be a suitable certifier if they are related to the person being identified by birth or marriage; or in a relationship or living with the person being identified.
When certifying on behalf of an entity, the signature must be the individual's, with the position and name of the entity clearly stated.
I hereby certify this is a true copy of the original document which I have seen and that the photograph bears a true and complete likeness of the individual concerned, whom I have met. In addition, to my knowledge, the document does not appear to have been altered in any way.
CHECKLISTS 
No. 	

Information / Document Required 	

1.
A certified copy or electronic ID verification (per Oak’s requirements) of a valid passport, driving licence or national identification document(s), showing a photograph and to include as a minimum, first name, last name, place of birth, date of birth and nationality.
2.
An original or certified document to verify the permanent residential address, typical example of documents accepted are recent utility bills, bank statements, or correspondence from a central department or local government agency (less than 3 months old).    Store cards and mobile telephone bills are not acceptable documents for address verification. 
3.
FATCA/CRS Self-Certification Form is complete.
4.
Source of Funds and Source of Wealth Declaration  - completed and including Curriculum Vitae where applicable.
5.
PEP/HPP Declaration  - completed (if applicable). 
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