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[bookmark: _Toc216371063]Unusual activity report information form
This section is for personnel to use when they have identified any potentially suspicious client activity before escalating to the AML/CTF compliance officer.
Ensure the details are accurate and complete. Once you have captured the details, submit this form following the Escalating matters to the AML/CTF compliance officer process.
Details of personnel completing report
	Name:
	

	Position/job title:
	

	Contact details (phone and email):
	


Details of unusual transactions or behaviour
	Date and time it occurred:
	

	Detailed description of activity:
Include any indicators of unusual or potential criminal behaviour, or that a client is not who they say they are
Refer to any indicators from your risk assessment that are present  
	

	Names of all parties involved: 
	 

	Have you verified the client's identity? 
	​​☐​   Yes          ​☐​   No 
If no, provide further details: 


	What is the risk rating of the client? 
	​​☐​   Low          ​☐​   Medium          ​☐​ High 

	Is the activity associated with a physical currency transaction valued at $10,000 or more? 
	​​☐​   Yes          ​☐​   No 

	Any supporting information or documentation available:  
For example: identification information, documents or information showing risk indicators, copies or screenshots of unusual instructions, email or correspondence. 
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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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