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National Identity Card 
bearing name, photo 

and address 
印有姓名，相片及地

址的身份證明文件 

ADDRESS PROOF – CHINA ID CARD (SAMPLE) 
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Driving License 
bearing name, photo 

and address 
印有姓名，相片及地

址的駕駛執照 

ADDRESS PROOF – DRIVING LICENSE (SAMPLE) 
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Recent 3 months 

最近三個月發出 

ADDRESS PROOF – PAYMENT NOTIFICATION (SAMPLE) 
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Certified by CPA / lawyer / 
banker / notary public in a FATF 
member / comparable jurisdiction 

acceptable to HSBC. HKICS 
member or HSBC branch officer 
由下列人士簽證為真確的副本： 

本行認可的打擊清洗黑錢財務行

動特別組織成員或相應國家的執

業會計師 / 律師 / 往來銀行 / 公證

人，香港特許秘書公會會員或任

何滙豐分行主管 

CERTIFICATE OF INCORPORATION (SAMPLE) 
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Certified by CPA / lawyer / banker / notary 
public in a FATF member / comparable 
jurisdiction acceptable to HSBC. HKICS 

member or HSBC branch officer 
由下列人士簽證為真確的副本： 

本行認可的打擊清洗黑錢財務行動特別組

織成員或相應國家的執業會計師 / 律師 / 往

來銀行 / 公證人，香港特許秘書公會會員

或任何滙豐分行主管 

BUSINESS REGISTRATION CERTIFICATE (SAMPLE) 
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OWNERSHIP STRUCTURE CHART (SAMPLE) 
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CERTIFICATE OF INCUMBENCY (SAMPLE) 

<Full Legal Company Name> 

(the “Company”) 
 

We, (Full Legal Company Name_______________________), a company incorporated under the laws of 

the (Country__________) and holding a licence under (*Issuing Authority___________) of the said laws, 

DO HEREBY CERTIFY as follows: 

 
1. (Register Agent Name___________) is the Registered Agent of the Company. 

 

2. The Registered Office of the Company is at (___________________________) 

 

3. According to the records available at the Registered Office of the Company, the Company was duly 

incorporated pursuant to the (Regulation Act___________) on <Date of Incorporation> with Company 

Number <Company Number>, validly existing and in good standing under the (Country Law of 

regulation___________). 

 
4. The Company’s trading address is at < >; 

 

5. The Company’s correspondence address is at < >; 

 

6. A copy of the Certificate of Incorporation of the Company is annexed hereto. 

 

7. A copy of the Memorandum and Articles of Association of the Company is annexed hereto. 

 

8. According to the records available at the Registered Office of the Company, the following is/are the 

director(s) of the Company: 

 
Name  Date Appointed 

  

 
A copy of our file copy of the Register of Directors of the Company is annexed hereto. 

 

9. According to the records available at the Registered Office of the Company, the following is the secretary of 

the Company: 

 

Name  Date Appointed 

  

 
A copy of our file copy of the Register of Secretary of the Company is annexed hereto. 

 

10. According to the records available at the Registered Office of the Company, the following is/are the 

member(s) of the Company:- 

      

Name  No. of Share(s) Held  

  

 

 

A copy of our file copy of the Register of Members of the Company is annexed hereto. 
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CERTIFICATE OF INCUMBENCY (SAMPLE) 

 
11. According to the records available to the Registered Agent of the Company, the following is/are the beneficial 

owner(s) of the Company:- 

 

 

        

(Company Name:__________) has conducted a compliance review utilising its own as well as third party 

resources. 

OR 

(Company Name:__________) has conducted a compliance review utilising its own as well as third party 

resources and as a result (Company Name:__________) suggests that the bank may wish to consider 

additional background checks.  

 

12. The Company is authorized issue a maximum of ___________ shares of a single class each with a par value of 

(____________). 

 

13. The Company does not maintain with its corporate records at the Registered Office any evidence of existing 

mortgage, charge or other encumbrance and based on a search conducted at the Registry of Corporate Affairs 

(the “Registry”) on < >, no charges have been registered with the Registry in the (Country of 

Registration_______________). 

 

OR 

 

The Company maintains with its corporate records at the Registered Office a copy of Register of Charges, a 

copy of which is attached hereto. Based on a search conducted at the Registry of  Corporate Affairs (the 

“Registry”) on < >, a copy of the Register of Charges kept at the Registered Office of the Company is filed at 

the Registry and no other such Register is filed at the Registry. 

 

14. According to the records available at the Registered Office of the Company, there are no actions, pending or 

threatened, against the Company and/or its assets and no notice of any litigation filed against the Company 

and no liquidation or dissolution nor insolvency proceedings have been commenced against the Company. 

 

15. According to the records available at the Registered Office of the Company, the records and underlying 

documentation are located at < >, and the location of original books and records is at < >. The person who 

maintains and controls such records and underlying documentation is < > at < >. 

 
16. According to a search made on < > in the Cause Book kept at the (_________________), there is no High 

Court action to which the Company is a party. 

 

 

For and on behalf of  

(Name of Registered Agent) 

 

_____________________________________________________________________________________ 

Signed by Authorized Signature 

Date: __________________________________ 
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Name  Date of Birth Nationality Address No. % of share(s) held 
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DIRECTOR / BENEFICIAL OWNER DECLARATION (SAMPLE) 
 

 

I, (name ________________________ ) of (address ______________________ ) being a *director / beneficial owner of 

(company name ___________________________________ ) (the "Company") hereby confirm and declare that: 

 

1. the place of incorporation of the Company is at _____________________________________ 

 

2. the business address of the Company is at _________________________________________ 

 

3. the company's registered office address in the place of incorporation is at _________________________ 

____________________________________________________________________________________ 

 

4. the company is still registered and has not been dissolved, wound up, suspended or struck off 

 

5.  the authorised capital of the Company is (total amount of authorised capital __________________ ) divided 

into (total number of shares ______________________ ) shares of (amount of authorised capital for each share 

__________________________ ) each. 

 OR 

 the Company is authorised to issue no more than ___________________ shares issued *with a par value 

__________________________ / without a par value. 

 

6. the current director(s) of the Company are: 

Name Date of Appointment 

  

  

  

 

7. the current secretary of the Company is: 

Name Date of Appointment 

  

 

8. the current principal shareholder(s) (i.e. companies/individuals with 10% or more of the shares/voting rights of the 

Company, of which none are held in the form of bearer shares) are: 

Name % of Shares 
% of Voting 

Rights 

   

   

   

 

9. the current #beneficial owner(s) (Please refer to Note a - d below) 

Name 
% of 

Shares 

% of 

Voting 

Rights 

Ultimate 

Control Over 

Management 

(Yes/No) 
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DIRECTOR / BENEFICIAL OWNER DECLARATION (SAMPLE) 

 

 

 

Note: 

#Beneficial Owners Information 

a. In relation to a corporation (if fulfils any of the following criteria): means an individual who, 

- owns or controls, directly or indirectly, including through a trust or bearer share holding, not less 

than 10% of the issued share capital of the corporation; or 

- is directly or indirectly, entitled to exercise or control the exercise of not less than 10% of the 

voting rights at general meetings of the corporation; or 

- exercises ultimate control over the management of the corporation; or 

- if the corporation is acting on behalf of another person, means the other person. 

b. In relation to a partnership (if fulfils any of the following criteria): means an individual who, 
- is entitled to or controls, directly or indirectly, not less than 10% share of the capital or profits 

of the partnership; or 

- is directly or indirectly, entitled to exercise or control the exercise of not less than 10% of the 

voting rights in the partnership; or 

- exercises ultimate control over the management of corporation; or 

- if the partnership is acting on behalf of another person, means the other person. 

c. In relation to a trust (if fulfils any of the following criteria): means an individual who, 
- is entitled to a vested interest in not less than 10% of the capital of the trust property, whether the 

interest is in possession or in the remainder or reversion and whether it is defeasible or not; or 

- the settler of the trust; or 

- a protector or enforcer of the trust; or 

- an individual who has ultimate control over the trust. 

d. In relation to a person other than (a) to (c) (if fulfils any of the following criteria): means an 
individual who, 
- ultimately owns or controls the persons; or 

- if the person is acting on behalf of another person, mean the other person. 

 

 

 

 

 

 

 

 

 
____________________________________ 

Signature of  * Director / Beneficial Owner 

Name: 

Date: 

 

Note: *Please delete whichever is not appropriate. 
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CERTIFICATION LETTER (SAMPLE) 

 

From Notary Public/ Lawyer/ CPA/ Registered Agent/ Actuary/ 

Corporate Secretarial Service Providers/ Member of HKICS 

 

 
To: The Hongkong and Shanghai Banking Corporation Limited  

 

 

 Date: ______________________ 

 

 

Dear Sirs 

 

I/We ____________________________________________________________________________ 

(name of the Notary Public or Lawyer or CPA or Registered Agent or Actuary or Corporate Secretarial Service Provider or HKICS 

member) of _______________________________________________________________________________ 

________________________________________________ (address), being a *Notary Public / Lawyer / 

Certified Public Accountant / Registered Agent / Actuary / Corporate Secretarial Service Provider / Member 

of the HK Institute of Chartered Secretaries of _____________________________________ (country), certify 

that the information contained in the following attached document(s) is correct and accurate as at the date 

hereof. 

  Certificate of Incumbency 

  Director / Principal Shareholder / Beneficial Owner Declaration 

  Organisation Chart certified by director 

 

 

Yours faithfully 

 

 

 

 

 

 

 

______________________________ 

Signature  
 

Name: 
 

Country of registration: 
(Country of registration of the Notary Public or Lawyer or CPA or Registered Agent or Actuary or Corporate Secretarial Service 

Provider) 

 

 

 

 

 

 

Note: *Please delete whichever is not appropriate. 
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MANDATE AND SIGNATURE CARD (SAMPLE) 

ABC Company Ltd 

Flat A, 1/F, DDD Industrial Building, 1 EEE Road, Kowloon 

Date of Meeting 
開會日期 same as above 

1 March 2010 

Any one of XYZ CHAN, UWV WONG, HIJ CHEUNG 

HKD Current and HKD Savings 

- 

same as point 1 

- same as point 1 

- 

- 

same as point 1 

Back to top 
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MANDATE AND SIGNATURE CARD (SAMPLE) 

ABC Company Ltd 

Flat A, 1/F, DDD Industrial Building, 1 EEE Road, Kowloon 

same as above 

1 March 2010 

HKD Current and HKD Savings 

Any one of XYZ CHAN, UWV WONG, HIJ CHEUNG 

- 

same as point 1 

- 

- 

same as point 1 

same as point 1 

Date of Meeting 
開會日期 

1 March 2010 

Mr XYZ CHAN 0   1   1  1  1  9  5  0 

x                                      x 

x                           Flat A, 8/F, OO Garden, Kennedy Town, HK. 

Mandate 
Completion Date 
授權書完成日期 

Directors who will 
operate the account 
授權簽署董事 

D111111(1) 

Ms UWV WONG 1   2   1  2  1  9  6  5 

x                           Flat V, 2/F, TT Terrace, Mongkok, Kln. 

   
 

 

D222222(2) 
x                                      x 

MANDATE AND SIGNATURE CARD (SAMPLE) 
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1 March 2010 

Mr XYZ CHAN 0   1   1  1  1  9  5  0 

x                                      x 
D111111(1) 

x                           Flat A, 8/F, OO Garden, Kennedy Town, HK. 

Ms UWV WONG 1   2   1  2  1  9  6  5 

x                                      x 
D222222(2) 

x                           Flat V, 2/F, TT Terrace, Mongkok, Kln. 

Mr HIJ CHEUNG 0   9   1  0  1  9  6  3 

x                                      x 
G333333(3) 

x                           Flat F, 10/F, KK Court, 123 Caine Road, HK. 

Mandate 
Completion Date 
授權書完成日期 

Directors who will 
operate the account 
授權簽署董事 

Other persons who will 
operate the account 
其他授權簽署人士 

   
 

 

 

MANDATE AND SIGNATURE CARD (SAMPLE) 

MANDATE AND SIGNATURE CARD (SAMPLE) 
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Mr XYZ CHAN 

Ms UWV WONG 
Mr HIJ CHEUNG 

 

Any one of three 

 

ABC Company Ltd 

   
 

 

 

MANDATE AND SIGNATURE CARD (SAMPLE) 
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INCORPORATION FORM (SAMPLE) 

Note: Please refer to the 
Companies Registry 

website for the full version 
of the document sample 
注意：請於公司註冊處網站

查閱完整樣本 
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Note: Please refer to the 
Companies Registry 

website for the full version 
of the document sample 
注意：請於公司註冊處網站

查閱完整樣本 

 

INCORPORATION FORM (SAMPLE) 
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Note: Please refer to the 
Companies Registry 

website for the full version 
of the document sample 
注意：請於公司註冊處網站

查閱完整樣本 

 

ANNUAL RETURN (SAMPLE) 
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Note: Please refer to the 
Companies Registry 

website for the full version 
of the document sample 
注意：請於公司註冊處網站

查閱完整樣本 

 

NOTIFICATION OF CHANGE OF SECRETARY AND DIRECTOR (SAMPLE) 
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Note: Please refer to 
Inland Revenue 

Department for the full 
version of the 

document sample 

注意：請於香港稅務局

查閱完整樣本 

FORM 1(a) (SAMPLE) 
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FORM 1(c) (SAMPLE) 

Back to top 

Note: Please refer to 
Inland Revenue 

Department for the full 
version of the 

document sample 

注意：請於香港稅務局

查閱完整樣本 


