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The Institute of Chartered Accountants of India

Members & Students Services 
(Grievance Handling and E-
Sahaayataa) Directorate 



ICAI Know Your Member (KYM) is a newly developed Form
in which members are required to provide certain informations
as desired in the KYM Form on an annual basis online through
Self Service Portal login.

KYM form is available in Self Service Portal under ‘Member
Functions’.

Kindly note that Member can make the Annual Fees payment
only after submission of KYM Form.

However, Member need not wait for approval of KYM for
Annual Fees Payment.
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Login  in Self Service Portal (SSP)



KYM Form is available in Member Function 
Option – Step 1
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KYM Form is available in Member Function Option – Step 2 –
after clicking on  Member Function this page will appear
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How to open the KYM Form after first time 
seeing it

Once the KYM Form is opened but not
successfully submitted, the same will be
available under Member Module option. Follow
the following path:

Login into Self Service Portal 

Click on Member functions 

KYM Form

6



Information/Documents required for KYM

❖ PAN No. along with Proof (If already not updated)
❖ GST No. along with Proof (If already not updated)
❖ Latest passport size official Photograph along with Id proof
❖ Permanent Address along with supporting document
❖ Designation in Employment ( If applicable )
❖ Self Employed Details (Those who are neither in practice nor in

employment)
❖ Professional Address along with supporting document
❖ Independent Directorship details (Details of Director Simpliciter

not required)
❖ Details of pending cases with Professional Bodies or any

court/authority , if applicable
❖ Declaration for its correctness and Section 8 compliance.
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PAN CARD Details

• Members can update their PAN card and attach Scanned copy of
Original PAN Card .

• In case, any member do not have PAN Card of India, they may
skip this option.
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Latest Photograph and ID Proof
Member’s need to upload his latest photographs and

can upload any one of the following documents –

❖Driving License (Having Validity)
❖Passport (Front and Back Copy and having validity),
❖Voter Id (Election Card - Front and Back Copy),
❖Pan Card

Note : Before uploading the document , kindly 
select the type of document.
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Screen  Shot of Photo and ID update
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Prescribed Documents of Permanent Address proof
Any one of the following documents –
▪ Driving License (Having Validity),  
▪ Passport (Both Front and Back Page and having validity), 
▪ Voter Id (Election Card - Both Front and Back Page),
▪ Electricity/ Water/ Gas Bill (not more than 3 months old)
▪ Property Tax Receipt
▪ Rent Agreement (Should be on Stamp Paper and not expired)
▪ Bank Statement not older than 3 months (Statement of your 

Individual name only)
▪ In case, you are residing with your parents or relatives, you can 

upload the electricity/water/Gas Bill/ Property Tax Receipt 
Documents of your close relatives along with permission letter 
from them.( Format Attached).
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Screen  Shot of KYM Form related to  Permanent Address 
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Points to remember while filling the Permanent 
Address

▪ In case you are residing with your close relatives such as
Father, Mother, Spouse, Brother/Sister, Son/Daughter,
kindly upload a No objection letter taken from your relative
in the given format along with any one documentary proof
required for permanent address.

▪ In case you are residing with your relatives/ Friends other
than Father, Mother, Spouse, Brother/Sister, Son/Daughter,
kindly upload a No objection letter taken from your
relative/Friend on Non-Judicial Stamp Paper in the given
format along with any one documentary proof required for
permanent address.
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Format of No Objection Letter taken from Close Relative

On Plain paper to be signed by Parents, Spouse, Brother/Sister, Son /Daughter only

To whomsoever it may Concern

This is to certify that CA. __________________/________________ (Member’s name/Firm
name) is my _____________________ father/mother/spouse/brother/sister/son/daughter and
he/she is residing or running his/her office on _________________________ (address of the
premises/house/flat) which is owned by me. I have given the said premises to CA.
____________/_____________ (Member’s name/Firm name) on my own will & I have no
objection of using the said premises by (Member’s name/Firm name) for official/residential
purpose & also providing my documentary proof of said premises to ICAI.

------------------------------------------------------------------

Signature of owner with address & contact no. 

Date:

Place:
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Format of No Objection Letter taken from other than 
close relative/friends

On  Non Judicial Stamp to be signed by Relative / Friend who have given the his own 
Premises to the said Member for residing or running office at his place without 

rent agreement

I Mr./Ms.---------------------son/daughter of ------------------------age --------------years, resident of -----------------------------
--, do hereby solemnly affirm and declare as under :

I am an owner of  premises situated at -------------------------------------------.

CA. ------------------ (M No. --------------) son/daughter of ---------------- is my relative/friend.

I have given the aforesaid premises to CA. ------------------------ for residing/running the office on the said premises from 
dated ---------------

I have given the said premises to CA. ------------------/---------------- (Member’s name/Firm name) on my own will & I have 
no objection of using the said premises by -----------------/-----------------(Member’s name/Firm name) for 
official/residential purpose & also providing my documentary proof of said premises to ICAI.

This declaration is hereby executed and submitted to the concerned authorities.

I hereby state that whatever is stated hereinabove is true to the best of my knowledge.

Solemnly affirmed at ________ On this ____ day of ______ 20 ) 

(Signature of Owner of Property).

Witness :  1.
2.
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Employment Details
1. You can not update your Employment /

Engagement Under Regulation 190A through
KYM form.

2. In case, your details are not updated, kindly
update the same through Employment/
Engagement form available in ‘Member Function’
of Self Service Portal.

3. However, you can update your present
designation in current employment through KYM
Form.
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Screen  Shot of Employment Option 
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Self Employed details 
▪ Self Employment means a member who is neither holding

COP nor in Employment but doing any business or
providing free lancing services.

▪ Only these members can update their Self Employment
details in KYM Form through Self Employed details option.

▪ Members can not update their employment details through
this option.

▪ Also, Members holding COP can not update their
engagement through this option.

▪ Members who are presently working as partner in any CA
Firm/LLP/MCS Company, are not required to update their
details through this option. They can update their details
through Firm Function of Self Service Portal
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Screen  Shot of Self-Employed Option
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Professional Address – Documents 
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Professional Address – Documents 
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Professional Address – Documents 
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Note: Members cannot update their professional address through KYM, they need to 
submit separate application through Firm Module to update the change.



Points to Be noted while updating the Professional 
Address

1. Member who are not in charge of any branch need to update their
HO/ Branch address as Professional address.

2. Members can Provide GST Registration document as proof of
professional address for all the partners in relation to HO and
Branch office.

3. Member who is a partner or Proprietor of a CA Firm should submit
the Professional Address document in the name of the Firm .
However, document such as Electricity/Water/Gas Bill and Property
Receipt can be in the name of partner/Proprietor/Firm Name.

4. In case of Paid Assistant, a letter issued by the CA Firm mentioning
the address of employment should be uploaded as professional
address proof.

5. Members who are holding part time COP should provide
professional address on the basis of their employment.

6. Member who is in charge of any Branch or HO can update their
professional address through Firm Function only.
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Screen Shot of Independent Director details
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Note : Independent Director (Director Simplicitor i.e. Simple Director only for
attending Board Meeting and received only |Sitting Fees) need not to submit
Engagement Form in addition to KYM Form to update their directorship information.
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Thank You
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