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INTRODUCTION

Attorney firms are obliged to comply with FICA as well
as various other regulations. In an attempt to ensure
that full compliance and due diligence is undertaken
by the attorney firm, we have decided to integrate
nCino KYC & LegalSuite.

Know Your Customers (KYC) is the process businesses

execute to verify the identity of their clients either
before or during the commencement of business.

By integrating nCino KYC & LegalSuite, we are speeding up the KYC process - you can send
your party’s details directly to nCino KYC from the LegalSuite Address Book, upload documents
to nCino KYC, request a party to upload documents directly to nCino KYC as well as download
any documents into the party’'s Document Log that were uploaded directly to nCino KYC.
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Setup

I NCINO.

KYC Africa

Key requirements: Key requirements:

Obtain LegalSuite licenses from your LegalSuite
agent or contact jennifer@legalsuite.co.za .

Each user who will be uploading parties to nCino
KYC will require a license. The current costing is
R89.00 excluding VAT per user per month. If you

= Register with nCino KYC and
advise them that you are @
LegalSuite Client

= Send arequest to have 10 users, for example, on LegalSuite who will
or your account manager for assistance or be uploading parties to nCino KYC, you will need to
questions on getting the integration to work. register the same number of users with nCino KYC.

nCino KYC will send through a nCino KYC Secret and Key - these are codes that are unique to each user and
should never be shared. In LegalSuite, these will be added to each employee under Setup | Employees | Advanced.


mailto:sales.kycafrica@ncino.com

Templates

Templates are setup by yourselves with the assistance of nCino KYC. They are the
requirements that your firm would like, per entity. In other words, if you are verifying an
individual, then your template requirements may specify that an email address and a cell
phone number are requirements. If this information has not been filled in in LegalSuite and
you try to upload a Party to nCino KYC, you will get an error. The user will then be required to
complete the information on the Party and attempt to upload to nCino KYC again.

LegalSuite clients will have a standard set of templates with nCino KYC and these should not
be amended to make other fields compulsory, as LegalSuite may not accommodate these
fields and this will result in errors when uploading parties.
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How it Works
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LEGALSUITE & NCINO KYC INTEGRATION FLOW
A 4

YES
FICA documents
uploaded to LegalSuite
and automatically

Client FICA
sentto nCino KYC

documents
on hand?

'Send to nCino' button
selected to create a KYC
application in nCino KYC

together with the Primary

Contact details

User uploads a party
from the address book
in LegalSuite &
completes the

required data fields

Request Document
Link sent from
LegalSuite for Client
to Upload documents

FICA documents
validated
by nCino KYC

User Completes Risk
Rating & Watchlist

The party is marked
as 'FICA compliant' in

Officer Final

Approves Application
in nCino KYC

Screening
in nCino KYC

LegalSuite once the
application has been
approved in nCino

PDF Summary
generated and saved
in LegalSuite

. LegalSuite . nCino KYC
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Uploading a Party (Individual) to nCino KYC from the Address Book

Parties have to be uploaded individually
from the Address Book.

The templates that you have setup in nCino KYC for
the different party types will determine what
information is required.

For example, if your firm have setup the template for an individual
and specified that an email address is mandatory, then you will get

an error uploading the party to nCino KYC if you do not have an
email address filled in on the party.

Make sure all the relevant information on the party
is filled in (based on the templates you created on
nCino KYC).

Double-click on the party in the Address Book
and click on the FICA Compliance tab.
Provided that you have a valid Key and Secret setup on your

employee and you have been licensed for the nCino module in
LegalSuite, a Send to nCino button will be visible.

M Address Will Be Changed (32574) STA32 Stark T (Tony)

GoTo

General

Marital

Tax Details
Auditors
Banking Details
CRM

File Notes
Products

Notes

ICA Compliance
Employer
NCA Reg

FICA Compliance

[~ This party is exempt from FICA

M a
L] View Document U,\ Document Log

Not FICA
Compliant

Document

Document Date | Expires Comments

® | Proof of Residency 071072022 06/01/2023

Miscellaneous m_] —y]
Citations The above Documents are required for this Party (Adult)

POA Further instructions regarding FICA compliance:

Relationships

Original or certified recent documentary evidence of your residential address (e.g. utility bill, Telkom, SABC, MNET or DStv account,
Motor Vehicle licence or Bank Statement)

nCino

il I Send To nCino

@ Add a screen

@ Apply ‘ @ OK | @ Cancel ‘

Click on the Send to nCino button to upload the party
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Uploading a Party (Individual) to nCino KYC from the Address Book

A window will open asking you to select the entity of the
party you are uploading. This list is populated based on the
templates that your firm has created in nCino KYC.

For this example, | am uploading an individual who is a South African
Citizen, so | am going to click on South African Citizen and then click

on OK.

4 Address Will Be Changed (32574) STA32 Stark T (Tony)

GoTo
General
Marital
Tax Details
Auditors
Banking Details
CRM
File Notes
Products
Miscellaneous
Citations
POA

__ Relationships
Notes
Employer
NCAReg

FICA Compliance

[~ This party is exempt fro|

k-4 1D Boo
® | Proofof R y

Please select the Entity of the Party

Related Party - South African Citizen

Ll |
The above Documents are|
Further instructions regard|

Original or certified recen
Motor Vehicle licence or B

nCino =

Related Party - Foreign National

Foreign National

Related Party - Testator of Testamentary Trust

Minor

Related Party - Deceased of Late Estate
South African Sole Proprietor (Individual)
Foreign National Sole Proprietor (Individual)
Pty Ltd/Incorporation

Close Corporation

Foreign Company =
Trust

Listed Company

State Owned Entity _I

| L | [

e

Not FICA
Compliant

——

pcument UJ Document Log

ent Date | Expires Comments

22 06/01/2023

e.g. utility bill, Telkom, SABC, MNET or DStv account,

@ Add a screen

Q oy |[@ ox | @ conce

If the party has successfully been uploaded to
nCino KYC you will get the following message:

A Address Will Be Changed (32574) STA32 Stark T (Tony)

GoTo
General
Marital
Tax Details
Auditors
Banking Details
CRM
File Notes
Products
Miscellaneous

FICA Compliance

[~ This party is exempt from FICA

D View Document

5
u J Document Log

Not FICA
Compliant

Document Date | Expires

07/10/2022

Success X

‘0‘ Party Successfully Uploaded to nCino

Comments

06/01/2023

Citations The above Documents are re

POA Further instructions regarding
Original or certified recent d

Notes Motor Vehicle licence or Ban|

FICA Compliance

Employer

NCAReg

nCino

utility bill, Telkom, SABC, MNET or DStv account,

Q Add a screen

Qo | @ ok | @ coce |

If information is missing, or is in the incorrect format, you will get
an error message. The error messages do provide as much
information as possible and as you use the system, you will be
able to troubleshoot these messages on your own. If you are
unsure, please contact Jennifer at LegalSuite on 0861 711150 or
Jjennifer@legalsuite.co.za for assistance.
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Uploading a Party (Juristic) to nCino KYC from the Address Book

The uploading of a Juristic Entity such as
a PTY or a CC works in the same way as
uploading an individual, save for
information that must be completed on
the Signatories tab of the party.

For example, if you are uploading a CC, your template will most likely
specity that you have to have a duly authorised signatory.

To capture this information, double-click on the party in
the address book and click on Signatories on the left.

ﬁ Address Will Be Changed (27257) LEG13 LEGALSUITE SOFTWARE CC

(

GoTo

Signatories

[Signatories Signatories

hareholde Signatory
UEHREEIE RICK JORDAN (Director)
Auditors
Banking Details
CRM
File Notes
Products
Miscellaneous Authorised By: |LYAUTHDRISED THERETO BY A RESOLUTION OF THE DIRECTORS OF ﬂ
Citations
POA Capacity Phrase: Iin my capacity as Director of ﬂ
Relationships
Notes
FICA Compliance Date Resolution Signed: B
Employer

Test

@ Add a screen @ Apply ‘ @ OK @ Cancel
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Uploading a Party (Juristic) to nCino KYC from the Address Book

When you add the Signatory, the Position must reflect the
wording Primary Contact as reflected in the screenshot.

This is very important as when you are uploading the juristic entity to
nCino KYC, we use this information to ensure that the signatory is
uploaded with the juristic entity.

Ifthe “Primary Contact” wording is missing from the Position field, it
will cause an error uploading.

All of the information that you would ordinarily capture for an
individual must be captured for the Primary Contact, for example First
Name, Last Name, ID Number, Mobile Number (must be captured in
international format on the signatory only, e.g. 27825556633), Email
Address etc. (this information has been left out of the screenshot
below for privacy purposes)

#4 Changing a Signatory 5]
Entity; lAdm L]
Signatory
First Name: [RII:K
Last Name: IJORDAN
Title |

Date of Birth: | i OR- =
Identity Number: (umaenesasges

ID Type: | |
Email Address: [

Mobile No: | i

Business Unj
Position: | Primary Contact 2
ignatory does not sign the Documents
Marital Details

[~ include the spouse’s details when describing this Signatory?

Marital Status: |

Spouse’s Name: |

Spouse’s ID No |

‘@ OK I @ Cancel
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Uploading Documents to nCino KYC from the party’'s document log

If you have received FICA documents for the Party you have uploaded, they must be added to the Document Log of the Party.

Double-click on the Party and click on the FICA
Compliance tab, then click on the Document
Log icon.

A Address Will Be Changed (32574) STA32 Stark T (Tony) =
0,10 FICA Compliance
General ——
Marital [~ This partyis exempt from FICA D View Docume: u | Bocumentiog) gg:;‘:ﬁ:m
Tax Details =
e - Document Document nts
Banking Details % | Proof of Residency 071109022 06/01/2023
CRM
File Notes
Products
Miscellaneous < | o
Citations The above Documents are required for this Party (Adult)
POA Further instructions regarding FICA compliance:

Relationships

Notes Motor Vehicle licence or Bank Statement)
IFICA Compliance
Employer
NCAReg
nCino

Request FICADocuments

Download Documents from nCino

Request PDF Summary

Original or certified recent documentary evidence of your residential address (e.g. utility bill, Telkom, SABC, MNET or DStv account,

@ Add a screen

@ Apply ‘ @ OK | @ Cancel

£

L] Bls| 2w @)

Categories

@] 5/ o/

[1Date Time Description Category Sub-Categor] Direct{Pages [Words Created By/From Recipi

B4 Importing a Document (Daly J S (lennifer Susan)
[ T ] Tine: [ T2 2 vaidUnit [ 2@
Description: [Green Bar Coded 1D Documer ] |
Pages [ 13
Fie Nane. [L:\lswichients\DAL18\Document\LegalSuite_2023 General. pdf
Category:  [Document v] .| Subcategoy [ +]

Direction: & Incoming " Outgoing ¢ Not Applicable

Oplions
@ Use the Auto Debiting Fee Codes " Let me choose a Fee Code
I FieNote | ™ Intemal
I~ Reminder | in [ 2]daystime

I~ Addto Safe Keeping

| @ oK @ Cancel
| |

Drag and drop your saved FICA document into the
party’s Document Log and name it appropriately
and click on OK so that the document is added.
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Uploading Documents to nCino KYC from the party’'s document log

£) Document Log (Stark T (Tony))

Tag the entry, right-click and click on Q D‘ 4}" “ ﬁ’ Q)| sa| & ‘93‘ " 7‘ @‘ ’ﬁ‘

Upload to nCino (documents have to be e Al

uploaded individually). Bl e L Descroton Categon ] SupCatego] Direcfpagesiarss
N =

A window will then open asking you details on Change

the Document you are uploading. Follow the \ —

on screen prompts and once the document —_ Upload Toncino

has successfully been uploaded to nCino el

KYC, it will appear with an arrow next to it Fi

in the Document Log. s

Verification of the document uploaded must (e

then be done on the nCino KYC system. | |
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Requesting FICA Documents

Once a party has been uploaded to nCino, the icons on the
FICA Compliance tab changes. The Send to nCino button
no longer appears as you cannot upload the same party
twice and in it's place, the following two icons are now
shown:

Request FICA Documents.
Download Documents from nCino.

Request FICA Documents - when you click on this button, an
email is generated from nCino KYC and addressed to the
party you uploaded.

% Address Will Be Changed (32574) STA32 Stark T (Tony)

GoTo
General
Marital
Tax Details
Auditors
Banking Details
CRM
File Notes
Products
Miscellaneous
Citations
POA
Relationships
Notes
Employer
NCAReg

FICA Compliance

[~ This party is exempt from FICA

| = Not FICA
|| /) Documentiog ﬂ Compliant

D View Document

Document Document Date | Expires Comments

0711012022 06/01/2023

% | Proof of Residency

L] | 2
The above Documents are required for this Party (Adult)
Further instructions regarding FICA compliance:

Original or certified recent documentary evidence of your residential address (e.qg. utility bill, Telkom, SABC, MNET or DStv account,
Motor Vehicle licence or Bank Statement)

’ Download Documents from nCino Request PDF Summary

/

nCino

Request FICADocuments

@ Add a screen

@ Apply | @ oK | @ Cancel

Notice that once you have clicked on the Request FICA Documents button, the button then changes to “Cancel Request for FICA

Documents”. If you have sent the request for documents in error, clicking on Cancel Request for FICA Documents will cause the link

in the email that was sent to the Party to become invalid so they will not be able to upload any documents:

W 59
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Requesting FICA Documents

The party will receive an email with a link that they can click
on and they can upload the required FICA documents (this
email is generated from nCino KYC - any changes to the

layout and wording of the email must be done through
nCino KYC) GET STARTED

Jess McNamara from ACME for Training

requires some information from you.

When the party clicks on the CLICK HERE or GET STARTED
link in the email message, they will be taken to nCino KYC's Hi Tony Stark,
document submission portal.

In order to proceed with the next steps there is information we will
require from you. Clicking on the above or below links will direct you
to a secure portal where you will be able to provide the requested
information for us to review.

By uploading or providing the requested information you also consent
to our processing thereof as required by the Protection of Personal
Information Act 4 of 2013.

If you have any questions whatsoever, please reach out to me directly
or reply to this email.

Click here to get started.

Kind regards,

*The email & nCino KYC client portal will be white-labelled Jess McNamara

with your branding
NCME
E- 1T \‘
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Requesting FICA Documents

The party is shown a list of documents to upload. The information displayed on this screen is determined by the Entity

that was uploaded. In other words, a South African Citizen will have different FICA requirements to a Close Corporation.

@ Your security is important to us. All information is protected.

/\ C M E Welcome to the Personal Details Page for Tony Stark
Tony Stark
Documents
Application Details
2 Incomplete Tasks To be uploaded
Pending Upload Proof Of Identity
[ Logout
Pending Upload Proof Of Address

Personal Details

Completed Tony Stark




Requesting FICA Documents

@ Your security is important to us. All information is protected.

/\C ME Upload Documents
Tony Stark Back to Application Details

Application Details
1 Incomplete Task Proof Of Address

When the party clicks on the "Begin Upload”
link, they are prompted to select the type of
document they are uploading.

Type of document

Select evidence type

[® Logout

Bank Statement
Cellular or Telephone Invoice
Government Issued Document

Investment Statement

For example, if they are uploading a Proof of
Address, the following options will appear
for them to choose from.

Lease or Rental Agreement
Letter from Municipal Representative

Letter from Traditional Authority

- \
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Requesting FICA Documents

Specific guidelines are given on documents.
For example, "Document must have been
issued within the last 3 months” is a guideline
for an address document.

NCME

Tony Stark

Application Details
1 Incomplete Task

[ Logout

@ Your security is important to us. All information is protected.

Upload Documents

Back to Application Details

Proof Of Address

Type of document

Municipal Rates and Taxes

Guidelines

e We can only accept these file types: JPG, JPEG, PNG, PDF and XLSX.

* We can only accept documents up to a total of 10 MB in size.

* The document must be in full view without any information concealed in any way
* The text must be clear and readable

e The document must have a physical address present (not a PO Box address)

* The document must not be older than 3 months

gz:iﬁm 9
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Requesting FICA Documents

Once all required actions have been
completed, the party can log out.

@ Your security is important to us. All information is protected.
/\ C M E Welcome to the Personal Details Page for Tony Stark
Tony Stark

Personal Details

Application Details

All Tasks Complete Completed Tony Stark

[ Logout

Documents

To be uploaded

Being Reviewe d Proof Of Identity

Being Reviewed Proof Of Address

If the party needs to return, they can
follow the link in the email invitation

NCME

You have successfully been logged
out

To login please follow the link sent in your initial email invitation

%E- JITE \
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Approving FICA Documents

Once the party has uploaded their FICA documents, nCino KYC automatically validates these documents in the
background and compares them to 3rd party data sources.

Tony Stark is ready for review © a « ~

@ ® The nCino Team <info@docfoxapp.com> Today at 10:37

To: simone.vanheerden+tertiademo@ncino.com

Documents that do not pass the analysis are rejected back to
the party who can then upload alternative documents.

Once document validation is complete, the person in your
firm who is assigned to receive notifications from nCino KYC,
will get an email advising them that the application is ready

il ncino
KYC Africa

Hi Simone van Heerden

for review.

Tony Stark's application is ready for your review.

Please log in to demo.docfoxapp.com to review their documents.

They can log directly into nCino KYC by clicking on the link in Kin regarcs,

the email, and proceed to approve the documents and the
application.

%EG 1 T \
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Perform the rest of the FICA process

Complete your screening and risk rating within nCino KYC by working from top to bottom through the tabs.

il ncino.

| [ Profile

© Liveness v

| Documents

Forms

¥ Risk Rating

& Bank Details

PDF Summary

® Audit Trail

NAMES
First Names: Tony
Names: Stark

CONTACT INFORMATION

>rimary Contact Information
Email: simonewvanheerden@ncino.com

Mobile Number: +27 81 3392132

Onboarding Contact Informatior
First Names: Tony
Names: Stark
ail: simone. heerd: com
bile Number: +27 81 339 2132

UPDATES

Profile Information

NUMBERS

Value: 7612238413087

ADDITIONAL DETAILS

Business Relationship Type: Ongoing Relationship

+ ADD COMMENT
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Downloading FICA Documents

Once you have approved the documents on the nCino KYC
platform, If you click on the Download Documents from
nCino button on the Party, the documents that have been
approved on nCino KYC will be downloaded and added to

A Address Will Be Changed (32574) STA32 Stark T (Tony)
the Document Log for that Party. Downloading the " F1cA Compliance
d f H k h H | d d H General [~ This party is exempt from FICA i 21 FICA
ocuments from nCino KYC may take a while depending on arta e [Q) vewooeument | ([ poamenttos | # B, |
Tax Details
. ' | Document | Document Date | Expires | Comments |
the size and number of documents. s _Tooam ocument e [ B
Banking Details v
CRM
File Notes
4 Address Will Be Changed (32574) STA32 Stark T (Tony) == _| Products Success X
-_— Miscellaneous . o
GoT . - _
°G° : FICA Compliance Citations The abore Documen| (@ 2 Documents Dowrioades
eneral — i These d ts can b d in the D t L
arital [~ This party is exempt from FICA D N U ¥ J _—_—_ w FICA ‘ POA ‘ v Further instructions ri ese documents can be viewed in the Document Log
. ) & - = Compliant Notes Original or certified f ill, Telkom, SABC, MNET or DStv account,
) Document | Document Date | Expires | Comments | Motor Vehicle licang
ucit ! FICA Compiance | [ ]
uators. 7 [1D Book 171042025 Never GCAC O e
Banking Details Employer
CRM _ | NCAReg
File Notes
_| Products nCino
Miscellaneous « N { |
Citations The above Documents are required for this Party (Adult) Cancel Request for FICADocuments i Download Documents from nCino | Request PDF Summary
POA Further instructions regarding FICA compliance:
Original or certified recent documentary evidence of your residential address (e.g. utility bill, Telkom, SABC, MNET or DStv account,
Notes Motor Vehicle licence or Bank Statement) @ Add a screen @ Apply l @ OK I @ Cancel l
Employer
| NCAReg

Once the documents have been downloaded, a
message will appear advising the user of the number of
documents that have been downloaded and that they
can view then in the Document Log for the Party

nCino

Cancel Request for FICADocuments Download Documents from nCino

@ Add a screen @ Apply | @ OK | @ Cancel
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Downloading FICA Documents

To view the downloaded documents, click on the Document
Log icon. Documents that have been downloaded from
nCino KYC appear with a blue and white arrow next to them

g Document Log (Daly J S (Jennifer Susan))

Ll els] o) =) 8kl & s ¢

Categories Al
| PN Description Sub-Categor] Direct{Pages |[Words
Other M Proof Of Address uploaded by (quest) at 13 May 2021, 13:04 _ Other
iw- Proof Of Identity uploaded by (guest) at 13 May 2021, 12:17

The party in LegalSuite is marked as FICA
compliant if the FICA requirements setup
for that entity have been met.

A Address Will Be Changed (32574) STA32 Stark T (Tony) [
GoTo .
e FICA Compliance
enera ) ) ‘ —
Marital I™ This party is exempt from FICA Q)| View Document u ) Document Lo( v (F:Ig:n’:pliam
Tax Details = >
. | Document | Document Date | Expires | Comments
Auditors
2 . 17/04/2025
Banking Details
CRM
File Notes
Products
Miscellaneous
Citations The above Documents are required for this Party (Adult)
POA Further instructions regarding FICA compliance:
! Original or certified recent documentary evidence of your residential address (e.g. utility bill, Telkom, SABC, MNET or DStv account,
Notes Motor Vehicle licence or Bank Statement)
ICA Compliance
Employer
NCAReg

nCino

Cancel Request for FICADocuments Download Documents from nCino | Request PDF Summary

@ Add a screen @ Apply | @ OK | @ Cancel

#:ZE, 2
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Requesting a PDF Summary

A PDF summary request can be sent through to nCino KYC
by clicking on the Request PDF Summary button.

Once the request for the PDF Summary has been processed
on nCino KYC's side, it will be available for download.

To download the PDF summary, click on the Download
Documents from nCino button. Ifit has been processed and is
available to download, a message will appear advising you.

The PDF summary appears in the Document Log:

A Address Will Be Changed (32574) STA32 Stark T (Tony) (3]
GoTo .
— FICA Compliance
eneral ——
§ [~ This party is exempt from FICA j f FICA
Marital Ql View Document UJ Document Log 2 Compliant
Tax Details =
T [ Document | Document Date | Expires [ Comments |
X i v |ID Book 17/04/2025 Never
Banking Details =)
i
File Notes
_ | Products
Miscellaneous < _,l
Citations The above Documents are required for this Party (Adult)
POA Further instructions regarding FICA compliance:
Original or certified recent documentary evidence of your residential address (e.g. utility bill, Telkom, SABC, MNET or DStv account,
Notes Motor Vehicle licence or Bank Statement)
[FICA Compliance
Employer
| NCAReg
nCino g
Cancel Request for FICADocuments Download Documents from nCino Request PDF Summary ’
—

@ Add a screen

@ Apply l @ OK | @ Cancel

EJ Document Log (Daly J (Jennifer))

3R

=

SRR

A\ @ =|&

All

Categories

| Other

Description
DocFox PDF Summary

CalEgcy | ISIE=Calegon




Contact Us
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KYC Africa

Email
kycafrica.sales@ncino.com

Visit
kycafrica.ncino.com

Email
info@legalsuite.co.za

Visit
legalsuite.co.za
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