
This is a sample document only which has been produced for the New Zealand Law Society to assist lawyers with Anti- Money Laundering and Countering Financing of Terrorism Act 2009 (AML/CFT) compliance requirements. It is intended as a guide only and should be adapted to take into account a law firm’s particular circumstances including internal policies and procedures specific to the law firm. This sample document should not be relied on as definitive statement of AML/CFT legal requirements.  Law firms and lawyers must familiarise themselves with the relevant legal requirements and there is information available on the DIA’s website (https://www.dia.govt.nz/) and the Law Society’s website (https://www.lawsociety.org.nz/practice-resources/practice-areas/aml-cft) about this. If legal advice is required, it should be sought on a formal, professional basis.
 
ALL STAFF ARE REQUIRED TO READ THIS DOCUMENT
MONEY LAUNDERING REPORTING PROCEDURE

1. [INSERT NAME OF FIRM] Money Laundering Reporting Officer (‘the MLRO’) is
: - 
[NAME OF MLRO]
E-mail address: 
Mobile:

DDI:


2. The following forms are annexed hereto: -

a) An uncompleted Internal Suspicious Activity Report Form; and 
b) An uncompleted External Suspicious Activity Report Form.  

Copies of these forms are located [DETAIL WHERE FORMS CAN BE FOUND].   
3. Any concerns should be reported to the MLRO using the Internal Suspicious Activity Report Form as soon as possible after they arise. The range of concerns it is expected that staff may have, without limitation, are concerns over suspicious transactions, clients or any other matters that are affected by the anti-money laundering regulations. 
4. Even if a new client or matter is not taken on for any reason, the need to report can still arise.  Where in the course of discussions, matters of a suspicious nature come to the attention of a member of staff, that person should attempt to gather as much information as possible and make a disclosure report in exactly the same manner as if that person were a client.

5. Whilst (internal) concerns may be discussed with the MLRO, those concerns must, as soon as possible, be recorded in an Internal Suspicious Activity Report Form and sent by e-mail to the MLRO. (If the MLRO is not in the office then the member of staff should telephone the MLRO to communicate the concerns and indicate that an e-mail attaching the Internal Suspicious Activity Report Form has been sent by e-mail to the MLRO). The Internal Suspicious Activity Report Form should contain as full a statement as possible of the information giving rise to the knowledge, suspicion or reasonable grounds for knowledge or suspicion of money laundering or terrorist financing activity and full details of the client.  
6. Where a matter is discussed with the MLRO after the Internal Suspicious Activity Report has been sent to the MLRO, the employee should make an Attendance Note of the discussions and present it the MLRO within 48 hours for their comments. The Attendance Note is to be finalised as soon as possible thereafter and countersigned by the member staff and the MLRO. Any other communications will be in writing. 

7. The MLRO will report back to the member of staff who raised the concerns in writing explaining the reasons for either reporting the matter to the authorities or the decision not to report the matter.

8. The MLRO will maintain a file containing copies of all documents referred to above in relation to each Internal Suspicious Activity Report and any External Suspicious Activity Reports, together with any documents generated by the MLRO during their review of the Internal Suspicious Activity Report. 
9. All members of staff should bear in mind that if they fail, without reasonable excuse, to make an internal SAR, where they have knowledge, suspicion or reasonable grounds for knowledge or suspicion of money laundering or terrorist financing activity they will be subject to disciplinary action. Depending on the circumstances, the failure to make a report may be considered to be sufficiently serious to amount to gross misconduct, thereby providing grounds for termination of employment. 
10. It should be noted that making an internal report on a client or potential client is not a ‘once and for all’ activity and any further circumstances that give rise to suspicion of money laundering should also be reported. This applies whether or not the MLRO had decided to make an external report.  

11. All staff are reminded that where they are involved with the filing of an Internal Suspicious Activity Report or asked questions in relation to it, they are under no circumstances to communicate to the client (or any other third party referred to in the Report) any information which may prejudice law enforcement enquiries. If they have any concerns in this respect they should be discussed with the MLRO. 

12. It is finally noted that if the MLRO has any concerns, they are to ensure that the concerns are fully documented and that, at the first stage, the MLRO completes an Internal Suspicious Activity Report Form, in order to document those concerns. 

Money Laundering Internal Report (MLIR)

Section A


Name or originator





Job Title


Client/Matter Name 





Ref No
  


Entities suspected of   

involvement

 
Details of transaction 
or activity

Basis for suspicion

Signed

(staff member)
_________________________________________________________

Section B

Instructions from


MLRO

Details of all staff
_________________________________________________________

who are aware of            _________________________________________________________

this report

_________________________________________________________




_________________________________________________________




_________________________________________________________
Signed

(MLRO)


_________________________________________________________

Date:


____________________________

Section C

Details of interviews with other staff members


Name:




Date:


Instructions


given:



Name:




Date:


Instructions


given:


Details of other investigations carried out by the MLRO, e.g. internet searches, archived records, media enquiries:

Section D

(i)  The report did not require external disclosure

Date of closure

_____________________________________

Staff member 

Advised


_____________________________________

Signed by MLRO
_____________________________________

(ii)  The report did require external disclosure

Date of report

To FIU

______________________________________

Instructions received:




































































































� The MLCO does not need to be a Partner of the firm (it can be any suitable employee). However,  it may be desirable that the MLRO is a Senior Partner (or Senior Lawyer) given the MLRO’s primary role concerns reporting to the FIU. The MLRO will therefore need an in-depth knowledge of AML/CFT, legal professional privilege and related issues.  However, in some firms (particularly smaller firms), it may be that the MLCO and MLRO can be the same person. Such person will be responsible for administering and maintaining the AML/CFT compliance programme as well as reporting to the FIU.
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