Foundation East

Customer Identification and Address Verification Guidance


We are unable to process your application without appropriate identification and a completed, signed application form. Acceptable forms of identification are listed below. 

Original copies must not be sent with the application form, as Foundation East does not accept responsibility for loss of original documents. All documents must be photocopied.

Applicants must provide copies of at least one identification document from Section A and one address verification document from Section B.

Section A - Identification Verification

	Identification Method
	Notes
	Photocopy taken MUST Show

	
	
	Signature
	Photo

	Current signed passport
	Either a National Identity Card or Passport must be taken for Foreign residents.  


	YES
	YES

	Birth certificate
	Issued within 12months of birth, short or long form
	
	

	Current National Identity Card
	Either a Passport or National Identity Card must be taken for Foreign residents.
	YES
	YES

	Employer identity card which bears a photograph
	This must be from a known and reputable company.

Foundation East reserves the right to request other forms of identification document if it is unhappy with the Employer Card provided.
	YES
	Preferably

	Current full UK driving licence
	Both parts of the driving licence can be used as proof of address and proof of identity.
	YES
	YES 
(On the new style only)

	Credit/Debit card bearing a signature and photograph
	Remember to copy both sides of the card.
	YES
	YES

	Student Identification Card
	Issued by a recognised UK University/College and must have a photograph.
	If shown
	YES

	Construction industry sub-contractor's certificate CIS4 or CIS6 issued by the Inland Revenue which bears a photograph and signature
	
	YES
	YES

	Firearms Certificate
	
	YES
	YES

	British work permit/visa
	
	
	


   Section B - Address Verification

	Verification Method
	Notes 
	Photocopy taken MUST Show

	
	
	Signature
	Photo

	Current full UK driving licence
	Not to be used if already used for identification.
	YES
	YES 
(On the new style only)

	Utility Bill (must be gas, telephone, electricity or water)
	Must be less than three months old with evidence of payment (ie not a reminder/red bill).  

Mobile telephone bills are not acceptable. Evidence of payment can be one of the following: 

- Cashier's stamp 

- up to date payment book 

- proof of direct debit payment 

- the bill shows that the previous bill had been paid
	
	

	Bank/Building Society/Credit Union statement or passbook containing address
	Must be less than three months old. Passbooks must have been updated within last three months. 
	
	

	Council Tax Bill
	Must be valid for current year.
	
	

	Local Council rent card or tenancy agreement
	This can be a private tenancy agreement, which must be on headed notepaper. Hand-written agreements are unacceptable.
	
	

	Recent original mortgage statement from a recognised lender
	Must be less than three months old.  
	
	

	Benefit book or original notification letter from the Benefits Agency confirming the right to benefits
	eg Child Benefit, Disability Benefit, Pension Benefit.  


	
	

	Valid certificate of insurance
	Must be current and not just a quote.

Can be house insurance, motor car insurance
	
	

	Addressed payslip
	
	
	


· If Foundation East has reasonable grounds to conclude that an individual client is not able to produce the above evidence of their identity and cannot reasonably be expected to do so, Foundation East may accept a letter or statement from a person in a position of responsibility who knows the client.  The letter should state in what capacity the person knows the client and that the person can confirm their identity and permanent address, if they have one.
· Examples of persons in a position of responsibility include solicitors, doctors, and ministers of religion, teachers, hostel managers and social workers.

· If whatever reason Foundation East are not happy with any documents supplied, we reserve the right to seek further clarification to be provided.

Please address any questions to: 
Foundation East, Saxon House, 7 Hillside Business Park, Kempson Way, Bury St Edmunds, Suffolk. IP32 7EA.
Tel: 01284 757777

email: info@foundationeast.org

website: www.foundationeast.org
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