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anti-money 
laundering and 
counter-terrorism 
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Manage the AML/CTF 
program and 
keep records
✔ �Develop a written AML/

CTF program that details the 
processes and procedures that 
are in place.

✔ �Maintain and regularly update 
the program.

✔ �Update the program before 
any new services, products or 
delivery channels are introduced.

✔ �Ensure your business’ program 
is independently reviewed 
at regular intervals and that 
findings are actioned.

✔ �Keep all documentation for 
at least seven years where 
required.

Governance checklist for 
compliance officers

Assess and manage 
the ML/TF risks your 
business may face
■ �Stay informed about ML/TF risks 

to your business and industry.

■ �Regularly review your business’ 
risk assessments.

■ �Complete a risk assessment 
before any new services, 
products, or delivery channels 
are introduced.

■ ��Develop and implement 
appropriate systems and controls 
to manage and mitigate any 
identified risks.

w austrac.gov.au    e contact@austrac.gov.au    p 1300 021 037
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Submit reports 
and be the contact 
point for AUSTRAC
✔ ��Lodge suspicious matter 

reports, international funds 
transfer instruction reports, 
threshold transaction reports 
and compliance reports.

✔ �Update your business’ enrolment 
details within 14 days of 
any changes.

✔ �Be the primary contact for 
AUSTRAC for information 
and document requests, and 
regulatory assessments.

✔ �Address any feedback from 
AUSTRAC related to risk 
assessments, risk mitigation 
or your AML/CTF program.

Manage AML/CTF 
culture and 
compliance within 
the business
■ �Work with the board and 

senior management to ensure 
continued compliance with AML/
CTF obligations.

■ �Report regularly to the board and 
senior management, including 
non-compliance and risk 
assessment updates.

■ �Update internal AML/CTF 
compliance manuals, policies, 
procedures and systems.

■ ��Promote AML/CTF processes 
and procedures and train staff 
to understand your businesses 
compliance obligations.

■ �Put handover processes in place 
for the appointment of a new 
AML/CTF compliance officer 
where required.

w austrac.gov.au    e contact@austrac.gov.au    p 1300 021 037
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