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AML/ CTF policies, controls and procedures template
Regulation 19 of the Money Laundering Regulations (MLR) require all firms, including sole practitioners, providing accountancy and/or bookkeeping services to have documented policies, controls and procedures (PCPs) to mitigate and manage effectively the risks of money laundering, terrorist financing, and proliferation financing. 
Whether you employ staff or operate as a sole practitioner, your PCPs must be documented in writing and reviewed regularly. Where staff are employed, your PCPs must also be communicated internally, and you must be able to demonstrate that relevant staff understand and follow them.
Your PCPs must include:
· risk management practices
· internal controls, including staff training and reporting controls 
· customer due diligence
· reliance and record keeping
· the monitoring and management of compliance with, and the internal communication of, such policies, controls and procedures.
The nature and extent of your PCPs depend on the nature, scale, complexity and diversity of the business; the geographical spread of client operations, including any local AML regimes that apply; and the extent to which operations are linked to other organisations.
Special note for sole practitioners

Sole practitioners are still required to have written PCPs in place, but due to the size and nature of the business, a sole practitioner who has no relevant employees need not:

· appoint a board member or member of senior management to be responsible for the business’ compliance with the UK anti-money laundering regime, as the sole practitioner is held responsible 

· appoint a nominated officer because the sole practitioner will be responsible for submitting external reports to the National Crime Agency (NCA), the Office of Financial Sanctions Implementation (OFSI) and Companies House

· establish an independent audit function for AML policies, controls and procedures.

For the purposes of this template, references to "[firm name]" include the name of the sole practitioner where the business is operated by a sole practitioner.
This template is for general guidance only and must be tailored to suit the needs of your practice. It is not intended to supply legal, regulatory, or professional advice. Compliance with the MLR in force is the legal duty of the licensed member and supervision by AAT does not transfer any part of those responsibilities to AAT.

Further AML guidance and support are available on our AML webpage and within AMLGAS. Members are also encouraged to keep up to date with AML-related articles on AAT Comment and AAT Knowledge Hub, and to access AML CPD Bitesize and webinars through AAT’s Lifelong Learning portal, under ‘Featured CPD’ and ‘Webinar CPD’. For further AML/CTF support, members can contact us by phone on +44 (0)20 7367 1347 or by email at aml@aat.org.uk
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Firm name: [Insert]

[Insert date document came into effect]

Introduction 

The Money Laundering Regulations in force require AML supervised firms and sole practitioners to “establish and maintain policies, controls and procedures to mitigate and manage effectively the risks of money laundering, terrorist financing and proliferation financing identified in any risk assessment undertaken by the relevant person”.

[Firm name] is committed to complying with UK legislation designed to combat money laundering, terrorist financing and proliferation financing, and to preventing criminals from using the firm for these purposes.


Glossary:

MLR 2017– The Money Laundering, Terrorist Financing and Transfer of Funds (Information on the Payer) Regulations 2017
AML – means anti-money laundering 
TF – means terrorist financing 
PF – means proliferation financing
[Expand this section as necessary]
 

Client due diligence (CDD)

It is [firm name] policy to carry out and document customer due diligence (CDD), including a client risk assessment, before establishing a business relationship and throughout its duration on an ongoing basis. Evidence of the CDD measures undertaken and the risk assessment completed will be retained in accordance with the firm's record-keeping procedures.

[Firm name] follows the procedure set out below when undertaking customer risk assessments and CDD:

[provide a detailed, step-by-step description of the firm's client onboarding process, including customer risk assessments, CDD measures, and any templates, checklists or software used. AAT’s template is available]. 


As a minimum, [firm name] will obtain and verify the following information for each client:
· name
· photograph on an official document which confirms their identity (passport/driving licence)
· electronic ID
· residential address and date of birth
· [expand this section as necessary to reflect your firm's own processes]
In all cases where the evidence is not available, the matter will be referred to the Money Laundering Reporting Officer (MLRO).

[Firm name] considers the following red flags when dealing with both new and existing clients and uses them as indicators for our ongoing monitoring and when to submit a suspicious activity report:
· whether clients are overly secretive or evasive
· if the amount or source of funds seems unusual
· if there are odd discrepancies in client transactions or business activities
· if client activities involve complex business structures that make it unclear who is conducting a transaction or purchase
· the client has taken steps to hide their identity, or is the beneficial owner is difficult to identify
· where information or documents being withheld by the client or their representative, or they appear to be falsified
· high-risk geographical area
· financial or trade sanctions
· [expand this section as necessary].
Throughout the business relationship, [firm name] conducts:

· Periodic reviews of CDD in line with the risk profile assigned to each client.
[State how often you will review low, medium and high-risk clients]
· Event-triggered reviews of CDD where there is a change in circumstances that may affect the client's risk profile
[Provide examples of events that would trigger a review, such as changes in ownership, changes in the services provided, or the client becoming a Politically Exposed Person (PEP)]
[Firm name] documents its above-mentioned ongoing monitoring [provide a detailed, step-by-step description of the firm's client ongoing monitoring process, including customer risk assessments, CDD measures, and any templates, checklists or software used. AAT’s template is available].

From AAT: Using AML software and templates responsibly
AAT does not endorse or recommend any AML software provider or specific template.
You may choose to use AML software or templates to support your AML compliance. If you do, you must understand how they work, use them responsibly and make sure they are suitable for your firm. However, you remain responsible for making sure your firm complies with the Money Laundering Regulations 2017 and relevant sector guidance, including AMLGAS.
Before choosing or using AML software or a template, you should consider:
· whether it is suitable for the size, nature and risk profile of your firm
· whether it is aligned with UK AML requirements and relevant sector guidance
· how frequently the software databases are updated and which data sources they use 
· what training, guidance or technical support is available to help you use the software correctly
· whether you understand how any risk assessment function works
· whether you agree with the methodology used and can explain it to AAT as your AML supervisor
· what happens if you stop using the software, including whether you can still access your records, uploaded documents and evidence of completed CDD
You should not rely on the software without understanding how it works or checking whether the outputs are appropriate for your firm and clients.
If you use AI tools, you must use them responsibly. Any AI-generated outputs should be reviewed carefully by a person with appropriate knowledge and judgement before they are relied on.
Ultimately, responsibility for AML compliance rests with you, not the software provider.

Enhanced Due Diligence (EDD):

As required by the MLRs [firm name] undertakes EDD in the following circumstances:

· there is a high risk of ML/TF/PF or in any other case which by its nature can present a higher risk of ML/TF/PF

· where either the client or other parties to the transaction or business relationship are established as being connected to a high-risk third country

· where either the client or other parties to the transaction or business relationship are established as being subject to financial or trade sanctions

· where the client or a beneficial owner of a client is a PEP, or a family member or known close associate of a PEP

· in any case where a client has provided false or stolen identification documentation or information on establishing a business relationship

· in any case where:

· a transaction is unusually complex or unusually large given the nature of the transaction, or
· there is an unusual pattern of transactions, or
· transaction or transactions have no apparent economic or legal purpose.
· [expand this section as necessary to reflect your firm's own processes]
Depending on the circumstances [firm name] will apply one or more of the following EDD measures [delete of expand as necessary]:

· As far as reasonably possible, examining the background and purpose of 
the engagement; 

· Where the client is a Politically Exposed Person (PEP) and/or a family member and/or a close known associate, this could include, but is not limited to, obtaining senior management approval before establishing the business relationship, taking appropriate measures to establish the source of wealth and source of funds, and applying enhanced ongoing monitoring. Further guidance on PEPs can be found here and here) 

· Increasing the degree and nature of monitoring of the business relationship in which the transaction is made, to determine whether that transaction or that relationship appear to be suspicious; 

· For clients that are higher risk due to connections to a high-risk third country;

· Obtaining additional information on the customer and its ultimate Beneficial Owners (BO); 
· Obtaining additional information on the intended nature of the business relationship;
· Obtaining information on the source of wealth and source of funds of the customer and the customer’s BO; 
· Where there is a transaction, obtaining information on the reasons for the transaction
· Obtaining the approval of senior management for establishing or continuing the business relationship; and  
· Increasing the monitoring of the business relationship, by increasing the number and timings of controls applied. 

· Seeking additional independent, reliable sources to verify information, including identity information, provided to the business; 

· Taking additional measures to understand better the background, ownership and financial situation of the client, and other parties relevant to the engagement; 

· Taking further steps to be satisfied that the transaction is consistent with the purpose and intended nature of the business relationship; 

Reliance under Regulation 29 of the MLRs [if not applicable, please delete]

[Insert your PCPs relating to your reliance on information obtained from appropriate third parties to complete all or part of the due diligence process. Include any details of the written agreement in place as this is required by Regulation 39 of the MLRs. For more information, refer to AMLGAS].

Risk management 

It is [firm name] policy to carry out, document in writing, and regularly review and update a firm-wide risk assessment (FWRA). 

[Firm name] documents this FWRA [insert details of how the firm documents this assessment, how often it is updated and where the completed assessment is retained. AAT’s template is available].

When undertaking a FWRA, [firm name] considers the following risk categories:
 
· Client risk
· Products and services risk
· Transactions risk
· Countries or geographic areas risk
· Delivery channels risk
· Proliferation financing risk

The findings of the FWRA inform the firm's anti-money laundering controls and procedures. To ensure resources are focused on the areas of greatest risk, [firm name] adopts a risk-based approach to preventing money laundering, terrorist financing and proliferation financing.

[Insert name of board member/member of senior management/other responsible person] is responsible for overseeing the identification and assessment of ML, TF and PF risks and for ensuring that appropriate risk-based procedures are in place for onboarding new clients.


Reporting 

Suspicious activity reports (SAR)

All staff of [firm name] must report knowledge, suspicion, or reasonable grounds to know or suspect money laundering, terrorist financing, or proliferation financing to the Money Laundering Reporting Officer (MLRO) or their deputy as soon as reasonably practicable.
This is done by [describe your firm's internal SAR reporting process, including how to submit a report, any forms/system to be used, where they can be found].
The MLRO for [firm name] is [First Name] [Last Name]. They can be contacted at [email address] or on [telephone number].
The Deputy MLRO for [firm name] is [First Name] [Last Name]. They can be contacted at [email address] or on [telephone number].
Should the MLRO/DMLRO decide to make an external SAR to the UK Financial Intelligence Unit, they will use NCA SAR Portal. 
Where the MLRO or Deputy MLRO decides that an external SAR to the UKFIU is not required, the reasons for that decision will be documented and retained securely.
From AAT to sole practitioners with no employee
Sole practitioners with no employees do not need to appoint a Money Laundering Reporting Officer (MLRO), as they automatically fulfil this role themselves. However, the reporting obligations still apply. If they know, suspect, or have reasonable grounds to know or suspect that a person is engaged in money laundering or terrorist financing, they must submit a Suspicious Activity Report (SAR) to the National Crime Agency (NCA) via the NCA SAR Portal.
[Sole practitioners - insert details of how you fulfil these reporting obligations, including the process you follow for identifying, documenting and submitting SARs, and where related records are retained.]
From AAT – applicable to all, review SARs best practice videos and ensure that your SARs are of a high quality.
‘Tipping off’ offence
[Firm name] and [if applicable, all employees], are aware of the offence of tipping off. They must not disclose to any person that a Suspicious Activity Report (SAR) has been submitted, is being considered, or that there are suspicions of money laundering, terrorist financing or proliferation financing. Following the submission of an internal or external SAR, employees must carefully consider how they will manage the ongoing relationship with the client and discuss this with the MLRO.
Tipping off is a criminal offence under the Proceeds of Crime Act 2002 (POCA) and may result in up to five years' imprisonment, a fine, or both.

Breaches of financial sanctions
It is a requirement that where [firm name] knows or suspects (or has reasonable grounds for knowing or suspecting) that a person is a designated person or has breached a financial sanction, they must report it Office of Financial Sanctions Implementation (OFSI) as soon as practicable using OFSI’s online reporting portal.
Is staff are employed - All staff must report every instance where they have knowledge or suspicion that a person is a designated person or has breached a financial sanction to the MLRO as soon as reasonably practical. This should be done by using the Internal Money Laundering Report form available to all staff [insert firms internal process – for example, where the form is saved and where to send it].
From AAT: As of 28 January 2026, the UK moved to a single list for UK sanctions. The UK Sanctions List is the only source for UK designations, the consolidated list alongside the search function will no longer be updated - make sure you use the correct screening list.

Discrepancies in people with significant control (PSC) register
It is a requirement that where [firm name] identifies a reportable discrepancy between the information they hold about a PSC and information held on the PSC register, they will report it to Companies House as soon as practicable using Companies House online reporting form. Information about the types of discrepancies that must be reported and the definition of a PSC can be found here.
Is staff are employed - All staff must report every instance where they identify a material discrepancy between the information the firm holds about a PSC and information held on the PSC register to the MLRO as soon as reasonably practical. This should be done by using the Internal Money Laundering Report form available to all staff [insert where document saved and details of where to send].

Record keeping 

It is [firm name] policy to maintain records of client identification and considerations of money laundering issues securely, for the entire period that we act for the client and for five years after we cease to act in accordance with the MLRs.

For the purposes of Regulation 40 of the MLRs, records mean:

· a copy of any documents and information obtained by the firm to satisfy the customer due diligence requirements in regulations 28, 29, 30A and 33 to 37,

· sufficient supporting records (consisting of the original documents or copies) in respect of a transaction (whether or not the transaction is an occasional transaction) which is the subject of customer due diligence measures or ongoing monitoring to enable the transaction to be reconstructed.

If we are required to retain them under statutory obligation, or to retain them for legal proceedings, or by client consent, the records will be retained for not more than 10 years after we cease to act.

Clients are made aware of the data that will be collected about them, why the data is being collected and record retention through the engagement letter in place between the firm and that client and/or our privacy notice.  

Internal controls

From AAT: Where appropriate to the size and nature of the business, firms must establish an independent audit function to examine and evaluate the effectiveness of the firm’s AML policies, procedures and controls. Please note, this audit does not need to be external. However, it should be independent of the function being reviewed.

It is [firm name] policy to facilitate adequate internal control to allow for compliance with the regulations and other appropriate legislation.
[Insert name of appointed Director/Beneficial Owner] is responsible for [firm name] compliance with the MLR and application of this policy and associated procedures. The appointed Nominated Officer/MLRO is [insert name] and employees have been made aware of how to report any suspicious activity to them. Any changes to this role, [firm name] will notify AAT as our AML supervisor within 14 days of the appointment.
[Where the firm employs staff]
All information and guidance concerning AML compliance is communicated to all staff by way of [insert method, for example, staff briefings, email, intranet] [delete if not applicable].
All staff are required to acknowledge receipt of the policies and procedures and confirm, in writing, that they:  
· have read and understood the firm’s documented money laundering policies and procedures
· will fully comply with these policies and procedures. 
· Have understood the obligation on them to report any knowledge or suspicion of ML/TF/PF to the firm’s MLRO
· Understand what constitutes “tipping off” or prejudicing an investigation.
[insert details of how this declaration is captured and stored].
[Firm name] will carry out screening of relevant employees appointed, both before the appointment is made and during the course of the appointment. This assessment is carried out [insert details of how and when]. 
[If a sole trader with no staff] 
This practice is owned by and run by one principal who controls all aspects of the work undertaken. There are no staff members or sub-contractors and therefore no one else who I need to communicate with in relation to control of AML risk.
Compliance review 

It is [firm name] policy to undertake a regular compliance review to ensure that the requirements of the regulations are being followed. A record of the review and actions identified is documented and maintained on file. 

[Include arrangements of who is responsible for carrying the review, when it will be done and how this will be recorded. AAT’s template is available]. 

AML/CTF/PF Staff training and awareness

[Where the firm employs staff]
It is the policy of [firm name] that all relevant principals and relevant employees (including all agents, such as subcontractors) are made aware of the MLR 2017 (and other relevant legislation) and are trained regularly on client due diligence and how to recognise and deal with transactions that may be related to ML/TF/PF, as well as to identify and report anything that gives grounds for suspicion. A written record of the training delivered is retained.
[Detail arrangements of training undertaken, how often it will be done and how this will be recorded].
[If a sole trader with no staff] 
I am aware of the requirements of the MLR 2017 and will undertake regular training to recognise and deal with transactions that may be related to ML/TF/PF, as well as to identify and report anything that gives grounds for suspicion. I will retain a written record of the training delivered is maintained.
[Detail arrangements of training undertaken, how often it will be done and how this will be recorded].

	Compliance monitoring 

	From AAT – as a result of your review, did you identify any regulatory issues or areas for improvement? If yes, develop an action plan setting out the steps you will take to address them. The template below is provided as an example and should be tailored to your firm's specific circumstances.
	Regulatory issue or improvement identified  

	What needs to be done and by when
	Responsible person 

	Completed on

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


 





	PCPs sign-off
	

	Completed by
Name and role of person completing the PCPs
	

	Reviewed and approved by MLRO/Nominated Officer (or equivalent)
If different from the person completing the PCPs
	

	Review date
	

	Date of next review
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