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Introduction
Compliance with the Anti-Money Laundering (AML) Regulations and other financial crime legislation is not just a legal and professional obligation – it is an integral part of the fight against serious organised crime in the United Kingdom and beyond. 
Money laundering is not a victimless crime – behind every illegally earned pound there is usually a human victim, from someone addicted to non-prescription drugs to those forced to work as modern slaves on a construction site or in the sex trade. As trusted advisers, of all the professionals who are covered by the AML Regulations, accountants are often best placed to identify the money earned from these victims.
This helpsheet is designed to provide you with some essential documents you need to comply with your obligations. It is not a complete manual, as there are many different types and sizes of practice and many documents you may need to create, but rather it is a framework on which to base your AML compliance procedures. It is also not intended to be a substitute for training – this should be arranged internally. 
Policies and Procedures 
As a minimum, you will need to have the following in place:
1. AML and Anti Bribery Policies
The firm should have policies in place covering the firms approach to AML and Anti Bribery. The policies should be tailored to reflect the reality of the processes in your firm. You should not say one thing and do another. During a Practice Monitoring review, the team will review your entire AML process, and will expect to see the reality complying with the written policies. ICAS Sanctions Guidance sets out the regulatory penalties that may be levied in circumstances where firms are not in compliance with the Regulations. 
2. Confirmation of Money Laundering Awareness
The firm is responsible for ensuring all relevant staff are adequately trained so that they can recognise potential money laundering and are familiar with the process that the firm has in place for making internal reports to the Money Laundering Reporting Officer (MLRO). Employees should also know their personal obligations under the Money Laundering Regulations and other related legislation. The confirmation form outlines the main issues of which they should be aware and asks them to confirm that they have been trained and understand their legal obligations.  
We recommend that all relevant staff receive training on commencement of their employment with the firm and then at least once a year thereafter. We consider relevant staff to be anyone who works on a client’s affairs or who has contact with clients or potential clients on an ongoing basis. Furthermore, it is not enough to just deliver the training, it is crucial to document the content of the training provided, when and to whom it was delivered, and to obtain written confirmation from all relevant staff that they have received and understood the training.
3. Money Laundering Compliance Review
[bookmark: _Hlk31279003]Under the 2017 Regulations, firms are expected to review compliance with the Regulations regularly. We recommend that such a review is undertaken at least once a year by a senior member of staff, preferably a partner, who is NOT the MLRO or Money Laundering Compliance Principal.  For sole practitioners, it is best practice to have either another practitioner or an employee with sufficient seniority and knowledge undertake the review, although it is recognised that this may not always be possible. The review should be documented with any findings and these acted upon in a reasonable timeframe.
4. [bookmark: _Hlk31279574]Firm-wide Money Laundering Risk Assessment
Every firm is required by law to undertake a Firm Wide Risk Assessment which must be filed with ICAS every year when submitting the Firm’s Annual Return. The return is designed to identify the likelihood of money laundering being encountered across a range of areas within the firm, and to assess the likely impact on the firm if money laundering did occur. We recommend that such a review is undertaken by a senior member of staff, preferably a partner, and to act on any findings which suggest improvement is required.
5. Client Due Diligence Procedures
The 2017 Regulations require Client Due Diligence (CDD) to be undertaken before the establishment of a business relationship. CDD is designed to identify the risk of a client being involved, either knowingly or unwittingly, in money laundering and it is an essential part of the ‘Know Your Client’ process. A separate AML Client Due Diligence Helpsheet is available which sets out what identification verification checks should be done and on whom. Specimen ‘Know Your Client’ and Risk Assessment/ Review forms are also available as part of the General Practice Manual. 
Reporting Suspicions of Money Laundering Activity
The firm must make it clear to all staff how they should make reports of knowledge or suspicion of money laundering to the firm’s MLRO as soon as the matter comes to their attention. 
Internal reports can be made in many ways, but they should always be in writing. A very simple and straightforward approach, which does not necessarily require a specific “form”, is recommended as it is sufficient to note the relevant details to the MLRO, such as a memo, for example. 
The relevant details would include:
Basic client details; 
Description of the suspicion;
Details of what work (if any) has been undertaken to quantify or investigate the suspicion; and
Confirm if the matter has been discussed with the engagement partner.
 The reporter should: 
1. Prints two copies, sign and date them, and deliver the copies by hand to the MLRO (or their deputy);
2. Not save a copy of the memo on any computer, or send the memo by email;
3. Obtain the MLRO’s signature and ensure the date of receipt is noted on both copies; and
4. Retain one copy in a safe place at home indefinitely.
By following the steps above, the reporter will ensure they have evidence of making their report to the MLRO and will discharge their obligations under the Money Laundering Regulations, while also minimising the risk of accidental “tipping off”.
The firm must retain and record all internal reports received by the MLRO, together with the decision on whether a Suspicious Activity Report (“SAR”) has been made to the National Crime Agency (“NCA”), and how the MLRO reached their decision. The firm must also keep a record of all SAR’s made to the NCA.
ICAS Practice Monitoring will review SARs made to the NCA as part of their AML review during a scheduled visit.


Specimen Documents 
A number of specimen documents/sample wording are available to assist firms with the AML compliance. Note that these are for illustrative purposes only and you should consider the relevance of each reference to the specific engagement in question and amend accordingly. 
AML and Anti Bribery Policies 
Confirmation of AML Awareness form 
AML Compliance Review 
Firm-wide Money Laundering Risk Assessment
Bribery Act 2010 Firm Risk Assessment
ICAS has also produced supplementary guidance on how to complete the Firm-wide Risk Assessment along with additional example case studies. 
Useful Links 
The UK AML regime is contained in the following legislation:
The Proceeds of Crime Act 2002 (POCA) as amended by the Serious Organised Crime and Police Act 2005 (SOCPA)
The Terrorism Act 2000 (TA 2000) (as amended by the Anti-Terrorism Crime and Security Act 2001 (ATCSA) and the Terrorism Act 2006 (TA 2006));
The Money Laundering, Terrorist Financing and Transfer of Funds (Information on the Payer) Regulations 2017 (as amended by The Money Laundering and Terrorist Financing (Amendment) Regulations 2019)
ICAS Regulations:
AML Regulations
Sanctions Guidance
AML Regulatory Action Guidance
Other Guidance:
CCAB Anti-Money Laundering Guidance for the Accountancy Sector 
Supplementary Anti Money Laundering Guidance for Tax Practitioners
Supplementary Anti Money Laundering Guidance for Insolvency Practitioners

Further information and assistance 
Further assistance and information can be obtained from the Practice Support team. You can contact them through the Practice Support section of the ICAS Technical helpdesk.





















































Disclaimer:

This document has been published by ICAS for information purposes only and ICAS cannot accept responsibility for any person acting or refraining to act as a result of any material contained within this guidance. Recipients should make their own independent evaluation of this information and no action should be taken, solely relying on it. The document is intended to assist members in the general application of the subject, it is not intended to cover all aspects. 

Whilst this information is believed to be reliable, ICAS, its employees and others involved in the production of this information do not provide any representation or warranty (express or implied) of any kind as regards the accuracy or completeness of this information, nor do they accept any responsibility or liability for loss or damage arising in any way from any use made of or reliance placed on this information.

All information is believed to be correct at the time of publication.
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