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G U I D A N C E  N O T E S  

 
 
K e y  I n d i v i d u a l  F o r m  

 
A Key Individual Form is required for all beneficial owners having ultimate level of control or entitlement 
of the funds.  
 
C e r t i f i e d  C o p y  o f  P a s s p o r t  

 
A certified copy of passport is required (photo and pages which confirm signature, date and place of 
birth). Certification must be by a suitable person such as a notary public, a lawyer or accountant, a 
director or manager of a regulated credit or financial institution. The certifier should legibly date and sign 
the copy document and clearly indicate his capacity or position on it and, in the case of a passport, must 
state that the photograph bears a true likeness of the individual.  

 
P r o o f  o f  A d d r e s s  

 
This requirement may be fulfilled by providing one of the following documents: 
 

� Recent utility bill (for gas, electricity, fixed line telephone or water supply services) 
� Current driving license (provided it contains the individual’s address)  
� Recent credit card bill or bank statement 

 

The document provided must reflect the current address of the individual. Any copy document must be 
certified. 

 
P r o f e s s i o n a l  R e f e r e n c e  L e t t e r s  

 
Two reference letters from professionals who know you in a professional capacity are required (e.g. 
lawyer, accountant, director or manager of a regulated financial or credit institution. The reference letter 
should state the name, capacity or position of the referee and the length of time (not less than one year) 
that the referee has known the referred. Reference letters should be current, i.e. not older than three 
months. 

 
D e l i v e r y  o f  O r i g i n a l  D o c u m e n t a t i o n  

 
These may be faxed to us for review but the originals must be sent to us by courier or mail and regretfully 
we cannot undertake work until the originals have been received. All documents must be in English or if 
not then a translation from an independent and accredited translator should be attached. 

 
 

 
 

 
 

 
 

Please contact our Geneva office for further information. 

 

CSF Management S.A. 
Place de la Métropole 2, 5

th
 Floor 

P.O. Box 3717 
1211 Geneva 3 
Switzerland 
Tel +41 22 311 22 00 
Fax +41 22 311 22 03 
office@csf-mgt.com 
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C o m m i t t i n g  t o  E x c e l l e n c e  i n  F i d u c i a r y  S e r v i c e s  
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