—VOF verein zur Qualitatssicherung
von Finanzdienstleistungen

Guide to Changes
for
Natural persons

e sole proprietorships e simple partnerships

VQF must be informed immediately of changes to the information about your business. The
aim of this guide is to serve as a working instrument for the submission of the necessary docu-
ments relating to various types of change. This does not exclude the possibility that additional
information may be reported or that VQF may demand supplementary information and docu-
ments.

Changes can be submitted by e-mail to mutationen@vqf.ch.

1. Changes of address and contact information

The following changes of address and contact information, which do not require a change in the
Commercial Register, can be submitted by e-mail. The submission of further documents is usu-
ally not necessary.

e Change of address for correspondence or invoicing (provided that there was no change
to the member’s registered office; if such a change did take place, see section 2)

e Change of PO Box number
¢ Change of telephone or fax number
e Change of e-mail address

e Change of link to member’s website

VQF doc. no. 805.1
Version of 11. January 2024 Page 1 of 5



2. Changes of general information recorded in the Commercial Register

The following changes of information recorded in the Commercial Register can be submitted by
e-mail after the corresponding change has been recorded in the Commercial Register (VQF
checks the change via zefix.cht!). The submission of further documents is usually not necessary.
. Company name change
(mere change of name without change of legal form, merger, transfer of assets or
similar; for such cases refer to section 9).
. Change of registered office

. Change of company purpose in the Commercial Register

3. Resignation / entry of a quarantor recorded |n the Commercual Register (e.q.

3.1. Resignation of persons recorded in the Commercial Register

The member can report the resignation of the person by e-mail after the person has been deleted
from the Commercial Register (VQF checks the change via zefix.ch?).

Further documents are only required if the deletion gives rise to additional changes (e.g. changes
in the AMLA Special Department (see section 4)).

3.2. New registration of persons in the Commercial Register

The person newly registered in the Commercial Register has to be reported by the member after
the entry has been made in the Commercial Register (VQF checks the change via zefix.ch3).

In addition, the following documents must be submitted:
Documents to be retained in original by the member and submitted to VQF as a scan copy or a

copy.:

. Sighed and dated curriculum vitae (no more than 6 months old, minimum personal
data and information on education and professional career)

. Extract from the Criminal Records (no more than 6 months old)

. Dated and signed copy of ID or passport (current)

. Personal declaration [VQF doc. no. 906.1]

. If the newly registered person is a partner of a simple partnership: Extract from the
dept prosecution registry (no more than 6 months old) and authenticated copy of
applicant’s identity document.

L If the member is not registered in the Swiss Commercial Register, the member must submit to VQF an identification document that is
equivalent to an extract from the Swiss Commercial Register (e.g. an extract from a foreign commercial register), from which the change
is evident.

2 If the member is not registered in the Swiss Commercial Register, the member must submit to VQF an identification document that is
equivalent to an extract from the Swiss Commercial Register (e.g. an extract from a foreign commercial register), from which the change
is evident.

3 If the member is not registered in the Swiss Commercial Register, the member must submit to VQF an identification document that is
equivalent to an extract from the Swiss Commercial Register (e.g. an extract from a foreign commercial register), from which the change
is evident.
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If the person has already submitted the personal documents (e.g. in the file of another
member or because the person is already registered in another function with the member), they
have to be re-submitted only if they are older than two years.

Further documents may be required if the entry gives rise to additional changes (e.g. changes
in the AMLA Special Department (see section 4)).

4. Changes of the AMLA Special Department (VQF doc. no. 907.1)

4.1. Changes of AMLA Officer or AMLA Deputy

The change of the AMLA Officer and/or AMLA Deputy has to be reported to the VQF immediately.

In addition, the following documents must be submitted:
Documents to be retained in original by the member and submitted to the VQF as a scan copy

Oor a copy.:

Information about the Special Department [VQF doc. no. 907.1]

(Each member must appoint an AMLA Officer. Members with at least 6 persons em-
ployed in the AMLA sector pursuant to Art. 7 letter h of the SRO Regulations must
also appoint an AMLA Deputy. Members with up to 5 persons employed in the AMLA
sector can either appoint an AMLA Deputy or an Authorised Access Person [VQF doc.
no. 908.1]).

Signed and dated curriculum vitae

(no more than 6 months old, minimum personal data and information on education
and professional career, only compulsory if the AMLA Officer/AMLA Deputy has not
submitted the personal documents within the last two years pursuant to sec-
tion 3.2)

Extract from the Criminal Records

(no more than 6 months old, only compulsory if the AMLA Officer/AMLA Deputy has
not submitted the personal documents within the last two years pursuant to sec-
tion 3.2)

Dated and signed copy of ID or passport (current)
(only compulsory if the AMLA Officer/AMLA Deputy has not submitted the personal
documents within the last two years pursuant to section 3.2)

Personal Declaration [VQF doc. no. 906.1]

If the AMLA Officer and/or AMLA Deputy is an external auxiliary, an application for
exemption as well as a written agreement in accordance with the information leaflet
for the engagement of third parties for the performance of duties of due diligence
and / or as AMLA Special Department [VQF doc. no. 912.1] must be submitted.
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4.2. Change of the power of attorney concerning authorisation to access the member’s
data relevant to the AMLA

The change of the power of attorney concerning authorisation to access data relevant to the
AMLA has to be reported to the VQF immediately.

In addition, the following document must be submitted:
Form to be retained in original by the member and submitted to VQF as a scan copy or a copy:

. Power of attorney concerning authorisation to access the member’s data relevant to
the AMLA [VQF doc. no. 908.1]

5. Change in the holdings of the member (branches, permanent establishments and

participations in other companies)

Changes in respect of branches, permanent establishments and participations held by the mem-
ber in other companies must be submitted by using VQF doc. no. 808.1 (to be retained in original
by the member and submitted to VQF as a scan copy or a copy).

6. Change of business activities

In general, a change of business activities has to be declared in the next self-declaration.
If the member takes up one of the following business activities, it has to notify VQF immediately:

. Money and asset transfer ("*money transmitting”)

. Any activity which falls under the definition of Virtual Asset Service Provider (VASP)

7. Change of membership category

7.1. Change of membership from a professional SRO membership to a non-profes-
sional SRO membership (NBFI)

o Submission of the declaration of change [VQF doc. no. 400.3] (Form to be retained
in original by the member and submitted to VQF as a scan copy or a copy)

8. Asset transfer pursuant to the Mergers Act (FusG) and business takeover pursu-

ant to Art. 181 of the Code of Obligations (OR) (e.q. for the purpose of investment
in kind/acquisition of assets)

Membership of VQF Association is not transferable. Restructuring can therefore lead to the
loss of VQF membership. It is recommended to make early contact with VQF prior to restructur-

ing.

8.1. Asset transfer pursuant to the Mergers Act (FusG)

The transfer of assets from the member to a third party is not classified as a change. Membership
of VQF is not transferred to the third party. A completely new application for admission to VQF
must be submitted by the third party.

In particular, a new application is necessary when a single proprietorship is converted into a
legal entity.

VQF doc. no. 805.1
Version of 11. January 2024 Page 4 of 5



8.2. Business takeover pursuant to Art. 181 of the Code of Obligations (OR)

The taking over of a member’s business by a third party pursuant to Art. 181 OR is not classified
as a change. Membership of VQF is not transferred to the third party. A completely new appli-
cation for admission to VQF must be submitted by the third party.

In particular, a new application is necessary when a single proprietorship is converted into a
legal entity.

9. Other information

9.1. Opening of criminal and administrative proceeding etc. against the member or
against persons entrusted with the management and administration or the
AMLA Officer/AMLA Deputy

. Written notification to VQF within 10 working days after becoming aware of the open-
ing of such a proceedings

. Submission of all files and other documents in the member’s possession which are
relevant to the proceeding

9.2. Opening of official bankruptcy proceedings (sole proprietorships)

. Written notification to VQF (document to be retained in original by the member and
submitted to VQF as a scan copy or a copy)

9.3. Application by the Commercial Registry’s office (or by a third party) for the
member to be deleted from the Commercial Register (sole proprietorships)

. Written notification to VQF (document to be retained in original by the member and
submitted to VQF as a scan copy or a copy)

. Submission of relevant documentary evidence (e.g. copy of the member’s own ap-
plication for deletion, or similar)

9.4. Member's death

Documents to be retained in original by the member and submitted to VQF as a scan copy or a
copy:

. Written notification to VQF submitted by the community of heirs or by the member’s
employee(s)

. Submission of official certification of death (e.g. death certificate or similar)
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