METHODS TO VERIFY AN
— INDIVIDUAL

TIMING FOR VERIFICATION: IMMEDIATELY

DIT FILE METHOD

Review Canadian credit file in existence for at least three years
Ensure name, address, and date of birth match information provided by the client

Record and keep client identification information, source of credit file, reference number, and date of verification

Note: A credit report or credit assessment is not sufficient, and the credit file request must be conducted at the time

of verification (i.e., client cannot provide you with a copy of the credit file)

OF AN AGENT

Determine what method of verification the agent will use
Prior to the agent acting, you and the agent must enter into a written agreement
Obtain from the agent the documents and information obtained under the agreement

Satisfy yourself that the documents are authentic, valid, and current, any other information obtained is valid and
current, and that the agent complied with the verification requirements

Record and keep the written agreement, client identification information, type of document, document number,
issuing jurisdiction and country, expiry date, and date of verification

ADDITIONAL STEPS FOR VERIFYING MINORS

Licensees must take the following additional steps when verifying the identity of certain minors as identified in By-Law 7.1:
 Individual under 12 years of age: Verify the identity of the minor’s parent or guardian using any of the above methods of

verification
e Individual between 12 and 15 years of age: Obtain information from a reliable source that contains the name and address of
the minor’s parent or guardian and confirms that the address of the parent or guardian matches the minor’'s address.




