Money Laundering Manual: Contents

A Summary of the key requirements of the legislation surrounding A
money laundering and the proceeds of crime

B1 What we need to do as a firm B1-1
B2 Key changes to the manual from March 2004 to March 2005 B2-1
C Procedures C1-1
1 Summary of our key requirements C1-1
« Key roles C1-1
« Reporting of suspicions C1-1
« Liability reminder C1-1
2 Training procedures C2-1
* Requirements C2-1
 Retention of records C2-1
3 Client identification procedures C3-1
* Why establish identity? C3-1
« Standard new client idenfification procedures C3-1
 Risk based approach C3-2
 Date of birth C3-4
« Additional procedures for higher risk clients C3-5
* Non UK resident private individuals C3-5
 Potential new clients that we have not met face to face C3-5
« Completing work on behalf of a solicitor C3-6
« Existing clients C3-6
» Purchase of new fees C3-6
* Merger with another firm or sole practitioner C3-6
« Acting as an alternate C3-6
« Record keeping C3-6
4 Clients” money procedures C4-1
« Definition C4-1
« |dentity procedures C4-1
* Constructive trusts C4-1
5 Internal reporting procedures C5-1
* Who do you consult? C5-1
« Knowledge, suspicion or speculation? C5-2
* What happens next? C5-3
6 External reporting procedures Cé6-1
* MLNO procedures Cé6-1
* What does the MLNO need to send to NCIS? C6-1
 Standard form Cé6-1
« Limited intelligence value (LIV) report C6-2
* Subject of ISAR unknown Cé6-4
« Referencing Cé6-5
« Acknowledgement lefters from NCIS Cé6-5
7 General reporting and procedural requirements C7-1
» Can we continue to do work for the client? C7-1
* Annual compliance procedures C7-1
« Client confidentiality C7-1
« Requests for additional information C7-2
* Do we need to resign? C7-2
« Interaction of different reporting duties C7-2
« Professional enquiry letters C7-3
« Record keeping C7-3
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Tipping off
Checklists - general procedures
Transitional arrangements

Client responses

Impact on partnership agreements and human resources manual
Additional guidance for auditors
Checklists

¢ New client checklist - audit

* New client checklist - non-audit

¢ Individual identity checklist

« Organisation identity checklist

¢ Assignment commencement checklist

* Money laundering specific risk assessment checklist

¢ Assignment finalisation checklist

« Internal suspicious activity report (ISAR)

« Register of internal suspicious activity reports

« MLNO - Receipt of ISAR for partners and staff
 Register of staff training

« Annual declaration of awareness of the legislation and internal procedures
e Annual money laundering compliance review checklist

Alternative proceduresl
Proceeds of Crime Act 2002 and the Money Laundering Regulations 2003 -

Detailed requirements
Appendix

| Further guidance for MLNOs

Il Further guidance notes on the regulated sector
Il Financial Action Task Force

IV Roles and responsibilities within government

Case studies
NCIS disclosure forms and guidance notes

Guidance notes - standard form

Standard reporting form

Guidance notes - limited intelligence value (LIV) form
LIV reporting form

Guidance notes - field values list

NCIS’ guidance in relation to disclosures
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