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If you use this document, especially if you are a professional services firm (law firm, 

accounting firm or other consulting firm) training company or trade association, we expect that 

you will meet your professional and ethical requirements by acknowledging to your 

clients/colleagues Compliance Ireland’s legal and moral rights to the material herein. 

 
Why not send us an email to email@complianceireland.com if you find this template useful.  

The more we hear, the more data we will make available on our site. 

 

NOTE – THIS TEMPLATE ‘CONTENTS’ FOR AN AML & CFT MANUAL 

INCLUDES MANY TOPICS WHICH A FIRM SHOULD CONSIDER AS A 

MINIMUM FOR ITS MANUAL. 

 

THE TEMPLATE AML/CFT MANUAL DOES NOT INCORPORATE OTHER 

COMPLIANCE REQUIREMENTS - (i) MiFID; (ii) DATA PROTECTION; (iii) 

CONSUMER PROTECTION CODE,  POLICIES AND PROCEDURES.  THESE 

TOPICS PLUS OTHER TOPICS CAN BE INCLUDED AT CLIENT’S REQUEST. 

 

Other template compliance documents are also available on our website including: 

 

1. MiFID Procedures Manual (Template for Contents)  

2. MIFID Monitoring Programme (Template for Contents) 

3.  MiFID Compliance Manual (Template for Contents) 

4.  Data Protection Policies, Procedures & Manuals (MiFID & non-MiFID 

  firms) (Template for Contents) 

 

Please contact Compliance Ireland Regulatory Services Limited at 

email@complianceireland.com or telephone + 353 (0) 1 425 5962 for further 

information on this template manual and other compliance documents. 

 

To see more compliance document templates return to 

www.complianceireland.com/compliancedocs.html (or www.complianceireland.com) 

and visit www.mifid.ie for more information on MiFID. 

This document has been provided for information purposes only - under no circumstances will 
any liability be accepted for errors and omissions. 
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SECTION 1: INTRODUCTION 

1.1  Board of Directors & Senior Management Commitment 

1.2  Purpose of Company Manual 

1.3 Updating the manual        

 

SECTION 2: WHY ARE THE PROCEDURES NECESSARY?     

2.1 Key Legislative Requirements       

2.2 Effect of the Legislative Requirements on [company]    

2.3 Risk Assessment 

� Customer Risk 

� Product Risk 

� Distribution Risk 

� Geographical Risk 

� Senior Management Responsibility 

2.4 Summary of Penalties 

 

SECTION 3: CUSTOMER DUE DILIGENCE     

3.1 Introduction         

3.2 Business Relationship         

3.3 When must the CDD be obtained?  

� Financial Thresholds/Limits 

3.4 Terminating Business Relationship  

3.4 CDD Procedures  

� Individuals 

� Corporates 

� Corporates - Private 

� Corporates - PLC 

� Partnerships 

� Clubs/Associations 

� Investment Vehicles 

� Pooled Vehicles of EU Lawyers 

� Pensions/Superannuation/ERISA Vehicles 

� Trusts 

� Limited Partnerships 

� Mutual Funds 

� Unit Trusts 

� Other Legal Arrangements 

� Beneficial Owners and Controllers 
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3.5 Enhanced CDD Procedures        

� Customer not Present 

� Other Higher Risk Profile Customers 

� Politically exposed persons  

� Identification of PEP 

� Immediate Family Members 

� Close Associates 

� Senior Management Approval Procedures 

 

3.6 Simplified CDD  

3.7 Exemptions to CDD 

3.8 CDD & Geographical Risks 

� Comparable Jurisdictions  

� High-risk countries  

3.9 CDD & Lower Risk Products 

3.10 Higher Risk Products 

� Wire Transfers 

3.11 Reliance on Third Parties 

� Letters of Introduction 

� Letters of Assurance 

3.12 Data Protection  

� Consent  

� Electronic Verification 

� Lawful Purposes of Use 

� Not excessive 

� See also Section 5  

 

SECTION 4: RECOGNISING SUSPICIOUS ACTIVITY AND USING THE REPORTING 
PROCEDURES  

4.1 Purpose of reporting procedure 

4.2 What is suspicious activity 

4.3 On-going Monitoring 

4.4 Reporting to MLRO 

4.5 Steps following a report to MLRO 

4.6 Procedures for MLRO 

4.7 Documenting Suspicious Activity Reports 

4.8 Information Requests, Court Orders and Investigations  

� Usual Court Orders 

� Directions from Garda 

4.9 Tipping Off 

� Dealing with Difficult Customers 

4.10 Permitted Disclosures 
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� Financial Regulator 

� Board of Directors & Senior Management 

� Group Companies 

� Third Parties (same customer/same transaction) 

 

SECTION 5: RECORDING KEEPING, PROCEDURES AND TRAINING  

5.1  Record Keeping 

5.2 Data Protection  

� Data Security 

� Data Retention 

� Data Destruction  

5.3 Training 

� Training Records 

� Annual Declaration by Staff & Board 

 

SECTION 6 - COMPLIANCE ARRANGEMENTS: adequate and appropriate policies and 
procedures relating to, 

(i) customer due diligence 

(ii) reporting 

(iii) record keeping 

(iv) internal control 

(v) risk assessment and management 

(vi) compliance management, and 

(vii) communication. 

 

6.1  AML/CFT Compliance Monitoring 

6.2  AML/CFT electronic compliance monitoring 

6.3 MLRO Quarterly Report to Board 

6.4 Taking over the Business of a Third Party 

 

SECTION 7: POWERS OF STATE COMPETENT AUTHORITIES AND ENFORCEMENT 
BY FINANCIAL REGULATOR 

7.1  Financial Regulator 

� Directions 

� Liasing 

� Reporting Obligations 

�  

7.2 Revenue Commissioners 

� Directions 

� Liasing 

� Reporting Obligations 
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7.3 Garda  

� Directions 

� Liasing 

� Reporting Obligations 

 

SECTION 8: FINANCIAL AND TERRORIST SANCTIONS LIST 

8.1  United Nations 

� Legal Requirement 

� Sanction for Breach 

� How We Comply 

8.2  European Union 

� Legal Requirement 

� Sanction for Breach 

� How We Comply 

 

8.3  Republic of Ireland 

� Legal Requirement 

� Sanction for Breach 

� How We Comply 

 

8.4  USA (OFAC) 

� Legal Requirement 

� Sanction for Breach 

� How We Comply 
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Appendix A: The purpose of the Risk-based Approach  

Appendix B:  Policy Statement on Anti-Money Laundering and Counter Financing of Terrorism 
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Appendix D - Identification of client senior management  

Appendix E - Identification of beneficial owner(s) and controller(s) 

Appendix F: Sample authorised signatory list 

Appendix G: Sample professional reference letter 

Appendix H: Sample banker’s reference letter 

Appendix I: Identification of shareholders 

Appendix J: Exempted entities 

Appendix K: Countries and Territories considered to be comparable jursidictions by Minister for 
Justice versus FATF countries  

Appendix L: Regulated markets and exchanges in the EU 

Appendix M: Eligible introducer’s form  
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Appendix N: Acceptance procedures for electronic transfers  

Appendix O: Sample letter of assurance  

Appendix P: Request for wire details  

Appendix Q: Unusual activity reporting form (internal) 

Appendix R: Suspicious Activity Report form (external) 

Appendix S: AML/CFT Compliance Monitoring Programme 

Appendix T: Template MLRO Report to Board of Directors 

Appendix U: Report Forms for Financial and Terrorist Sanctions 

Appendix V: Examples of Potentially Suspicious Activities/Transactions. 

Appendix X: Customer Consent Declaration  

 


