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Document Customisation 
This page (to end of the ‘disclaimer’) provides template guidance and must be removed from the 
finished version. For information on customising this template, please refer to the ‘Instructions’ 
supplied with your order. 

It is important to work through the document and customise any areas to ensure that the finished 
template accurately reflects what your organisation does and the controls that you have in place. 
You should consider your regulatory and legal obligations and any standards or requirements that 
apply to your industry or business type when customising the content. 

Template Guidance 
We have provided a generic template as a starting point for you to develop your own policy in this 
compliance area. You should review and customise the template sections thoroughly to ensure that 
the finished version accurately reflects your organisations’ controls and responsibilities.  

The content in this template is based on the general requirements set out in The Money Laundering, 
Terrorist Financing and Transfer of Funds (Information on the Payer) Regulations 2017 (including 
2019 amendments) and utilises some of the requirements specified by the HMRC and FCA.  

Whilst this is a standalone template, AML works in conjunction with due diligence and risk 
management so should be used and read in conjunction with those policies (either your own or those 
you have purchased to customise). 

Referencing Other Policies 
We sometimes reference other policies in a template where relevant (i.e. refer to Anti-Bribery & 
Corruption Policy in conjunction with AML). Referenced documents are only included in your pack if 
you have ordered them separately or you have purchased a Toolkit or Bundle that includes them.  

Licence Terms 
Purchased documents are for use within the ordering company only and cannot be used, sold or 
transferred elsewhere without written permission from Know Your Compliance Limited. Please refer 
to the ‘Instructions’ document for more information on our T&C’s and licence options. 

Disclaimer 
Know Your Compliance Limited has created this template for you to use in developing and 
implementing your compliance program requirements. Whilst every reasonable care is taken to 
ensure that the content is relevant, compliant and up to date; it is your responsibility to ensure that 
the finished policy complies with any regulatory and/or legal requirements and standards. 

It is important that you customise the content to suit your industry needs and business type. Know 
Your Compliance Limited makes no claims or guarantees about the compliance or adequacy of the 
content in this template and accepts no responsibility or liability for any loss, damage or expense 
incurred as a result of reliance on the content contained herein. If you are unsure of your regulatory 
or legal obligations, you should obtain legal or professional advice before publishing, using or relying 
upon your finished policy. 



Anti-Money Laundering Policy Version 1 
 
 

 

 
 

[Insert Date]  Page 3 of 35 

 

Revision History 

VERSION REVISION 
DATE 

SECTION 
REVISED 

REASON FOR REVISION DESCRIPTION OF REVISION 

     
     
     
     
     
     
     

 

  



Anti-Money Laundering Policy Version 1 
 
 

 

 
 

[Insert Date]  Page 4 of 35 

Table of Contents 
1 Policy Statement ................................................................................................................... 6 
2 Purpose ................................................................................................................................. 7 
3 Scope .................................................................................................................................... 7 
4 What Is Financial Crime & Money Laundering? ...................................................................... 7 

4.1 Relevant Acts and Regulations .................................................................................................. 8 

4.1.1 Proceeds of Crime Act ........................................................................................................ 8 

5 Supervisory Authority ........................................................................................................... 10 
6 Responsible People or Reporting Officers ............................................................................. 10 

6.1 Nominated Officer ................................................................................................................... 10 

6.2 Money Laundering Reporting Officer ..................................................................................... 11 

6.3 Senior Appointed Officer......................................................................................................... 11 

6.3.1 Appointed Officers ........................................................................................................... 11 

6.4 HMRC Responsible Person ...................................................................................................... 12 

6.4.1 HMRC Fit & Proper Assessment ....................................................................................... 13 

6.4.2 HMRC Approval ................................................................................................................ 13 

6.5 Written Risk Assessment ......................................................................................................... 14 

7 Objectives ............................................................................................................................ 14 
8 Procedures and Controls ....................................................................................................... 15 

8.1 Internal Controls & Measures ................................................................................................. 15 

8.2 Anti-Bribery & Corruption ....................................................................................................... 17 

8.3 Risk Assessment ...................................................................................................................... 17 

8.4 Due Diligence........................................................................................................................... 18 

8.4.1 Standard Due Diligence Assessment ............................................................................... 19 

8.4.2 Enhanced Due Diligence Assessment .............................................................................. 20 

8.4.3 Monitoring & Auditing Due Diligence .............................................................................. 22 

8.5 Electronic Money & Cryptocurrency ....................................................................................... 22 

8.6 High-Risk Identification ........................................................................................................... 23 

8.6.1 Politically Exposed Persons (PEPs) ................................................................................... 24 

8.6.2 Beneficial Owners ............................................................................................................ 24 

8.6.3 Beneficiaries ..................................................................................................................... 25 

8.6.4 Employee Verification and Screening .............................................................................. 25 

8.7 Due Diligence Processes .......................................................................................................... 25 

8.8 Transaction Monitoring ........................................................................................................... 25 



Anti-Money Laundering Policy Version 1 
 
 

 

 
 

[Insert Date]  Page 5 of 35 

9 Records Management ........................................................................................................... 26 
10 Reporting ............................................................................................................................. 26 

10.1 MLRO Annual Report ........................................................................................................... 27 

10.2 Annual Financial Crime Report ............................................................................................ 27 

10.3 Financial Sanctions Reporting ............................................................................................. 28 

10.4 Discrepancies in Registers ................................................................................................... 28 

11 Ongoing Due Diligence & Audits ........................................................................................... 29 
12 Training ................................................................................................................................ 29 

12.1 Tipping Off ........................................................................................................................... 30 

13 Data Protection .................................................................................................................... 31 
14 Suspicious Activity Reporting ................................................................................................ 31 

14.1 SAR Procedures .................................................................................................................... 32 

15 Responsibilities .................................................................................................................... 33 
Appendix 1 – SAR Template ......................................................................................................... 34 
 

 
  

 

 

 

 

 

 

 

 

 

 



Anti-Money Laundering Policy Version 1 
 
 

 

 
 

[Insert Date]  Page 6 of 35 

1 POLICY STATEMENT 
[Your Company Name] (hereinafter referred to as the “Company”) and its employees are committed 
to the highest standards of money laundering and terrorist financing prevention, including anti-
fraud, anti-corruption and anti-bribery. We have robust and effective risk assessment and due 
diligence measures and controls in place to ensure compliance with the current regulations, laws and 
standards and ensure a continuous practice of monitoring and training for an inclusive approach.  

We understand that the money laundering regulations and legislation place a responsibility upon the 
Company and its employees to combat money laundering across a broad spectrum, including 
financial transactions, including possessing, or in any way dealing with, or concealing, the proceeds 
of any crime. We operate in a transparent environment with assessment, monitoring and reporting 
at the core of our business functions. We are dedicated to the prevention of financial crime and 
continue to improve upon existing measures. 

The money laundering regulations and legislation apply to the below entities and persons: - 

• credit institutions 
• financial institutions 
• auditors, external accountants and tax advisors, and any other person that undertakes to 

provide, directly or by means of other persons to which that other person is related, material 
aid, assistance or advice on tax matters as principal business or professional activity 
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• persons trading or acting as intermediaries in the trade of works of art, including when this is 
carried out by art galleries and auction houses, where the value of the transaction or a series 
of linked transactions amounts to EUR 10 000 or more 

• persons storing, trading, or acting as intermediaries in the trade of works of art when this is 
carried out by free ports, where the value of the transaction or a series of linked transactions 
amounts to EUR 10 000 or more 

2 PURPOSE 
The purpose of this policy is to ensure that the Company complies with the obligations and 
requirements set out by UK legislation, regulations and rules regarding the prevention, identification 
and reporting of money laundering or terrorist financing. This includes ensuring that we have 
adequate systems and controls in place to mitigate the risks posed to the Company and its clients, 
including the strict verification of, and due diligence checks on customers, transactions and third 
parties with whom we do business.  

 

 

 

 

 

 

 

3 SCOPE 
This policy applies to all staff within the Company (meaning permanent, fixed term, and temporary 
staff, any third-party representatives or sub-contractors, agency workers, volunteers, interns and 
agents engaged with the Company in the UK or overseas). Adherence to this policy is mandatory and 
non-compliance could lead to disciplinary action.  

4 WHAT IS FINANCIAL CRIME & MONEY LAUNDERING? 
Financial crime is any kind of criminal conduct relating to money or to financial services or markets, 
including any offence involving: - 

(a) Fraud or dishonesty; or 
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4.1 RELEVANT ACTS AND REGULATIONS 
 

 

 

 

 

 

 

 

4.1.1 PROCEEDS OF CRIME ACT 
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Part 7 of POCA requires regulated financial institutions and businesses to report to the UK Financial 
Intelligence Unit, which is part of the NCA, any suspicions about criminal property or money 
laundering.  

The Serious Organised Crime & Police Act 2005 came into effect on April 7, 2005 and created the 
National Crime Agency (NCA). Firms who are subject to the money laundering regulations and laws 
should be familiar with the NCA, as they are the agency associated with reporting suspicious activity 
and transactions. Suspicious Activity Reports (SARs) are made by a Money Laundering Reporting 
Officer (MLRO) or Nominated Officer (NO) to the NCA.  

The NCA is responsible for gathering intelligence regarding the proceeds of crime and financial 
information arising from suspicions of money laundering. 

Anti-Terrorism, Crime & Security Act 2001 came into effect on December 14, 2001 and was initially 
introduced into Parliament after the 9/11 attacks in New York. Part 12 of the Act contains legislation 
regarding bribery and corruption and define what constitutes an offence.  

The Serious Crime Act 2007 created serious crime prevention orders and contains provisions for 
information sharing where fraud is a concern. It contains a schedule of what is classed as a serious 
crime in the UK, which includes: - 

• Money Laundering 

• Fraud 

• Corruption 

• Bribery 

• Tax Evasion  

In the UK, relevant laws and regulations regarding money laundering became effective in 1994 
(subsequently amended in 2003, 2007, 2017 and 2019). The Money Laundering Regulations 2007 
came into force in the UK on 15/12/2007 and The Money Laundering (Amendment) Regulations 
2012 extended the scope of the Regulations. However, with the progression of technology and the 
digital age, a more risk-based approach was needed to combat terrorist financing and financial 
crime. 

In June 2015, the European Union’s Fourth Anti-Money Laundering Directive (EU) (2015/849) 
(MLD4) came into force, requiring all EU Member States to update their current money laundering 
regulations and transpose the changes into local law. In response to this Directive, the UK drafted 
The Money Laundering, Terrorist Financing and Transfer of Funds (Information on the Payer) 
Regulations 2017, effective from 26th June 2017 and repealing previous money laundering 
legislation (the MLR17 was further amended in 2019 to comply with the 5MLD). 

The new regulations place a higher emphasis on a risk-based approach, with risk assessments being 
pivotal in the prevention of financial crime. They also expand upon the previous customer due 
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diligence requirements, providing extensive details of the measures to be taken and further 
clarification on simplified and enhanced due diligence. 

The regulations also see the expansion of the Politically Exposed Persons (PEPs) definition and the 
introduction of a central register for beneficial owners. 

5 SUPERVISORY AUTHORITY 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 RESPONSIBLE PEOPLE OR REPORTING OFFICERS 
Dependant on the industry an organisation works within, they may have multiple reporting officer 
obligations, and/or be required to pass the HMRC’s fit and proper assessment prior to registering. 

6.1 NOMINATED OFFICER 
Organisations regulated by the Money Laundering Regulations are required to appoint a Nominated 
Officer whose role it is to be aware of any suspicious activity in the Company that might be linked to 
money laundering or terrorist financing and to report such suspicions or activities where necessary. 
The officer is responsible for: - 

• Receiving reports of suspicious activity from any employee in the business 
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• Considering all reports and evaluating whether there is any evidence of money laundering or 
terrorist financing 

• Reporting any suspicious activity or transaction to the National Crime Agency (NCA) by 
completing and submitting a Suspicious Activity Report 

• Asking the NCA for a defence to a money laundering offence in relation to the transactions 
that they have reported 

• Ensuring compliance with the MLR17 and any related money laundering regulations or codes 
of conduct 

• Developing and implementing anti-money laundering controls and procedures 

• Reviewing transactions and carrying out money laundering risk assessments 

• Training employees in preventing money laundering and understanding financial crime 

6.2 MONEY LAUNDERING REPORTING OFFICER  
[Delete if not applicable] 

Many of the sectors to whom the Money Laundering Regulations 2017 apply are also regulated by 
the FCA, and so there are additional requirements that include appointing a ‘Money Laundering 
Reporting Officer (MLRO)’.  

The MLRO is responsible for oversight of the Company's compliance with the FCA's rules on systems 
and controls against money laundering. The organisation must ensure that their MLRO has a 
sufficient level of authority and independence within the Company to allow them to perform their 
role and to have access to resources and information sufficient to enable them to carry out their 
obligations. 

 

 

 

 

6.3 SENIOR APPOINTED OFFICER 
 

 

 

6.3.1 APPOINTED OFFICERS 
[Delete if not applicable] 

SMF17 HELD BY: 
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6.4 HMRC RESPONSIBLE PERSON 
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• Manager - any person within the Company who has control, authority, or responsibility for 
managing the business (including any nominated officer) 

• Officer - a director, secretary, chief executive, member of the committee of management, or 
a person purporting to act in such a capacity, or an individual who is a controller of the body. 
Where the Company is a partnership; 'officer' refers to any partner, manager, secretary (or 
similar officer of the partnership), or a person purporting to act in such a capacity 

• Beneficial owner - refers to the meaning given in regulation 5; 6 or 6(9) of the MLR17 

6.4.1 HMRC FIT & PROPER ASSESSMENT 
The Company confirm that we have registered with the HMRC as part of our anti-money laundering 
obligations and have ascertained who are the responsible persons with the Company. These persons 
have undergone the HMRC’s fit and proper test and their details are noted below.  

The test has been applied to any person denoted by the HMRC’s and MLR17 criteria, including: - 

 

 

 

 

 

 

RESPONSIBLE PERSON POSITION DATE PASSED TEST 
(i.e.) John Smith Director 01/05/2019 
   
   

6.4.2 HMRC APPROVAL 
Gaining approval with the HMRC when registering for money laundering supervision is a separate 
process to the fit and proper testing and is required by certain individuals before they can own or 
hold positions of authority in the Company. 

As we fall into one of the below categories, the Company requires any of our senior managers; 
officers; beneficial owners and/or sole practitioners to obtain HMRC approval when registering for 
money laundering supervision.  

Those needing approval from the HMRC are: - 

• Accountancy service providers 

• Estate agency businesses 
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• High value dealers 

The Company confirms that all individuals who have been approved by the HMRC have met the 
approval and testing requirements, including checks on: - 

• Unspent conviction(s) for a relevant offence 

• History of failure to comply with the money laundering regulations which is a judgment issue 

• General assessment of individual’s honesty and integrity; competence and capability and 
background checks for financial soundness (including tax affairs) 

As part of the Company's own employee due diligence measures; we also conduct the above 
rechecks on an annual basis and ensure that the HMRC is kept informed of any new findings or 
relevant information. 

APPROVED INDIVIDUAL POSITION APPROVAL DATE 
(i.e.) John Smith Director 01/05/2019 
   
   
   

6.5 WRITTEN RISK ASSESSMENT 
 

 

 

 

 

 

 

 

7 OBJECTIVES 
To prevent financial crime and money laundering within our organisation, the Company aims to 
meet the below objectives: - 

• Establish and maintain policies, controls and procedures to mitigate and effectively manage 
the risks of money laundering and terrorist financing 

• The reporting and detection of suspected money laundering to the NCA via an SAR 

• All staff are trained and must remain vigilant for the signs of money laundering 

• No payment of cash will be accepted by the company if it exceeds [£2000/insert limit] 
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• Due diligence and client identification procedures are followed by all staff 

• This policy is to be read in conjunction with: - 

o Anti-Bribery & Corruption Policy 

o Whistleblowing Policy 

o Due Diligence Policy & Questionnaires 

o Risk Management Procedures 

 

 

 

 

 

 

 

 

 

 

8 PROCEDURES AND CONTROLS 
The MLR17 and those supervising financial crime prevention within organisations require that all 
firms have robust and dedicated policies, procedures and controls in place to combat money 
laundering. These controls include: - 

• Risk assessment 

• Customer due diligence  

• Monitoring, management and internal communication of policies and controls 

• Record keeping 

• Staff awareness and training 

• Reporting suspicious activity 

8.1 INTERNAL CONTROLS & MEASURES 
In the risk assessment and prevention of money laundering and terrorist financing, the Company has 
developed and implemented internal controls and measures designed to identify and mitigate risks. 
These controls comply with the money laundering regulations and are reviewed annually to ensure 
adequacy, effectiveness and compliance. 
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