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4 | Risk assessment sources         Form


[bookmark: _Toc213338320]Enhanced customer due diligence form
Use this form to complete and record all enhanced CDD checks. Repeat steps 1 to 5 for each relevant party. Attach extra pages as needed and keep all supporting evidence in the client record.
General information
	Client name:
	

	Client ID/reference number:
	

	Date of check:
	

	Check conduct by (AML/CTF compliance officer):
	

	Notes:
	


Step 1: Identify and verify relevant parties
Complete one table for each relevant party – this includes the client, each beneficial owner (for a non-individual client), client representatives and anyone who the client is receiving the service on behalf of. 
If there are multiple relevant parties of a certain type, copy this section for each and clearly label (for example, 'Beneficial owner 1 of 3').
	Role (tick one)
	☐   Client 
☐   Beneficial owner
Read the determining ownership and control structures reform guidance to learn how to identify all beneficial owners of the client.
☐   Person acting on behalf of the client (e.g. a representative acting for a client)
☐   Person the client is receiving the service on behalf of (e.g. a beneficiary for a trust)

	Full name:
	

	Date of birth or incorporation:
	

	Address (for example, residential, place of business and registered business address):
	





	Identification document(s) sighted:
	

	Verification method and date:
	


Attach copies of identification and verification evidence to the client record.
Step 2: Assess client risk factors 
Tick all that apply for each relevant party. If more than one party is being assessed, complete the table for each.
	Risk factor
	Tick if applicable

	High ML/TF risk – for just the client, incorporating facts about relevant parties
	☐

	Suspicious matter report (SMR) previously submitted or required to be submitted
	☐



	Notes:





Step 3: Collect and record additional information
For all relevant parties where the client is assessed as high risk, or you need to make an SMR in relation to the customer and decide to continue providing them with a designated service, collect and record the following details. Attach this document to the client record.
	Information collected
	Date requested
	Date collected
	Completed
	Notes

	Source of funds
Follow the Source of funds and wealth check process. 
	
	
	☐ 
	

	Source of wealth
Follow the Source of funds and source of wealth check process.
	
	
	☐ 
	

	Open-source background checks (including an adverse media check)
Follow the Adverse media check process.
	
	
	☐ 
	

	Verify the nature and purpose of the business relationship
Follow the Nature and purpose of the business relationship process.
	
	
	☐
	

	Other (specify):


	
	
	☐ 
	





Step 4: Review and compare activity
Review past transactions, internal notes and similar client behaviour. Record observations below.
If anomalies or red flags are identified, summarise them in the Notes column for the senior manager to review at Step 5.
	Information collected
	Completed
	Notes/findings

	Past transactions reviewed
	☐ 
	

	Internal notes, unusual activity reports (UARs), SMRs reviewed
	☐ 
	

	Activity compared with known profile
	☐ 
	

	Activity compared with similar clients
	☐ 
	

	Additional follow-up with client completed?
	☐ 
	



	Has the client risk rating changed?
	☐   Yes     ☐   No

	If NO, what is the client risk rating?
	☐   High     ☐   Medium     ☐   Low

	If YES, what is the new client risk rating?
	☐   High     ☐   Medium     ☐   Low

	Were any indicators of unusual transactions or behaviours identified?
	☐   Yes     ☐   No 
If YES, complete a UAR review.


Step 5: Get senior manager approval
Get written approval before providing or continuing services for any client or related party assessed as high-risk. Attach evidence of approval to the client record.
	Senior manager name:
	

	Approval obtained before providing or continuing services?
	☐   Yes     ☐   No 

	Decision:
	☐   Approved     ☐   Declined 

	Reason for approving or declining:
	

	Client response and date:
For digital correspondence, attach copies, including time stamps.
	

	If DECLINED, provide an accurate description of wording used to notify client:
	

	If APPROVED, outline all controls applied:
	

	Date:
	

	Rationale/comments:
	



[bookmark: _Step_7:_Record]Step 6: Record keeping and ongoing review
Store this form and all supporting evidence in the client record. Keep all records for 7 years after the business relationship ends.
[bookmark: _Process:_Reporting_requirements]
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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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