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Fill-in instructions for the KYP form

General
The KYP form aims at a better knowledge of the business partners, and the way they carry out their activity, so carefully analyze the content of the sections and answer honestly. 
The form is locked and does not allow editing except in the areas specially designed to be edited. Generally, these sections are aligned on the right column of the document. Editable regions have warning characters, generally gray with yellow borders.  
Use the same character throughout the document to mark a change – don't alternate between letters and symbols, keep the writing form constant.  We recommend using the letter X. 
In the sections with the answer option between yes and no, replace the symbol [image: ] with the letter of your choice, according to the instruction above. 
In the sections where more information is required, please prepare a separate document with that information, which you will issue/sign in accordance with the document issuance policy in your company. 
The signature will usually be electronic, with a QES certificate. To the extent that you do not have this possibility, please print the form after filling it out, sign it in ink, preferably blue, apply any other certification mark (seal, stamp), if applicable, and then scan it. In the case of signing in ink, after scanning, the original copy will be sent to RetuRo, by courier/mail, at the first opportunity, and the scanned copy will be sent by email to the email address of the person within RetuRo who initially sent the request for completion. 

 
A. GENERAL INFORMATION
This section is meant to briefly describe the company. 
Company Name – write on the right column the name of the company, as it appears on the certificate issued by the Trade Register, without the final particle that determines the form of organization (SRL, SA, etc). 
Legal Form: to be completed with SRL, SA, etc., as the case may be
Type and nature of the company's activity: Briefly describe (maximum 200 characters) what the company does; at least, write the original object of activity, both the figures and the text on the certificate of registration with the Trade Register.
The company is: write the letter X in the box before the text that applies to you. For example:
[image: ] 
Are any of the directors / shareholders / proxies / beneficial owners citizens of the high-risk state[footnoteRef:1]?: Before filling in, please check by accessing the link indicated in the footer of the page, if any of the categories of persons indicated are citizens of a state with a degree of risk; after verification, replace the corresponding box with X.  [1:  For jurisdictions considered by the European Union to have a weak anti-money laundering regime, see the Annex to Commission Delegated Regulation (EU) 2016/1675 of 14 July 2016 supplementing Directive (EU) 2015/849 of the European Parliament and of the Council by identifying high-risk third countries with strategic deficiencies https://eur-lex.europa.eu/legal-content/RO/TXT/PDF/?uri=CELEX:02016R1675-20231018 ] 

Is the company a publicly traded company? Replace [image: ] with the letter X to indicate which situation applies to you. 
Does the company carry out activities where cash is used? Replace [image: ] with the letter X to indicate which situation applies to you. 
Is the business relationship carried out remotely, without additional security measures? Replace [image: ] with the letter X to indicate which situation applies to you. 

B. INFORMATION ON THE OWNERSHIP AND CONTROL STRUCTURE OF THE CONTRACTUAL PARTNER
This section details information regarding the control and representation of the company, and, at the same time, who is the real beneficiary of the company. Here, you will fill in by writing text in the box on the right, related to each category. 
Structure of the Company's management bodies: A short but comprehensive description of the management structure (e.g., 
· If the company is managed by a board of directors, enter in the box both the fact that it is a board of directors, as well as the number of members, and the duration of their term of office (for example, 4 years). 
· If the company is managed by a single administrator, mention the name and surname, and the duration of the mandate. If there are legal person administrators, mention this, together with the identification data (tax code, other identification number or registration), and in the field dedicated to natural person representatives, enter the name of the representative of the legal person administrator.) 
Shareholding Structure: Enter the name/name of each shareholder/associate, and the share of capital they hold. 
Data regarding the natural persons who are part of the executive bodies of the Company: Enter the name and surname of the members of the board of directors/board of directors, as they appear in the person's identity document/passport. For the purposes of this form, the director is the person defined in Law 31/1990, art. 142.     
Name and Surname Administrator/Administrators: the name and surname of the authorized persons, as they appear in the identity card/passport, or in the extract from the Trade Register. Here you will also enter the name of the legal person administrator's representative, if applicable.  
Declaration regarding the identity of the real beneficiary: In this field you will enter the data of the real people who benefit from the company's efforts. According to the provisions of Law 129/2019 on the prevention and combating of money laundering and terrorist financing, a beneficial owner means any natural person who ultimately owns or controls the client and/or the natural person in whose name or in whose interest a transaction, operation or activity is carried out, directly or indirectly. In the footer of the section on the form, the real beneficiary is described, according to the provisions of Law 129/2019.
 
C. DECLARATIONS REGARDING THE CONTRACTUAL RELATIONSHIP
What is the purpose of the contractual relationship?: Briefly describe the object of the contract between the parties. 
What are the ethical principles by which the Company is guided?: Ethical principles are those that individualize the company's vision of how the activity should be carried out. E.g.: cooperation, flexibility, foresight, diversity, integrity, etc
Has the company adopted an integrity commitment or code of conduct?: Please indicate whether you already have a code of conduct in place within the company, and if so, send us a copy of it. 

D. STATEMENT REGARDING PUBLICLY EXPOSED PERSONS     
This section is meant to cover your relationship with any persons who have exercised, or exercise, important public functions, and who may significantly influence the way the Company's activity is carried out. The people publicly exposed are: 
a) heads of state, heads of government, ministers and deputy ministers or secretaries of state;
b) members of the Parliament or of similar central legislative bodies;
c) members of the governing bodies of political parties;
d) members of supreme courts, constitutional courts or other high-level courts whose decisions may be appealed only by extraordinary remedies;
e) members of the management bodies of the courts of accounts or members of the management bodies of the central bank boards;
f) ambassadors, chargé d'affaires and senior officers in the armed forces;
g) members of the boards of directors and supervisory boards and persons holding management positions of autonomous companies, companies with majority state capital and national companies;
h) directors, deputy directors and members of the board of directors or members of the governing bodies of an international organization.
Family members of the publicly exposed person are:
a) the spouse of the publicly exposed person or his/her cohabitant/person with whom he/she is in relations similar to those between spouses;
b) children and their spouses or cohabitants, persons with whom the children are in relations similar to those between spouses;
c) parents.
The persons known as close associates of the publicly exposed persons are:
a) natural persons known to be the beneficial owners of a legal person, of an entity without legal personality or of a legal structure similar to them, together with any of the persons who exercise important functions or as having any other close business relationship with such a person;
b) natural persons who are the only real beneficiaries of a legal person, of an entity without legal personality or of a legal structure similar to them, known to have been established for the de facto benefit of one of the persons exercising important functions.
UBO stands for "Ultimate Beneficial Owner" and is short for the Real Beneficiary. 

E. STATEMENT ON INTERNATIONAL SANCTIONS
This section concerns possible international sanctions against the Company, its Shareholders, or Beneficial Owners (UBOs). 
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