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Request to verify information 
This form is to request that a conveyancer, buyer's agent or seller's agent involved in the real estate transaction verify a client's information for initial customer due diligence. This is appropriate when verification cannot be undertaken due to time constraints.
Part 1 – Information about the reporting entities involved in the transaction 
For the purposes of this form the entity:
requesting verification of client information is the 'first entity'
that is being requested to verify information is the 'second entity'.

First entity details
	First entity representative name:
	

	First entity company (if applicable):
	

	Phone:
	

	Email:
	


Second entity details
	Second entity representative name:
	

	Second entity company (if applicable):
	

	Phone:
	

	Email:
	


Part 2 – Information about the client and transaction 
This section is to be completed by the first entity 
Information about the client
	Name:
	

	Kind of client (individual, sole trader, trust, body corporate, government body):
	

	Current address:
	

	Client’s ML/TF risk level identified by first entity (low, medium, high):
	

	Client is the:
	☐   Vendor     ☐   Buyer     
☐   Transferor     ☐   Transferee     




Information about the transaction 
	Property address:
	

	Property type:
	

	Contract date:
	

	Settlement date:
	

	Date client information to be provided to second entity (date of this agreement)
	

	Date client information and verification data to be provided to first entity (no later than 15 days from contract exchange as required by the AML/CTF Act)
	


Part 3 – Responsibilities of first entity 
This section is to be completed and signed by the first entity.
I have collected information on the matters listed below. Once this agreement is in place, I will provide this information to the second entity so they can verify it where required.
	Identity of any person on whose behalf the client is buying, selling or transferring the property.
	☐

	Identity of any beneficial owners of the client.
	☐

	Information about whether the client, any beneficial owner, any person on whose behalf the client is receiving a designated service or any person acting on behalf of the client is a politically exposed person (PEP).
	☐

	The client’s source of funds and source of wealth.
	☐


Other responsibilities 
The first entity must keep records of the information they have collected.
The first entity must keep records they obtain from the second entity of the independent and reliable data used to verify information. 
These records must be kept for 7 years from either the date the transaction is completed or the date the business relationship with the client ends.   
The first entity must keep a copy of this agreement for 7 years from either the date this transaction is completed or the date the business relationship with the client ends. 
	First entity representative: 
	 

	Signature:
	 


	Date:
	​​


Part 4 – Responsibilities of second entity  
This section is to be completed and signed by the second entity.
Agreement to verify information collected by the first entity (as needed) 
	I agree to collect any other information about my client that is appropriate to complete initial customer due diligence and based on their ML/TF risk.
I will do this no later than 28 days after the exchange of contracts for the sale, purchase or transfer. 
	​​ ☐

	I agree to verify, using reliable and independent data, as much of the information collected about my client that is appropriate to the client’s ML/TF risk. 
I will do this no later than 28 days after the exchange of contracts for the sale, purchase or transfer. 
	​​ ☐

	I agree to provide the first entity any information that I collect, and copies of the independent and reliable data I have used to verify the information for the purposes of completing initial customer due diligence, at least 3 before the initially agreed settlement date. 
	​​ ☐

	I agree to keep the following records for 7 years from either the date the transaction is completed or the date my business relationship with my client ends:
the information I received from the first entity 
any information I have collected 
the independent and reliable data used to verify it for the purposes of completing initial customer due diligence. 
	​​ ☐

	I agree to keep a copy of this agreement for 7 years from either the date this transaction is completed or the date my business relationship with the client ends.
	​​ ☐



	Second entity representative:
	 

	Signature:
	 


	Date:
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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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