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Know Your Customer (KYC)
Documentation Upload Best Practices & Support (English Version)
Korean Translation Here

AWS MARKETPLACE

https://external-aws-mp-isvs.s3.us-east-1.amazonaws.com/KYC/KYC_Document_Best_Practices_Korean.pdf
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Hyperlinks To Specific Best Practices:

• Basic Seller Details & Business Information 

• Primary Contact Verification

• Beneficiary Owner or Senior Manager Verification

• Additional Business Document(s) Required
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Information Required To Become KYC Compliant

Important Follow Up Actions Once KYC Compliant

• Bank Account Verification 

• Secondary Users Verification 
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KYC Notifications & Submission Feedback: 

Locate your root email address in ‘settings’ tab and under ‘notifications’ – It is the main email address listed. 

After submitting documents this is where the KYC team will provide updates to and they can only accept replies from this same email address. 

Important KYC emails will be sent from : seller-verification-enquiry-aws@amazon.co.uk or account-confirmation-eu@amazon.co.uk 
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Important Compliance Communications
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Settings à Know Your Customer à Update KYC Compliance

4

Locating KYC In Your Management Portal
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Basic Details
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Basic Details 

Ø If the registered seller account name is not publicly listed on a 
stock exchange, please select ‘privately -owned business’

Ø Important to ensure the business name you enter matches your 
AWS Marketplace seller account name – as this is the company 

being verified

Ø Please input your business details exactly as it is shown in 
official registration documents (country of incorporation, 
entity type, name, registration number, etc.)

Ø Any discrepancies or mismatched information may delay the 
verification process
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Business Information
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Ø Registration Extract is your Company Registration or 
Incorporation Document

Ø For US companies, if the Registration Extract 
provided/Incorporation Document is older than 180 
days, please additionally provide a certificate of good 
standing, certificate of (account) status, or valid (not 
expired) business license.

Proof of Address Accepted
Utility Bill (i.e. water, gas electric)

Internet Bill
Rent Receipt 

Telephone Bill
Bank Statement

Ø The document must be dated within 180 days

Ø The document must not be a screenshot

Ø Ensure the information in the document matches the 
information in your AWS Marketplace account

 

Business Information
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Primary Contact Information
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The Primary Contact person is the person who manages the AWS Marketplace account on behalf of the company, and  where 
possible the root user for the seller account. 

This person must have legal capacity to represent the company; otherwise, a Letter of Authorization (LOA) is required to be 
uploaded in the ‘Additional documents’ section (Further explanation on this page)

Identity Documents 
Accepted

Proof of Address 
Documents  
Accepted
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Beneficiary Owner or Senior Manager Verification
If privately owned company (beneficiary owner required): Individual who directly or indirectly owns more than 25% of the shares or voting 
rights in your business must be registered on the account. If this is not applicable, please register an individual (senior managing official) who 
controls the company through other means (chief executive officer, chief financial officer, managing or executive director, or president)

If publicly listed company (senior manager always required):  Any individual who holds the position of senior managing official, such as 
a chief executive officer, chief financial officer, managing or executive director, or president.
(Please enter a Senior Manager Official details and document uploads in the beneficiary owner section)

Click For Identity 
Documents 
Accepted

Click For Proof of 
Address Documents 

Accepted
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Personal Verification : Summary
Primary Contact (POC)

This information is always required
The primary contact person is the person who has access to the AWS Marketplace account and disbursement actions.  The primary contact 

provides the KYC information on behalf of the account holder (the registered seller/root user). Actions taken by the Primary point of contact 
are deemed to be taken by the account holder/root user. 

Secondary Users
This information may be required

This information is required for each additional user (via their own portal login) who wishes to access financial functions such as banking 
information or perform refunds in the AWS Marketplace Management Portal

Beneficiary Owner or Senior Manager
This information is always required

     If privately owned company (beneficiary owner required)  : An individual who directly or indirectly owns more than 25% of the shares or  
voting rights in your business. If cannot identify beneficial owners via shareholding/voting rights above it is deemed an individual who 

controls the company (i.e. chief executive officer, managing director)
If publicly listed company (senior manager required):  Any individual who holds the position of senior managing official, such as a chief 

executive officer, chief financial officer, managing or executive director, or president.

*Legal Representative
This information may be required

The legal representative will only need to be verified if the nominated beneficiary owner or primary contact is not a legal representative of the 
company
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Additional Documents
(Statute Document & Letter of Authority)
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Letter of Authority (LOA)

Ø This is required to confirm the primary contact is authorized to 
act on behalf of the company

Ø Please provide this letter using the recommended template

Statute Document 

Ø This document should contain Articles of Association, bylaws 
and/or a most recent share allotment document (statement of 
capital/ annual return/ share register). It is the governing 
document of a company.

Ø For privately owned companies, the statute document should 
include the full names of each beneficial owner who directly or 
indirectly owns more than 25% shareholding. 

Ø If the above data point is missing, you would be required to 
provide an organization chart showing the entire structure of the 
registered business (see organizational chart template).

Ø The exact requirements for statute documents vary by country 
and legal entity type; therefore, please provide a document that 
most closely aligns with the descriptions.

Ø Please ensure all submitted documents are signed by a legal 
representative, are on letterhead/stamped and dated within 
180 days

Ø If further documents are required the KYC verification team 
will contact you via main/root email address and where 

possible provide an example template
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Secondary User Verification
Required Once Seller Account Is KYC Verified
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ØAfter KYC verification, the root user will be 
able to access financial functions such as 

refunds, changing bank details and 
disbursement frequency options. 

   All other users will need to verify 
themselves using their own login details to 

access these functions

Ø The specific user navigates to KYC tab via 
their access and clicks on ‘Complete 

Secondary User Information’

ØUser will then be asked to verify their details  
(same as Primary Contact information 

requirements)

ØVerification should take 24 hours and upon 
completion the user can access finance 

related functions
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Bank Account Verification
Required Once Seller Account Is KYC Verified
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ØOnce the seller account is KYC verified you will just 
need to verify that your disbursement  bank 

account name matches your verified seller name

ØPlease navigate to ‘settings’ and ‘banking 
information’ where you will be prompted to click 

‘verify’

Ø In the next screen you will be prompted to upload a 
bank document which matches your verified seller 

account name 

ØVerification should take 24 hours



Accepted Identity 
Documents (ID)
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Acceptable Identity Document (ID)

ü Passport

ü National identity card

ü US passport card

ü Driving license*

ü Residence permit*

Requirements:

ü Document copy/image must be high quality, in color, unobstructed, and legible

ü Document size should be less than 10MB

ü Accepted formats include: *.png, *.tiff, *.tif, *.jpg, *.jpeg, and *.pdf

ü The document must be a copy of a government-issued ID document containing a 
photo and personal information

ü The document must contain full name, date of birth, place of birth, and country of 
citizenship (if a standalone ID document does not contain all the data points, 
please provide two ID documents in combination e.g.: Driving license + birth 
certificate)

ü The document must not be expired

ü If the identity document has two sides, both sides must be uploaded

ü The signature page of the document should be provided, where applicable

*acceptable only for certain countries where all 
required information is shown on ID document



Accepted Proof 
of Address 
Documents
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Acceptable Proof of Address:

ü Utility bill (gas, water, electricity, TV, Internet, mobile phone, or landline)

ü Bank statement (Documents issued by a financial services provider, other than a bank, e.g.: 
third-party providers or online digital banks, are not acceptable as a proof of address)

ü Credit union or building society statement

ü Credit card statement or bill

ü Mortgage statement

ü Rent receipt from a local council or letting agent

Requirements:

ü The proof of address must show the provider’s logo

ü The proof of address must be addressed to the corresponding person or legal entity (names 
should match the ID/legal document provided)

ü The full name and country of residence must be visible on the document. (Other sensitive 
information such as account balance or card number can be covered)

ü The document must not be a screenshot

ü The document must be dated within 180 days



Organizational Chart Requirements
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AWS Marketplace 
Seller Account

‘Your Company’

Parent Company 1
‘General Partnership A’

(US, DE)

Mr John Smith

‘Company D’
12345678XX1234 

(CA, ON)

Parent Company 2
‘Company B’

01234567 (UK)

Share Ownership of
Parent Company 2 

‘Company E’
22-3456789 (US, CA)

Share Ownership of 
Parent Company 2

‘Company F’
0223456 (UK)

Parent Company 3
‘Company C’

12-3456789 (US, DE)

Mrs Sally Griffith

40%

50%

80%

20%

22%

78%
100%

- Mrs Sally Griffith is the in-scope beneficial owner
(indirectly owns 39% of ‘Your Company’)
- Company E is owned by multiple shareholders, none 
holds >25% of Company E.
- There are no other beneficiary owner who
directly/indirectly owns >25% shares of ‘Your Company’)

- Signed by a legal representativeor senior 
managing official of the registered business 
(e.g.: CEO, CFO, Managing Director or 
President)
- Dated within180 days
- Name, date, position
of the signee

Orlando Bloom
[Full name]
[DD/MM/YYYY]
[Position]

Printed on registered company 
letterheador stamped witha 
registered company stamp.

- Include a summary thatconfirms all the in-
scope beneficial owner(s) (BO)
- Full name and shareholding %  of the BO must 
be included (in-scope = directly/indirectly owns
>25% of shares or votingrights in your business
or control thecompany throughothermeans
- Other information/further clarification may be 
included in order to facilitate the kyc process

Outline the 
breakdown of the 
shareholding

10%

As part of the statute document, you may be required to provide an organization chart showing the entire structure of the registered business.
Example below:

If thestructure includes general 
partnership, the partners, 
including its parent company (if 
any), must also be included

Share Ownership of 
Parent Company 3

‘Company G’
32-3456789 (US, DE)

Share Ownership of 
Parent Company 3

‘Company H’
42-3456789 (US, DE)

Remark on the company’s 
registration number and 
country for incorporation. 
(For US/CA businesses, please also 
include the province)
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Letter of Authority Template
Ø Contains statement that authorizes the Primary Contact person to act on behalf of the company.

Ø Ensure that the name of the Primary Contact person matches its official document.

Ø The name, date of birth and function of the signatory must be included in the letter.

Ø The letter must be signed by a beneficial owner (or CEO/CFO/MD/President), trustee, director, legal representative (person with legal capacity to 
represent the company) and dated within 180 days.

Ø The letter should be written on thecompany letterhead or be stamped.

Letterhead of the company
POWER TO ACT ON BEHALF OF THE COMPANY
The undersigned **Enter Company name here** (herein after, the "Company"), duly represented by (name, date of birth, 
and function) **add full name, date of birth, and function of the signatory here**, confirms that **add full name of the 
Person of Contact here** is authorized to open a Amazon Web Services Marketplace account with Amazon Payments, 
accept the User Agreement and other Policies, have access to the Amazon Web Services Marketplace account, initiate 
transactions in the name and on behalf of the Company and approve new Secondary users added to the account and if 
required, grant them access to update listings, respond to buyers and initiate refunds.
Dated this:
--------------------------------------------------------------------------
Signed By:
--------------------------------------------------------------------------
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Requesting Additional KYC Support
Support Request Link : https://aws.amazon.com/marketplace/management/contact-us/
 

https://aws.amazon.com/marketplace/management/contact-us/
https://aws.amazon.com/marketplace/management/contact-us/
https://aws.amazon.com/marketplace/management/contact-us/
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How Do We Handle This Information?

Amazon Payments Europe Privacy 
Notice

AWS Privacy Notice 

https://sellercentral-europe.amazon.com/help/hub/reference/external/201190420?ref=efph_201190420_cont_201200780&locale=en-GB
https://sellercentral-europe.amazon.com/help/hub/reference/external/201190420?ref=efph_201190420_cont_201200780&locale=en-GB
https://aws.amazon.com/privacy/

