

Form B

The Anti-Money Laundering / Counter-Terrorist Financing
Documents Request List
(“AML/CTF Documents Request List”)

To support the Law Society’s assessment of how your firm embeds the AML/CTF requirements into its operations, we kindly request that you provide any relevant policies, procedures, templates, or other materials that reflect your current practices. 

Please be advised that not all of the documents listed or referenced below are mandatory. We acknowledge that the nature and scope of documentation may vary depending on each firm’s operational structure. Accordingly, we kindly request that you provide any materials that are currently available and relevant to your firm’s AML/CTF framework.

A. AML/CTF Policy and/or Procedures describing:
1. Client Identification and Verification
2. Client Due Diligence (“CDD”)
3. Procedure for Enhanced Due Diligence and Simplified Due Diligence (when and how they are applied)
4. Client Risk Assessment and, if applicable, the Client Risk Rating Methodology used by the firm to assess money laundering/terrorist financing (“ML/TF”) risks
5. Procedures for Assessing Source of Funds and Source of Wealth
6. Firm’s policy on client acceptance and exit
7. Firm’s policy on the use of an intermediary for CDD purposes 
8. List of client risk factors taken into account when assessing ML/TF risks
9. List of red flag indicators or suspicious transaction indicators
10. Suspicious Transaction Reporting (“STR”)
11. Client Name Screening:
a) Name of the automated screening system (if in place) 
b) Steps for discounting potential matches
c) Steps and follow-up actions in case of a positive match 
12. Ongoing Monitoring
13. Record Keeping
14. Firm’s policy on cash acceptance  
15. Procedures for Handling Third-Party Payments (Incoming/Outgoing)

B. CDD/Know Your Client (“KYC”) templates (if applicable):
1. CDD/KYC template or checklist utilised by the firm 
2. Client Intake Form (if CDD/KYC templates are not utilised)

C. Other documents (if applicable): 
1. Firm’s own AML/CTF risk assessment 
2. Firm’s Sanctions, Terrorist Financing, and Proliferation Financing policy/procedures
3. Copy of the AML/CFT training and training records conducted in the last 12 months 
4. Confirmation of whether the firm has undergone any AML/CTF internal or external examinations/audits in the last 12 months 



