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Merchant Application Supporting Document 
Requirements 

1 Business Types 

1.1 Sole Trader 

o Proof of Address 

The documents below can serve as a valid proof of address (Attested verification is not 

required). Required to be a Personal residential Proof of address with full name and 

physical residential address. 

 A recent bill from the customer’s power, gas, water, telephone or internet 

service provider company or 

 Council Rates notice/valuation or 

 A recent statement from any New Zealand Bank or 

 An Insurance policy or 

 A letter from the Electoral Office or 

 A government agency issued item which includes their name address and unique 

reference ID or 

 A letter from a Solicitor confirming their recent house purchase 

 A tenancy agreement or 

 A signed letter from the hotel, establishment or hostel that they are staying at 

confirming that they are currently residing at that address.   

 

o Identification 

As set out in the Identification requirements documents: 

 The Identification can be given in the following combinations  

 Verified copy: Stamped and Signed by either a JP, Lawyer or chartered 

accountant 

 A  verified copy of a passport (any nationality as long as the particulars 

are in English) or 

 A verified copy of a New Zealand Certificate of Identity or 

 A verified copy of a New Zealand Firearms Licence or 

 A verified copy of a Foreign –Issued Identity Document or 

 A verified copy of a New Zealand Refugee Travel Document or 

 A verified copy of an Emergency Travel Document 



2 | P a g e  

 

2 | P a g e  
 

   OR 

 One form of the following primary non-photographic Identification: 

 A verified copy of a New Zealand Birth certificate or 

 A verified copy of a Certificate of New Zealand Citizenship or 

 A verified copy of a Certificate of Citizenship issued by a foreign 

government or 

 A verified copy of a Birth Certificate by a Foreign government  

Along with 

 A verified copy of a New Zealand Drivers Licence or 

 A verified copy of a 18+ Card (Hospitality Association) or 

 A verified copy of a valid and current international driving permit 

   Or  

 A verified copy of a Driver Licence together with: 

 A  personal bank statement issued by a registered NZ bank in 12 

Months immediately preceding the date of the application or 

 A verified copy of an embossed Credit Card, Debit Card or EFTPOS Card 

issued by a registered bank within the last 12 months or  

 A statement issued by a NZ government agency to the person in the 12 

months immediately preceding the date of the application, for example 

a statement from Inland Revenue. 

 

o Deposit Slip 

This can be a copy of a Deposit slip or can be a Bank Statement which includes the 

Bank’s Name & Business/Director Name and Bank Account number matching the Direct 

Debit Form. 

 

o Direct Debit Form 

This is a signed form by the applicant and has to be signed and include bank account 

details. This person must also have an authority for the account. 
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1.2 Limited Liability Company 

o Certificate of Incorporation 

This document is available from the Companies office website 

(https://www.business.govt.nz/companies/learn-about/searching) you can find the 

business here and download your certificate. 

 

o Proof of Address 

For ALL Directors, Shareholders with > 25% shareholding and Beneficial Owners – The 

documents below can serve as a valid proof of address (Attested verification is not 

required). Required to be a Personal residential Proof of address with full name and 

physical residential address. 

 A recent bill from the customer’s power, gas, water, telephone or internet 

service provider company or 

 Council Rates notice/valuation or 

 A recent statement from any New Zealand Bank or 

 An Insurance policy or 

 A letter from the Electoral Office or 

 A government agency issued item which includes their name address and unique 

reference ID or 

 A letter from a Solicitor confirming their recent house purchase 

 A tenancy agreement or 

 A signed letter from the hotel, establishment or hostel that they are staying at 

confirming that they are currently residing at that address.   

 

Scenario:

•Proof of ID (Verified Copy)

•Proof of Address (Residential)

•Deposit Slip

•Direct Debit Form

•Personal Bank Statement (Required 
if Driver’s license is provided as ID)

https://www.business.govt.nz/companies/learn-about/searching
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o Identification 

For ALL Directors, Shareholders with > 25% shareholding and Beneficial Owners – as set 

out in the Identification requirements documents: 

 Verified copy: Stamped and Signed by either a JP, Lawyer or chartered 

accountant. 

 The Identification can be given in the following combinations  

 A  verified copy of a passport (any nationality as long as the particulars 

are in English) or 

 A verified copy of a New Zealand Certificate of Identity or 

 A verified copy of a New Zealand Firearms Licence or 

 A verified copy of a Foreign –Issued Identity Document or 

 A verified copy of a New Zealand Refugee Travel Document or 

 A verified copy of an Emergency Travel Document 

   OR 

 One form of the following primary non-photographic Identification: 

 A verified copy of a New Zealand Birth certificate or 

 A verified copy of a Certificate of New Zealand Citizenship or 

 A verified copy of a Certificate of Citizenship issued by a foreign 

government or 

 A verified copy of a Birth Certificate by a Foreign government  

Along with 

 A verified copy of a New Zealand Drivers Licence or 

 A verified copy of a 18+ Card (Hospitality Association) or 

 A verified copy of a valid and current international driving permit 

   OR 

 A verified copy of a Driver Licence together with: 

 A personal bank statement issued by a registered NZ bank in 12 Months 

immediately preceding the date of the application or 

 A verified copy of an embossed Credit Card, Debit Card or EFTPOS Card 

issued by a registered bank within the last 12 months or  
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 A statement issued by a NZ government agency to the person in the 12 

months immediately preceding the date of the application, for example 

a statement from Inland Revenue. 

 

o Deposit Slip 

This can be a copy of a Deposit slip or can be a Bank Statement which includes the 

Bank’s Name & Company’s Name and Bank Account number matching the Direct Debit 

Form. 

 

o Direct Debit Form 

This is a signed form by the applicant and has to be signed and include bank account 

details. This person must also have an authority for the account. 

 

 

 

 

 

 

 

 

 

1.3 Partnership 
o Partnership Agreement 

Registered partners should have a copy of this agreement. 

 

o Proof of Address 

For Both partners– The documents below can serve as a valid proof of address (Attested 

verification is not required). Required to be a Personal residential Proof of address with 

full name and physical residential address. 

Scenario A

• 5 Director and 4 Shareholder (Director A 
and B have 49% of share ownership 
each.)

• Certificate of Incorporation

• Proof of ID (Verified Copy)

• Director and Shareholder A (49%) 

• Director and Shareholder B (49%)

• Director C (1%)

• Director D (1%)

• Director E 

• Proof of Address (Required for all 
directors and shareholders with over 
25% ownership)

• Director and Shareholder A 

• Director and Shareholder B 

• Director C 

• Director D

• Director E

• Deposit Slip (For the business)

• Direct Debit Form (In the business 
name)

Scenario B

• 4 Director and 5 Shareholder (Director A, 
B and C shares 65% share ownership, 
Director D have 25% and Shareholder E 
have 10%.)

• Certificate of Incorporation

• Proof of ID (Verified Copy)

• Director and Shareholder A

• Director and Shareholder B

• Director and Shareholder C

• Director and Shareholder D

• Shareholder E

• Proof of Address (Residential)

• Director and Shareholder A

• Director and Shareholder B

• Director and Shareholder C

• Director and Shareholder D

• Shareholder E

• Deposit Slip

• Direct Debit Form

Scenario C 

• 1 Director and 1 Shareholder (Same 
person)

• Certificate of Incorporation

• Proof of ID (Verified Copy)

• Director A

• Proof of Address (Residential)

• Director A

• Deposit Slip

• Direct Debit Form
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 A recent bill from the customer’s power, gas, water, telephone or internet 

service provider company or 

 Council Rates notice/valuation or 

 A recent statement from any New Zealand Bank or 

 An Insurance policy or 

 A letter from the Electoral Office or 

 A Government agency issued item which includes their name address and 

unique reference ID or 

 A letter from a Solicitor confirming their recent house purchase 

 A tenancy agreement or 

 A signed letter from the hotel, establishment or hostel that they are staying at 

confirming that they are currently residing at that address.   

 

o Identification 

For Both Partners– as set out in the Identification Requirements Documents: 

 Verified copy: Stamped and Signed by either a JP, Lawyer or chartered 

accountant 

 The Identification can be given in the following combinations  

 A  verified copy of a passport (any nationality as long as the particulars 

are in English) or 

 A verified copy of a New Zealand Certificate of Identity or 

 A verified copy of a New Zealand Firearms Licence or 

 A verified copy of a Foreign –Issued Identity Document or 

 A verified copy of a New Zealand Refugee Travel Document or 

 A verified copy of an Emergency Travel Document 

   OR 

 One form of the following primary non-photographic Identification: 

 A verified copy of a New Zealand Birth certificate or 

 A verified copy of a Certificate of New Zealand Citizenship or 

 A verified copy of a Certificate of Citizenship issued by a foreign 

government or 

 A verified copy of a Birth Certificate by a Foreign government  

Along with 

 A verified copy of a New Zealand Drivers Licence or 
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 A verified copy of a 18+ Card (Hospitality Association) or 

 A verified copy of a valid and current international driving permit 

   OR 

 A verified copy of a Driver Licence together with: 

 A personal bank statement issued by a registered NZ bank in 12 Months 

immediately preceding the date of the application or 

 A verified copy of an embossed Credit Card, Debit Card or EFTPOS Card 

issued by a registered bank within the last 12 months or  

 A statement issued by a NZ government agency to the person in the 12 

months immediately preceding the date of the application, for example 

a statement from Inland Revenue.  

 

o Deposit Slip 

This can be a copy of a Deposit slip or can be a Bank Statement which includes the 

Bank’s Name & Business/Both Partner’s Name and Bank Account number matching the 

Direct Debit Form. 

 

o Direct Debit Form 

This is a signed form by the applicant and has to be signed and include bank account 

details. This person must also have an authority for the account. 

 

 

 

 

 

 

1.4 Charities  
o Certificate of Incorporation 

This document is available from the Charities Registry 

Scenario

•Partnership Agreement

•Proof of ID (Verified Copy)

•Partner A

•Partner B

•Proof of Address (Residential)

•Partner A

•Partner B

•Deposit Slip

•Direct Debit Form
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(https://www.register.charities.govt.nz/CharitiesRegister/Search) you can find the 

charity name here and Download the Charity Summary. 

o Please note, all current officers and trustees’ details must be up to date on the charities 

register site. 

 

o Proof of Address 

For ALL Officers and Committee member – The documents below can serve as a valid 

proof of address (Attested verification is not required). Required to be a Personal 

residential Proof of address with full name and physical residential address. 

 A recent bill from the customer’s power, gas, water, telephone or internet 

service provider company or 

 Council Rates notice/valuation or 

 A recent statement from any New Zealand Bank or 

 An Insurance policy or 

 A letter from the Electoral Office or 

 A Government agency issued item which includes their name address and 

unique reference ID or 

 A letter from a Solicitor confirming their recent house purchase 

 A tenancy agreement or 

 A signed letter from the hotel, establishment or hostel that they are staying at 

confirming that they are currently residing at that address.   

 

o Identification 

For ALL Officers and Committee member – as set out in the Identification required 

documents: 

 Verified copy: Stamped and Signed by either a JP, Lawyer or charted accountant 

 The Identification can be given in the following combinations  

 A  verified copy of a passport (any nationality as long as the particulars 

are in English) or 

 A verified copy of a New Zealand Certificate of Identity or 

 A verified copy of a New Zealand Firearms Licence or 

 A verified copy of a Foreign –Issued Identity Document or 

 A verified copy of a New Zealand Refugee Travel Document or 

 A verified copy of an Emergency Travel Document 

https://www.register.charities.govt.nz/CharitiesRegister/Search
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   OR 

 One form of the following primary non-photographic Identification: 

 A verified copy of a New Zealand Birth certificate or 

 A verified copy of a Certificate of New Zealand Citizenship or 

 A verified copy of a Certificate of Citizenship issued by a foreign 

government or 

 A verified copy of a Birth Certificate by a Foreign government  

Along with 

 A verified copy of a New Zealand Drivers Licence or 

 A verified copy of a 18+ Card (Hospitality Association) or 

 A verified copy of a valid and current international driving permit 

   OR 

 A verified copy of a Driver Licence together with: 

 A personal bank statement issued by a registered NZ bank in 12 Months 

immediately preceding the date of the application or 

 A verified copy of an embossed Credit Card, Debit Card or EFTPOS Card 

issued by a registered bank within the last 12 months or  

 A statement issued by a NZ government agency to the person in the 12 

months immediately preceding the date of the application, for example 

a statement from Inland Revenue. 

 

o Deposit Slip 

This can be a copy of a Deposit slip or can be a Bank Statement which includes the 

Bank’s Name & Charity’s Name and Bank Account number matching the Direct Debit 

Form. 

 

o Direct Debit Form 

This is a signed form by the applicant and has to be signed and include bank account 

details. This person must also have an authority for the account. 
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1.5 Incorporated Societies 
o Certificate of Incorporation 

This is the document that’s available from the Society Registry 

(http://www.societies.govt.nz/cms) you can find the Society name here and download 

the Certificate of Incorporation.  

Please note, all current officers and trustees’ details must be up to date on the societies 

register site. 

 

o Proof of Address 

For ALL Officers and Trustees member – The documents below can serve as a valid proof 

of address (Attested verification is not required). Required to be a Personal residential 

Proof of address with full name and physical residential address. 

 A recent bill from the customer’s power, gas, water, telephone or internet 

service provider company or 

 Council Rates notice/valuation or 

 A recent statement from any New Zealand Bank or 

 An Insurance policy or 

 A letter from the Electoral Office or 

 A Government agency issued item which includes their name address and 

unique reference ID or 

 A letter from a Solicitor confirming their recent house purchase 

Scenario

•4 Trustees and Committee members

•Certificate of Incorporation

•Proof of ID (Verified Copy)

•Trustees or Committee member A

•Trustees or Committee member B

•Trustees or Committee member C

•Trustees or Committee member D

•Proof of Address (Residential)

•Trustees or Committee member A

•Trustees or Committee member B

•Trustees or Committee member C

•Trustees or Committee member D

•Deposit Slip

•Direct Debit Form

http://www.societies.govt.nz/cms
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 A tenancy agreement or 

 A signed letter from the hotel, establishment or hostel that they are staying at 

confirming that they are currently residing at that address.   

 

o Identification 

For ALL Officers and Trustees member – as set out in the Identification required 

documents: 

 Verified copy: Stamped and Signed by either a JP, Lawyer or chartered 

accountant. 

 The Identification can be given in the following combinations  

 A  verified copy of a passport (any nationality as long as the particulars 

are in English) or 

 A verified copy of a New Zealand Certificate of Identity or 

 A verified copy of a New Zealand Firearms Licence or 

 A verified copy of a Foreign –Issued Identity Document or 

 A verified copy of a New Zealand Refugee Travel Document or 

 A verified copy of an Emergency Travel Document 

   OR 

 One form of the following primary non-photographic Identification: 

 A verified copy of a New Zealand Birth certificate or 

 A verified copy of a Certificate of New Zealand Citizenship or 

 A verified copy of a Certificate of Citizenship issued by a foreign 

government or 

 A verified copy of a Birth Certificate by a Foreign government  

Along with 

 A verified copy of a New Zealand Drivers Licence or 

 A verified copy of a 18+ Card (Hospitality Association) or 

 A verified copy of a valid and current international driving permit 

   OR 

 A verified copy of a Driver Licence together with: 

 A personal bank statement issued by a registered NZ bank in 12 Months 

immediately preceding the date of the application or 
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 A verified copy of an embossed Credit Card, Debit Card or EFTPOS Card 

issued by a registered bank within the last 12 months or  

 A statement issued by a NZ government agency to the person in the 12 

months immediately preceding the date of the application, for example 

a statement from Inland Revenue. 

 

o Deposit Slip 

This can be a copy of a Deposit slip or can be a Bank Statement which includes the 

Bank’s Name & Society’s Name and Bank Account number matching the Direct Debit 

Form. 

 

o Direct Debit Form 

This is a signed form by the applicant and has to be signed and include bank account 

details. This person must also have an authority for the account.  

 

 

 

 

 

 

 

 

  

Scenario

•4 Officers and Trustees member.

•Certificate of Incorporation

•Proof of ID (Verified Copy)

•Officer or Trustee A

•Officer or Trustee B

•Officer or Trustee C

•Officer or Trustee D

•Proof of Address (Residential)

•Officer or Trustee A

•Officer or Trustee B

•Officer or Trustee C

•Officer or Trustee D

•Deposit Slip

•Direct Debit Form
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2 Acceptable Document Examples 
 

2.1 Certificate of Incorporation 
2.1.1 Company 

  

2.1.2 Charity 
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2.1.3 Incorporated Society 

 

2.2 ID File 
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2.3 Proof of Address 
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2.4 Deposit Slip

 

 

 

  

 

 


