Specimen document – Internal Suspicious Activity Reporting  
This specimen document provides a basic template that practitioners may wish to consider using internally for Suspicious Activity Reporting (SAR) purposes. The specimen document covers only the core elements that should be included, and therefore, members should tailor it to their specific circumstances and applicable internal procedures.   
The document should be reviewed alongside the Suspicious Activity Reporting Helpsheet. 


· 

Internal Suspicious Activity Report 
Guidance
· This form should be completed and submitted to the firm’s Money Laundering Reporting Officer (MLRO), [insert name], at [email].
· All sections should be completed as fully as possible, where details are not known then please state this.
· The subject of the email should be in the following format: INTERNAL SAR; [insert relevant party name]
· If you consider that the matter requires urgent attention or you are seeking advice, speak with [insert name of MLRO] (MLRO) as soon as possible. 
· A copy of this form should not be held on client file to avoid potential tipping off. 
· If you are reporting a suspicion that relates to a transaction (for example, a transfer of funds) that is yet to happen and you suspect that the funds/property being transferred represent the proceeds of crime, speak with [insert name of MLRO] (MLRO) immediately. This may require a Defence Against Money Laundering (DAML) Suspicious Activity Report (SAR) to be made to the National Crime Agency (NCA). 
Section 1 – Individuals/ relevant parties 
	Individual/ relevant party 1

	Name
	[insert name]

	Date of birth 
	[click to enter date]
	Address
	[insert address]

	Contact details
	[insert contact telephone number and/or email address]

	Additional details
	[insert any further information known about the individual]

	Suspected involvement 
	This should indicate the suspected involvement of this individual/party in the activity you are reporting. 

	Individual/ relevant party 2

	Name
	[insert name]

	Date of birth 
	[click to enter date]
	Address
	[insert address]

	Contact details
	[insert contact telephone number and/or email address]

	Additional details
	[insert any further information known about the individual]

	Suspected involvement 
	This should indicate the suspected involvement of this individual/party in the activity you are reporting.

	Individual/ relevant party 3

	Name
	[insert name]

	Date of birth 
	[click to enter date]
	Address
	[insert address]

	Contact details
	[insert contact telephone number and/or email address]

	Additional details
	[insert any further information known about the individual]

	Suspected involvement 
	This should indicate the suspected involvement of this individual/party in the activity you are reporting.


All known individuals/parties should be added to the above table, so add/amend as required. 



Section 2 – Reason for suspicion 
Provide a summary of your suspicion with events listed chronologically. Keep the content clear, concise and simple following the ‘Who, What, Where, When, Why, How’ method. Remember to include key dates, a description of the property that is known, suspected, or believed to be criminal property, how you became aware of the situation and what led you to be suspicious. Ensure your concern is clearly explained so a third party will understand. 
For further guidance on what to include refer to ICAS’ Suspicious Activity Report Helpsheet.
	
Click or tap here to enter text.




Section 3 – Supporting documentation 
Attach any supporting documentation that is relevant with an explanation provided for what the file is and how it relates to the report. Examples include copies of correspondence, customer files or information that you have obtained on the matter. 
	
Click or tap here to enter text.





Section 4 – Reporters details 
	Name
	[insert name]

	Contact number
	[insert contact number]
	Date of report 
	[click to enter date]


Section 5 – To be completed by MLRO 
	Reported to NCA?
	Choose an item.
	Record rationale in support of making SAR, or for deciding not to.
	[click to enter rationale]
	Date of report made to NCA
	[click to enter date]
	Signed
	[insert name]

	Date
	[click to enter date]


