
Confirming your identity
Trust us to pay you 

When we make payments to our customers, we are required by law to confirm the 
identity of the person receiving the money. We make similar checks for some other 
changes to customer records. This is to help prevent fraud, money-laundering and 
similar crime, such as identity-theft.

To do this, we may request documentation from you, to confirm your identity and where 
you live. This helps ensure we pay the person entitled to the money, and to the right 
address or account.

Wherever possible, we will avoid asking you to supply documentation. But, if we do ask 
for documents, we will be unable to make payment until we receive them.

What will you have to do?
If we ask you to confirm your identity and address, the documents that can be used to do so are shown 
in this leaflet. Please ensure that the documents are posted to us. Emailed or faxed documents will not 
be accepted for verification purposes.

You may send originals if you choose. If so, please send these using a ‘signed-for’ service. We will return 
these to you using a ‘signed-for’ service to ensure their delivery. 

Many people prefer not to send originals, so you may send ‘Certified Copies’. Instructions showing 
how to certify a document, and who can do this for you, are shown in this leaflet. Please do not send a 
photocopy of a certified document. 

We will not return certified copies to you unless specifically requested to do so and they will be 
returned by normal post.

Overseas customers



2 What documents do I need to send? 
All documents must be current and meet the date limits shown in the table below (Validity date). Please ensure that the 
documents are posted to us. Emailed or faxed documents will not be accepted for verification purposes.

Required documents
Send TWO documents – one from the identity list PLUS one from the address list:

Address 
print outs of internet bills or internet statements are not acceptable

Validity date

Tenancy Agreement Current

Bank, building society or credit union statement or passbook containing current address Less than 6 months*

Credit Card or Bank statement containing current address Less than 6 months*

Utility bill showing your first name or initial and surname, for example gas, electricity, water, landline 
phone, cable or satellite provider (mobile phone bills or prints of internet bills are not acceptable)  Less than 6 months

Record of a home visit by a general practitioner (GP)* Less than 6 months

Identity Validity date

Signed passport Current

Photocard Residence Permit issued by relevant Authority in country of residence Current

Photo-card driving licence, not paper counterpart Current

UK birth certificate 

Identity card/document Current

plus

*[applicable for EU (including Iceland and Norway, but not Liechtenstein) /equivalent jurisdictions only] 

Who can certify your documents?
The certifier must be active in their profession (not retired) and cannot be living at the same address or be in a relationship with 
you, or a relative. ‘Certification’ may also be known as ‘Notarisation’ in some jurisdictions.

Certifiers for Overseas customers from EU (including Iceland and Norway, but not 
Liechtenstein) and Equivalent Jurisdictions. Equivalent jurisdictions are Australia, Brazil, 
Canada, Hong Kong, India, Japan, South Korea, Mexico, Singapore, Switzerland, South Africa 
and the United States of America.

Organisation/company 
stamp required

Medical Professional such as General Practitioner (GP), Pharmacist or Dentist No

Legal professional, for example lawyer, solicitor or barrister and notary public No

Commissioner of Oaths or Justice of the Peace (or equivalent for your jurisdiction) Yes

Accountant, tax adviser, actuary, auditor or insolvency practitioner who is a member of a 
relevant professional body No

Individual authorised and regulated by the overseas Regulator, for example stockbroker, insurance 
broker or financial adviser No

Valuer or auctioneer who is a member of a relevant professional body  No

Teacher or lecturer Yes

Regulated Credit or financial institution (e.g. bank counter staff, bank manager etc). Yes



JOHN SMITH
DOCTOR, GMC, 2498874

15 NOVEMBER 2012

MR JOHN SMITH 
123 ANY STREET, 
ANYCITY, ANYCOUNTRY 

 TEL: 05671 980 123

I certify that this is a true copy of the original

Must include words ‘original seen’ 
or ‘I certify that this is a true copy 
of the original’

John Smith Must be signed

27 August 2015 Must be dated

Must have ALL certifiers 
contact information

3Certifiers – all other overseas jurisdictions Organisation/company 
stamp required

Accountant, tax adviser, actuary, auditor or insolvency practitioner who is a member of a 
relevant professional body  Yes

Medical Professional such as General Practitioner (GP) or Pharmacist Yes

Legal professional, for example lawyer, solicitor or barrister, notary public Yes

Commissioner of Oaths Yes

Staff within the embassy, consulate or high commission of the country that has issued the 
documents being provided Yes

How to certify a document 
All copy documents must be certified by an appropriate certifier from the list on page 2 or above and dated within the last 
six months.

• Photocopy the document in black and white.

•  Ask the certifier to write on it ‘original seen’ or if the document contains a photograph ask the certifier to write ‘I certify that 
this is a true copy of the original’.

•  The certifier must also write on it in CAPITALS their title, initials and surname, address, occupation, employer, professional body 
and registration number (if applicable), and sign and date with their company/organisation stamp, where applicable.

•  The certifier must write all of these details including their signature and date on the same page as the copy of your documents. 
We cannot accept certified copies where these details are written on the reverse of the copy.

Example of acceptable certified copy
This example is given specifically to show our minimum requirements. Including ALL of the detail shown in the example 
below will ensure our requirements are met and avoid delay.

If you provide any identification documents in a language other than English, you need to have these translated into 
English, and they need to be certified by an authorised professional such as a notary public.



Sun Life Assurance Company of Canada (UK) Limited, incorporated in England and Wales, registered number 959082, registered office at Matrix House, 
Basing View, Basingstoke, Hampshire, RG21 4DZ, trades under the name of Sun Life Financial of Canada and is authorised by the Prudential Regulation 
Authority and regulated by the Financial Conduct Authority and the Prudential Regulation Authority.

Checklist
If we’ve asked you to confirm your identity have you enclosed:
✓  two documents – one from the identity list PLUS one from the address list?

And checked that:
✓  your certifier is on our list of who can certify documents, and

✓ your documents are certified as shown in the example?

If you can answer ‘yes’ to all of these, you’re ready to ‘Confirm your identity’.

Please post your documents to us with any other papers we’ve asked you to include.
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