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As from November 12th, 2024

Preliminary remarks:
The notes presented by the Registrar of Companies (RCS):

e are of a general nature and do not refer to the specific situation of a natural or legal
person;

e are of a documentary and explanatory nature;

e are intended to answer a certain number of questions asked by RCS users, have no
legal value and do not in any way engage the responsibility of the RCS manager;

e are not necessarily complete, exhaustive, accurate or up-to-date;
e does not constitute professional or legal advice;

e only represent the opinion of the RCS manager on a certain number of questions,
subject to the interpretation that may be given by the Courts and Tribunals.

The current requisition forms in PDF format will shortly be replaced by forms to be completed
directly online, in HTML format. This change of technology will resolve the practical difficulties
associated with the PDF format of requisition forms. It will also provide a more user-friendly
interface for the RCS registration process.

Following the introduction of these new requisition forms in HTML format, any filing request
initiated by the applicant can only be transmitted by the latter to the RCS manager. The
applicant will not be able to forward the request to a third party for data entry.
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Filing Formalism - New Features As from November 12th, 2024

1.1 What is this number?

This is the Luxembourg national identification number, as provided for by the amended law of 19 June 2013
relating to the identification of natural persons, more commonly known as the ‘matricule number’ or
‘CNS number’.

1.2 Which people are concerned?

All natural persons registered within the file of a registered entity with the RCS are concerned, in any capacity
whatsoever (as a partner, agent, auditor, etc.). Persons who do not have such a number will be given one when
they register with the RCS.

However, there are a few exceptions where this number is not to be communicated:

- When the natural person is a judicial representative, appointed in the context of a procedure registered
in the RCS,

- When the natural person is an agent of a company governed by foreign law which has opened a branch
in the Grand Duchy of Luxembourg.

1.3 What new information and documents need to be communicated?

1.3.1. The natural person already has a Luxembourg national identification number

In this case, this number will be communicated in the field of the requisition form, specially provided for this
purpose, in addition to the usual identification information, namely, surname, first names, date and place of
birthdate.

No supporting document concerning the national identification number is to be attached.

Identité de la personne physique

La personne dispose-t-elle d'un numéro d'identification national luxembourgeois (matricule) ? *

[

— ! Lesinformations a fournir ici sont nécessaires pour verifier le numero d'identification national
luxembourgeois (matricule). Si besoin, les données inscrites au RCS seront corrigées pour
correspondre a celles du Registre national des personnes physiques.

Numeéro d'identifiant national luxembourgeois *

Le numéro d'identification national luxembourgeois est une matricule individuelle et personnelle composée de 13 chiffres. Il peut étre généralement
trouve sur la carte de la CNS (Caisse nationale de sante).

Nom *

Prénom(s) *

Si la personne a plusieurs prénoms, ils sont tous a indiguer, séparés par un espace. Les caractéres tels que les guillemets, les virgules ou les
parenthéses ne sont pas a inscrire dans ce champ.

Date de naissance *

La date de naissance est calculée a partir du numéro d'identifiant national indiqué.

lllustration 1: The natural person already has a Luxembourg national identification number
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1.3.2. The natural person does not have a Luxembourg national identification number

In this case, the creation of this number must be requested as part of the procedure to be carried out with the
RCS.

Identité de la personne physique

La personne dispose-t-elle d'un numéro d'identification national luxembourgeois (matricule) ? *

O oui

— ! Pour les personnes sans numéro d'identifiant national luxembourgeois, vous devrez en
demander la création lors de votre demande de dép6t. Assurez-vous d'avoir toutes les
piéces nécessaires a la création de ce numéro. Indiquez les noms et prénoms exactement
comme sur le document officiel d'identité. N'utilisez pas de guillemets, virgules ou
parenthéses dans les champs d'identité.

Nom *

L'information & communiquer doit étre conforme a la piéce d'identité qui sera jointe & I'appui de la demande de création du numéro d'identifiant
national luxembourgeois.

Prénom(s) *

Liinformation & communiquer doit étre conforme 2 la piéce didentité qui sera jointe & 'appui de la demande de création du numéro d'identifiant
national luxembourgeois. Si la personne a plusieurs prénoms, ils sont tous a indiquer, séparés par un espace. Les caracteres tels que les
guillemets, les virgules ou les parenthéses ne sont pas & inscrire dans ce champ.

Date de naissance *
Lieu de naissance *

Pays de naissance *

Veuillez sélectionner un pays :

lllustration 2: The natural person does not have a Luxembourg national identification number

The following information must be entered in the requisition form, in order to create the Luxembourg national
identification number:

- Lastname

- First names (as on supporting document)
- Date, place and country of birth

- Gender (male, female, unknown)

- Nationality

- Private home address (number, street, postal code, locality, country)
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NUMERO D'IDENTIFIANT NATIONAL LUXEMBOURGEOIS (MATRICULE) A CREER

= Toute personne physique inscrite au RCS (a I'exception des mandataires judiciaires) doit posséder un numéro
d'identifiant national luxembourgeois (matricule). Veuillez renseigner, dans cette rubrique, toutes les données relatives|
aux personnes physiques pour lesquelles il faut créer un numéro d'identifiant national luxembourgeois

Identité

Nom

Prénom(s) *

Date de naissance

JUMMAAAA

Lieu de naissance ~

Pays de naissance *
Veuillez sélectionner un pays :

Genre *

O Masculin
O Féminin
O Inconnu

Nationalités

Nationalite *

o Ajouter une nationalite

Résidence habituelle

= \Vous devez renseigner |a résidence habituelle de cette personne en application de l'article 5 (2) de la
Loi du 19 juin 2013 relative a l'identification des personnes physiques. Le numéro d'identifiant national
créé sera communiqué a la personne concernée par courrier a cette adresse.

Pays *
Veuillez sélectionner un pays =

Numero

Seules les informations concernant Ia rue sont & indiquer ici. Veuillez renseigner le nom complet de la rue comme par exemple : Rue de la Gare.
Les informations telles que le nom du batiment, le numero de I?7appartement? ne sont pas a indiquer dans ce champ.

Batiment
Etage
Code postal

Localité *

lllustration 3: Information to be provided on the requisition form
for the creation of the Luxembourg national identification number
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Information relating to the gender, nationality and private domicile of the natural person are
not registered in the RCS but will be sent to the Centre des technologies de I'information de
I’Etat for inclusion in the National Register of Natural Persons. They are therefore
communicated to the RCS solely for the purposes of creating the national identification number.

Supporting documents must also be attached as proof to the request:

- To prove the identity of the person, for whom a national identification number is to be created, one
of the following valid documents must be transmitted for control purposes:

o anational identity card
o apassport

- To prove the address of the private residence (if this information does not appear on the identity
document), one of the following documents must be sent for control purposes. It must not be older
than 6 months:

o acertificate of residence issued by the municipality (or an official document from the regional
authority competent for confirming home addresses)

o a declaration of honor from the person concerned stamped or countersigned by the regional
authority responsible for confirming residential addresses, an embassy, a notary, a police
station

o if none of these documents can be produced: a water, electricity, gas, telephone or internet
access bill

Note that the following documents cannot be accepted: criminal record, application for registration on
the electoral lists, lease contract, tax statement, bank statement, insurance contract, “Amazon...”
invoice, residence permit...

For documents that are not drawn up in French, German, Luxembourgish or English, a translation (simple, not
sworn) must be provided additionally.

In order to submit a supporting document, the applicant must complete the section ‘Piéces justifictaives’,
indicating the type of document to be attached in support of the application. The section ‘Pieces justifictaives’
must be completed for each supporting document to be attached.

To add an additional document, click on ‘Ajouter un type de piece’.
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Piéces justificatives

— ! Toutes les données renseignées ci-dessus doivent étre attestées par une piéce officielle. Veuillez

ajouter autant de piéces que nécessaire. Les documents doivent obligatoirement étre présentés au
format PDF (Taille : 40 Mo max.) ou au format image (JPEG et PNG. Taille : 600 Ko max.).

I Nouvelle piece a I'appui a

Type de piece *

QO Carte d'identité

QO Certificat de résidence

(O Déclaration sur I'honneur

O Déclaration sur I'honneur (France)
O Facture d'électricité / gaz

O Passeport

Date d'émission du document *
Numeéro de référence de la piéce
Pays émetteur *

Piéces justificatives *

$

[ e}

Déposez vos fichiers ici ou cliquez sur

Joindre la piéce

Les piéces doivent obligatoirement étre présentés au format PDF (Taille : 40 Mo max.) ou au format image (JPEG et PNG. Taille : 600
Ko max.)

| o _Ajouter un type de piece

lllustration 4: Supporting documents to be attached to the request

The supporting documents, submitted for the purposes of creating the national identification
number, are kept for a period of 5 years by the Manager of the RCS, as of the date of their
presentation.
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1.4  How to register or request the creation of a national identification number?

1.4.1. When registering with the RCS

As part of registration filings with the RCS and as soon as a natural person is to be registered with the RCS, his
national identification number will be communicated. If the person does not have such a number, a certain
amount of information will have to be entered in the requisition form, in order to create this number. Supporting
documents must also be attached as proof to the request (see -).

The information, in connection with the national identification number, is to be communicated
on a mandatory basis. Failing this, it will not be possible for the depositor to finalize his filing
procedure.

It is therefore essential that the depositor be in possession of this information, which he will
have received beforehand from the natural person concerned, when he completes his procedure
with the RCS.

1.4.2. Filing a modification to the RCS

As part of a modification filing, it will be possible to register or request the creation of a national identification
number for a natural person already registered with the RCS, within the file of the registered entity targeted by
the filing.

> Filing a modification for a change on natural persons

In the event that a depositor prepares a request for filing of modification and that this modification concerns a
natural person (a partner or an agent for example), the new fields of the requisition form, relating to the national
identification number, are mandatory required to be completed, whether it is:

- new natural persons to be registered in the file of the entity concerned by the filing or

- natural persons already registered in the file of the entity concerned by the filing, as soon as the
information relating to the national identification number is missing.

The information, in connection with the national identification number, is to be communicated
on a mandatory basis. Failing this, it will not be possible for the depositor to finalize his filing
procedure.

It is therefore essential that the depositor be in possession of this information, which he will
have received beforehand from the natural person concerned, when he completes his procedure
with the RCS.

> Filing of modification not aiming at a change on natural persons

In the event that a depositor prepares a request for filing of modification, which does not concern a natural
person (change of the address of the registered office of the company or modification of its share capital for
example), the latter may finalize his request for filing, even if a national identification number is not yet
registered with the RCS, with regard to the natural persons who appear in the file of the entity concerned by the
filing.

However, if he wishes, the applicant may spontaneously, as part of his filing, update the missing information.
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E.g.: if company A carries out a filing procedure to change the address of its head office, it can
also take the opportunity to enter the national identification number of its natural person
partner and request the creation of the national identification number for one of its natural

person representatives.

This is a transitional period, the duration of which will be communicated later.

After this period, the communication of the national identification number will be mandatory,
even if the filing request does not concern a natural person. If this information is not provided,
it will not be possible for the applicant to finalize his procedure.

1.4.3.

Independently of a deposit with the RCS, by a specific service

The manager will make available a specific filing type on the RCS portal, called ‘Mise a jour de lidentifiant
national luxembourgeois des personnes physiques inscrites au RCS’, making it possible to communicate the
national identification number already existing or to request the creation of such a number.

It will be carried out outside of a filing procedure with the RCS.

This new service targets the situation where natural persons are already registered in the RCS in the file of an
entity and for which the information relating to the national identification number does not yet appear in the
RCS. If the entity does not have any particular filing procedure to carry out with the RCS, it can however use this
service, for the sole purpose of completing this missing information.

@ REGISTRE DE COMMERCE
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lllustration 5: Provision of the service

« Mise a jour de I'identifiant national luxembourgeois des personnes physiques inscrites au RCS »

In a first step, the updating of national identification numbers as part of this new service will be free of charge,
in order to allow registered entities to quickly update missing information.

This new approach will only allow you to enter or request the creation of a national
identification number. It will not make it possible to make another modification to the RCS (such
as a change of mandate, address or partner for example).
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1.4.4. Communication of the national identification number newly assigned by the manager

Note that the national identification number is not public.

In principle, when a national identification number is allocated by the RCS manager, only the person for whom
the number was created will receive it by post, to the address of his private residence communicated during
the process.

However, the depositor who requested the creation of this number from the RCS may also receive this
information, if the person concerned has duly authorized him and he has declared this fact to the manager at
the time of his approach, by ticking on the requisition form the box « Je déclare étre diment mandaté par la
personne physique pour recevoir le numéro d’identifiant national créé ». In this case, the newly created national
identification number will appear in the filing proof that the depositor will have received from the manager.

1.5 How is the information controlled?

1.5.1. When communicating an existing national identification number

The Manager checks the consistency between the information appearing on the form concerning the natural
person for whom a national identification number has been communicated and the information entered in the
national register of natural persons.

The information relating to the surname and first name(s) to be included on the requisition form must therefore
correspond exactly to the information appearing in the national register of natural persons.

In the event of a discrepancy, the information entered in the RCS may, if necessary, be corrected to comply with
that entered in the national register of natural persons.

1.5.2. When requesting the creation of a national identification number

The manager checks the consistency between the information appearing on the form concerning the natural
person for whom a national identification number must be created and the information appearing on the
supporting document(s) attached in support of the request.

To note that:

- the titles or functions (title of nobility, Doctor, etc.) are not to be entered in the field relating to the
name, even if they appear on the person's identity document.

- only the birth name is to be communicated (the usual name, such as the married name for example, is
not to be entered in the field relating to the name).

- all the first names appearing on the supporting document must be entered in the field relating to the
first name(s).

- no brackets or commas must appear in the fields relating to the surname and first name(s).
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2.1  Address concerned
All Luxembourg addresses to be registered with the RCS are concerned by this control, whether:
- theregistered office of the registered entity

- the address of the persons and entities registered in a file and who are resident in Luxembourg.

2.2 Check against the ‘Registre national des localités et des rues’

The Luxembourg address to be registered must comply with the information contained in the ‘Registre national
des localités et des rues’.

An automatic check is therefore carried out on the various fields of the address, as soon as ‘Luxembourg’ is
selected in the drop-down list of countries.

Once the postcode has been entered, please click on « Rechercher I'adresse » so that the name of the street
corresponding to this code entered in the ‘Registre national des localités et des rues’ is automatically filled in.
In addition, if street numbers are also listed, the ‘number’ field on the form must be completed by the applicant.

Siége social

Pays *

Luxembourg

Code postal *

5314
Localité *

Contern $
Rue* @

An de Paschen

Seules les informations concernant la rue sont a indiquer ici. Veuillez renseigner le nom complet de la rue comme par exemple : Rue de la Gare Les
informations telles que le nom du batiment, le numéro de 1?appartement? ne sont pas & indiquer dans ce champ.

Numéro

3

lllustration 6: Automatic control of the address
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If the postcode you entered refers to more than one address, a pop-up will appear on the screen asking you to
choose the corresponding street. Confirm your choice to continue entering data.

CHOIX DE L'ADRESSE

Plusieurs adresses correspondant au code postal saisi ont été trouvées. Veuillez choisir celle qui est
correcte parmi la liste suivante :

Contern

@ An de Paschen
O An de Steng
(O Rue de Luxembourg

Illustration 7: Automatic control of the address

In the exceptional cases where the address to be registered does not appear in the national register of localities
and streets, the depositor must tick the box provided for this purpose and all the fields relating to the address
will have to be completed manually. In this case, the manager of the RCS checks, during its summary control,
directly with the services of the national register of localities and streets.

Siege social ~

Pays *

Luxembourg

Code postal *

1710
Rechercher l'adresse Q
Localité *
Luxembourg s
Rue* @

Rue Paul Henkes

Seules les informations concernant la rue sont a indiquer ici. Veuillez renseigner le nom complet de la rue comme par exemple : Rue de la Gare Les
informations telles que le nom du batiment, le numéro de I7appartement? ne sont pas a indiquer dans ce champ.

Numéro

. Le numéro renseigné doit correspondre exactement & un des numéros figurant au Registre national des localités et des rues, associé & la rue, au code postal
et a la localité renseignés. Les seules valeurs possibles sont : 1,2, 4,5, 8,7, 8,9, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29,
30,31, 32, 33, 34, 35, 36, 37, 38, 30, 40, 41, 42, 43, 44, 45, 46, 47, 48, 49, 50, 51, 53, 55, 57, 61, 63

Sile numéro de rue ne figure pas dans la liste des valeurs possible, vous devez cocher la case ci-dessous.

» L'adresse ne figure pas dans le registre national des localités et des rues.

Illustration 8: Exceptional case where the address to be registered does not appear in the ‘Registre des localités et des rues’
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For any IT problem or any other question related to the use of the LBR website, you may contact the LBR
helpdesk, whose contact details are as follows:

Tél: (+352) 26 428 -1

Fax: (+352) 26 42 85 55

E-mail : helpdesk@Ibr.lu

The helpdesk is open Monday to Friday from 8:00 a.m. to 5:30 p.m. without interruption.
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