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[bookmark: _Toc213338324]Unusual activity report (UAR) review form
This form is used by the AML/CTF compliance officer to review unusual activity that was either:
reported to them by personnel in an unusual activity report information form
detected by themselves when assisting with customer due diligence.
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	Timeline summary
The AML/CTF compliance officer must review unusual activity as soon as practicable to determine if a suspicious matter report will need to be submitted to AUSTRAC.
SMRs must be submitted to AUSTRAC:
within 24 hours of a reasonable suspicion being formed in relation to terrorism financing
within 3 business days of a reasonable suspicion being formed for any other reason.


Section 1: Initial review
This section must be completed as soon as practicable after identifying unusual activity or receiving an unusual activity report information form from personnel.
	Date and time review started:
	

	Reviewed by (name and title):
	

	What is the nature of the suspicion?
	☐ information may be relevant to an offence 
☐ a customer, potential customer or their representative isn't who they claim to be
☐ a person is planning to commit a money laundering or terrorism financing offence using your service

	Initial review decision:

	☐ I have no reason to suspect
☐ I need more information (complete this section and go to section 2)
☐   I have reason(s) to suspect (go to section 3)

	Rationale for decision:

	





	Date of decision
	

	Supporting documents attached (including any UAR form submitted by personnel).
	



Section 2: Further investigation
Complete this section if you need to request more information before making a final decision. 
	Date information requested:
	

	Type of request:
	☐   Internal (another department)
☐   External (customer or third party)

	Description of information requested:
Detail what was requested and why.
	

	Date information received:
	

	Date review completed:
	

	Document what the information showed and how it affected the assessment.
	

	Further checks conducted:
	☐   Open-source search     ☐   Customer inquiry     ☐   Enhanced CDD     ☐   Other (specify):

	What is the customer’s risk rating after the review?
	☐   Low     ☐   Medium     ☐   High

	Supporting evidence attached:

	

	Final decision:
	☐   I have no reason to suspect (provide rationale, complete section 4, close report)
☐ I have reason(s) to suspect (provide rationale, complete sections 3 and 4, close report)
☐   Ongoing monitoring required (provide rationale, complete
section 4, close report and follow the Customer risk rating and ongoing customer due diligence process)
If you don’t have enough information to confirm reasonable grounds but still find the behaviour unusual, continue to monitor the customer.
Conduct and document further investigations where needed.

	Rationale for decision:
	



	Date of decision
	



Section 3: Submit suspicious matter report (SMR) submission
You must submit an SMR through AUSTRAC Online if you suspect and you have reasons for your suspicion. 
Use this section to record submission details. 
Where you decide an SMR is required and want to continue to provide designated services, the senior manager must provide approval and enhanced CDD must be completed following the Escalation and enhanced customer due diligence policy.
	Date SMR submitted:
	

	Submitted by (name and role):
	

	Submission timeframe (after reaching reasonable grounds for the suspicion):
	☐   24 hours (terrorism financing)
☐   3 business days (other)

	Submission reference number (AUSTRAC):
	

	If SMR already submitted, and suspicion no longer held, enter date submission was updated with AUSTRAC:
	


Section 4: Record keeping
	Internal reference number
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	The program starter kits are intended to be used as a complete package and have been designed for use by reporting entities who satisfy certain suitability criteria. Before using these kits, reporting entities need to consider the suitability criteria and the information on the Getting Started `webpage.
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