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1st check 2nd check 

(SHCR/New CA) 

Signatures checked by: 

Check changes of address form against records to ensure that all accounts are listed that need to be 

changed.  2nd check - Query with CA if any are missing or any addresses changed which shouldn’t be 
    

Check customer living address correct - CUVL Contact Details     

Check customer correspondence address correct - CUVL Contact Details     

Check phone number and email address amended and in correct format – CUVL Contact Details     

Check account correspondence address correct – check each account using ACHE     

Has customer’s email address changed?  If they use Leek Online, were they informed they will need to 

log into their account to amend this separately?  
    

Have customer marketing preferences been updated?      

Are there any mortgage accounts?  If so, has a copy of this form been sent to Mortgage Admin?       

Has Change of Address letter (ADDLTB) been issued confirming Change of Address?     

Have all business details been completed and reconfirmed against existing records?       

Is organisation resident only in the UK for tax purposes?  If no, has an Entity self-certification form been 

completed? 
    

2nd check – Ensure the Mortgage Account Correspondence address has not been amended by CA    

2nd check - Has the Signatures checked by box (above) been completed?    

If there is a No Trace Hold Code on the account(s), has this been removed?   

(Where present, attach relevant copies of ID/EID and add details of documentation taken below) 
    

EID Reference: 

Confirmation of ID: ID Type Reference Number 

Performed by: Date Completed: 

2nd checked by: Date Completed: 
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