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1.  Purpose 
 
1.1 This protocol aims to ensure the Liverpool City Region Combined Authority and 

Merseytravel (hereafter referred to as “the Organisations”) meets statutory 
obligations and have a planned approach to prevent, deter and detect money 
laundering. 

 

2.  Statement 
 
2.1 This protocol demonstrates the Organisations’ commitment to preventing 

money laundering and mitigating the risk of the Organisations, or any employee 
of the Organisations, being implicated in money laundering and related criminal 
offences.  

 
2.2 As a public body, the risk of being a target for money laundering is low, and 

whilst some aspects of the legal and regulatory requirements do not apply to 
public bodies, the scale and scope of services provided by the Organisations is 
such that it is not wholly immune to the risk.  The consequences of the 
Organisations or any of its employees facing prosecution under the money 
laundering legislation would be very serious and cause reputational damage not 
only to the individual(s) involved, but to the Organisations as a whole. 

 
2.3 In order to provide an appropriate response to this risk, the Organisations 

have embraced the underlying principles of the money laundering legislation.  
 
2.4 The procedures contained within the document (see section 7) are designed to 

provide practical guidance to employees in assessing the risk of money 
laundering and applying the principles to cash and non-cash transactions, 
including the actions to take in the event of a money laundering concern. 

 
2.5 The Organisations encourage Executive Directors and employees to report any 

concerns about money laundering in the Organisations. 
 
2.6 The Organisations will fully support the National Crime Agency, the Police, and 

other external agencies in any investigations regarding money laundering. 
 

3.  Scope 

 
3.1 This protocol applies to all Members of the Combined Authority, all employees 

including temporary and agency staff, and all those acting on behalf of the 
Organisations, such as consultants. 

 

4.  Evaluation 
 
4.1 This protocol will be reviewed and updated on an annual basis by the Head of 

Internal Audit.  In the case of significant changes, the protocol will be presented 
for approval to the Audit and Governance Committee and Merseytravel.  
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However, as a minimum, the protocol will be presented for re-approval every 
five years. 

 

5.  Roles and Responsibilities 
 
5.1 The Head of Internal Audit acts as the Organisations’ Money Laundering 

Reporting Officer (MLRO) and is responsible for deploying this protocol across 
the Organisations, monitoring its implementation, and taking appropriate action in 
the event of a money laundering report being made. The Head of Internal Audit 
can be contacted as follows: 
 
Head of Internal Audit 
7th floor  
1 Mann Island 
Liverpool L3 1BP 
Telephone: 07713 095315 

 
5.2 In the event of the absence of the Head of Internal Audit, the Audit Manager can 

act as the MLRO.  The Audit Manager can be contacted at the above address or 
by telephone on 07702 958753. 

 
5.3 The Executive Leadership Team is responsible for establishing organisational 

culture in relation to fraud, bribery, and corruption.  Assistant Directors/Heads of 
Service are responsible for assessing the risk of money laundering within their 
services and maintaining effective systems of internal control to minimise this 
risk, in accordance with the Protocol.   

 

5.4 Every member of staff has a responsibility to be aware of the risk of money 
laundering and to apply the procedures detailed in this protocol in order to 
prevent, deter and detect it. There is an accompanying briefing note to this 
protocol which acts as a quick reference guide to inform front line employees of 
the fundamental areas of the protocol that apply to them. 

 
5.5 There is an expectation that all those associated with the Organisations act with 

the highest standards of honesty and integrity and Members and officers are 
expected to lead by example in these matters. This includes compliance with all 
legislation and following the Seven Principles of Public Life (the “Nolan 
Principles”).  

 

6.  Implications  
 
6.1 What is Money Laundering? 
 
6.1.1 Money laundering is the term used for offences involving the proceeds of crime 

or terrorism. These include possessing, or in any way dealing with, or 
concealing, or converting the proceeds of any crime, as well as funds likely to 
be used for terrorism, or the proceeds of terrorism. The term often describes the 
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activities of organised criminals converting the proceeds of crime into legitimate 
activities, thus hiding their true sources.  

 
6.1.2 Money laundering usually involves a suspicion that someone they are dealing 

with is benefitting financially from dishonest activities. This could be the attempt 
to transact legitimate business with the Organisations using assets and monies 
derived from the proceeds of crime or terrorism. 

 
6.1.3 The various stages are termed placement, layering and integration:  
 

 placement – ‘dirty money’ is placed directly into the financial system;   
 

 layering – the proceeds are moved through a series of financial transactions, 
making it harder to establish their origin; and   

 

 integration – the money launderer creates a legitimate explanation for the 
source of the funds allowing them to be retained, invested into the legitimate 
economy or to acquire assets.   

 
6.1.4 The primary money laundering offences, and thus prohibited acts under the 

legislation are: 
 

 concealing, disguising, converting, transferring criminal property, or removing 
it from the UK (section 327 of the Proceeds of Crime Act 2002 Act); or   
  

 entering into or becoming concerned in an arrangement which you know, or 
suspect facilitates the acquisition, retention, use or control of criminal 
property by or on behalf of another person (section 328 of the Proceeds of 
Crime Act 2002); or   

 

 acquiring, using, or possessing criminal property (section 329 of the 
Proceeds of Crime Act 2002). 

 
6.1.5 There are also two secondary offences: 

 

 failure to disclose any of the primary offences and knowledge or suspicion of 
another person(s) involvement in money laundering (s330 of the Proceeds of 
Crime Act 2002; and  

 

 tipping-off or making a disclosure which is likely to prejudice an investigation 
being carried out by a law enforcement authority (s333 of the Proceeds of 
Crime Act 2002.  

 
6.2 Legal Provisions 
 
6.2.1 Money laundering offences are set out in the following pieces of legislation 

(please refer to www.legislation.gov.uk for the full details of the provisions of the 
relevant Acts of Parliament): 

 

http://www.legislation.gov.uk/
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 Money Laundering, Terrorist Financing and Transfer of Funds (Information 
on the Payer) Regulations 2017 (as amended 2018, 2020 and 2022); 

 Terrorism Act 2006;  

 Proceeds of Crime Act 2002 (as amended by the Serious Organised Crime 
and Police Act 2005 and the Serious Crime Act 2015); and  

 Criminal Finances Act 2017. 
  
6.2.2 Depending on the severity of the offence, the Magistrates’ Court can issue fines 

of up to £5,000 or sentences of up to six months in prison (or both). Where an 
offence is tried in the Crown Court, fines are unlimited and sentences of up to 
fourteen years imprisonment can be given. 

 
6.2.3 Civil penalties for non-compliance with the Money Laundering, Terrorist 

Financing and Transfer of Funds (Information on the Payer) Regulations 2017 
also apply, including fines, and prohibition on an individual to hold a certain 
office. Such penalties are imposed by HM Revenue and Customs. 

 
6.2.4 Money laundering offences may be committed by an organisation itself, as well 

as by the employees working within it. 
 
6.2.5 A notable aspect of this legislation is that the burden for identifying acts of 

money laundering was significantly shifted from Police and Government 
agencies to Organisations and their employees.  

 
6.2.6 While the risk of the Organisations contravening legislation is low, nonetheless 

it is the responsibility of every employee to be vigilant, and to be aware of the 
requirement to report suspicions of money laundering. 

 
6.2.7 A failure to disclose a suspicion of money laundering is a serious offence and 

could result in serious criminal charges and/or sanctions being imposed on the 
Organisations and/or the individual concerned.  

 
6.2.8 There is no financial threshold below which the obligation to recognise and 

report suspicion does not apply and there are only very limited grounds in law 
for not reporting a suspicion.  

 
6.2.9 It should be noted that the professional bodies of some employees (e.g., 

accountants and solicitors, who may be more likely to be exposed to money 
laundering practices) have issued guidance on personal obligations and 
responsibilities relating to money laundering, and those employees who are 
members of such bodies should familiarise themselves with that guidance. 

 
 
6.3 Obligations 
 

6.3.1 The Money Laundering, Terrorist Financing and Transfer of Funds (Information 
on the Payer) Regulations 2017 require the identification and monitoring of 
clients on a risk-sensitive basis. Where “relevant business” is undertaken, 
clients need to be subject to risk-based due diligence.  
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6.3.2 Organisations conducting “relevant business” must: 
 

 Appoint a Money Laundering Reporting Officer (“MLRO”) to receive 
disclosures from employees of money laundering activity; 

 Maintain client identification procedures in certain circumstances; 

 Maintain record keeping procedures; and 

 Implement a disclosure procedure to enable the reporting of suspicions of 
money laundering. 

 
6.3.3 Whilst most of the Organisations’ activities are not defined as “relevant 

business”, these principles are followed as a matter of good practice. 
  
6.3.4 There is the potential for the Organisations to enter into “regulated activity” 

which is defined as the provision ‘by way of business’ of: advice about tax 
affairs; accounting services; treasury management, investment, or other 
financial services; audit services; legal services; estate agency; services 
involving the formation, operation or arrangement of a company or trust or 
dealing in goods wherever a transaction involves a cash payment of €15,000 
(approximately £12,900) or more.  

 

7.  Procedures   
 
7.1 Cash Transactions 

 

7.1.1 In the unlikely event that a cash payment in excess of €15,000 (approximately 
£12,900) is offered in exchange for goods or services, this should not be 
accepted without undertaking due diligence to establish the identity of the 
individual/company making the payment. The client should be advised that 
the Combined Authority’s preferred method of payment is via card or cheque 
(these methods are traceable) and it is not the Organisations’ policy to accept 
large amounts of cash and that the transaction will have to be referred to a 
senior member of staff. If the client wishes to proceed with the transaction in 
cash, the “client identification procedure” must be undertaken and the Client 
Identification Procedure Recording Form (see Appendix C) completed. 
 

7.1.2 The Client Identification Procedure Recording Form (Appendix C) gives full 
details of the forms of identification that are acceptable. 

 

7.1.3 For companies, a Companies House search should be undertaken to confirm 
the existence of the company and to identify the directors and any persons with 
significant control of the company.  Where a company is controlled by holding 
company or other corporate entity, further checks must be carried out to identify 
the individual(s) in ultimate control of the group of companies. Personal 
identification should then be obtained for the representatives of the company 
together with proof of their authority to act on behalf of the company. Care 
should be taken if it becomes clear that the individual has only recently become 
a director of the company or if there has been a recent change in the registered 
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office. For any other type of organisation, for example a sole trader or 
partnership, personal identification should be obtained for the individuals 
together with documents indicating their relationship to the organisation.  

 
7.1.4 The forms of identification produced must be checked to ensure consistent 

details, for example name, address, and any other details.  Where there are 
concerns regarding the identification provided, the payee should be offered the 
chance to show an alternative form of identification, but if this cannot be 
provided or is not satisfactory, the transaction must be declined.  However, 
even if the identification provided appears satisfactory, you may still have a 
suspicion of money laundering.  In this case you must report this to the Money 
Laundering Reporting Officer using the Money Laundering Reporting Form. 

 

7.1.5 Any checks undertaken should remain proportionate to the risks of the 
individual, business, and the relationship. 
 

7.2 Non–Cash Transactions 
 

7.2.1 As noted above, most of the Organisations’ business is not defined in the 
regulations as being “relevant”. Where activities are undertaken that may be 
considered to be regulated, due diligence checks should be carried out before 
any business is undertaken for that customer.  It is good practice that wherever 
the Organisations enter into activities with a third party, due diligence checks 
are actioned before the establishment of a relationship/transaction. 

 
7.2.2 Where the Organisations are conducting ‘regulated activity’ (which is defined at 

section 6.3.4) and any of the following conditions are satisfied, customer due 
diligence must be conducted: 

 

 there is an intention to establish a business relationship;  

 the Organisations are carrying out an occasional transaction that amounts to 
a transfer of funds by electronic means (including card payments) exceeding 
€1,000 (approximately £860);  

 the Organisations are carrying out an occasional transaction that amounts to 
€15,000 (approximately £12,900) or more, whether or not it is executed in a 
single operation or in several operations which appear to be linked;  

 money laundering or terrorist financing is suspected;  

 there is doubt over the veracity or adequacy of documents or information 
previously obtained for the purposes of verification of identity.  
 

In these circumstances, extra care needs to be taken to check the identity of the 
client and understand their business. It is only by knowing its clients and their 
businesses that the Organisations can recognise abnormal and possibly 
suspicious activity which may need to be reported.  

 
7.2.3 Customer due diligence is carried out by following the procedure detailed in the 

Customer Due Diligence Recording Form at Appendix D.   
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7.2.4 If satisfactory evidence of identity is not obtained at the outset, the business 
relationship or transaction cannot proceed any further. 
  

7.2.5 Where any of the following conditions are satisfied, or it is believed that the risk 
associated with the relationship/transaction(s) is significant, enhanced due 
diligence must be completed in addition to the standard level of due diligence: 

 

 the customer is not physically present when identification checks are 
undertaken;  

 the business relationships are entered into with a ‘politically exposed person’ 
- (defined in the regulations as a person “who is or has, at any time in the 
preceding year been entrusted with a prominent public function by a state 
other than the United Kingdom, a European Community institution or an 
international body”, in addition family members or known close associates of 
such a person should be included).  

 the transaction is with a person from a high risk third country identified by 
the EU;  

 any other situation where there is a higher risk of money laundering or 
terrorist financing. 

7.2.6 Enhanced due diligence should include obtaining any additional documentation, 
data or information that will confirm the customer’s identity and/or the source of 
the funds to be used in the business relationship/transaction.  This should be 
recorded on the Customer Due Diligence Recording Form at Appendix D. 
 

7.2.7 Customer due diligence must be repeated during the life of a business 
relationship but should be proportionate to the risk of money laundering, based 
on the officer’s knowledge of the customer and regular scrutiny of the 
transactions involved.  

 
7.2.8 If, at any time, it is suspected that a client or customer for whom the 

Organisations are or are planning to carry out a regulated activity is carrying out 
money laundering or has lied about their identity, this must be reported to the 
MLRO.  
 

7.2.9 In the case of non-regulated activities, there may be situations where funds are 
received from an unfamiliar source. For instance, if a new business relationship 
is formed or consideration is given to undertaking a significant one-off 
transaction. In such cases it would be prudent to identify fully the parties 
involved by using the customer due diligence procedure.  

 
7.2.10 Further guidance on performing the due diligence checks can be obtained from 

the MLRO.  
 
7.3 Detecting Money Laundering 
 
7.3.1 It is not possible to provide an exhaustive list of the ways to spot money 

laundering, or to state every scenario which may arouse a suspicion of money 
laundering. 
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7.3.2 However, the following are examples of possible ‘indicators of suspicion’ for 

money laundering activity: 
 

 transactions which have no apparent purpose, and which make no obvious 
economic sense; 

 where the transaction being requested by the client, without reasonable 
explanation, is out of the ordinary range of services normally requested or is 
outside the experience of the organisation in relation to the particular client; 

 where, without reasonable explanation, the size or pattern of transactions is 
out of line with any pattern that has previously emerged; 

 where the client refuses to provide the information requested without 
reasonable explanation; 

 where the payment tendered significantly exceeds the amount of the debt; 

 where a debt has been paid twice or more and a refund of the balance has 
been requested; 

 where a client who has entered into a business relationship uses the 
relationship for a single transaction or for a very short period of time; 

 the extensive use of offshore accounts, companies, or structures in 
circumstances where the client’s needs do not support such economic 
requirements; 

 unnecessary routing of funds through third-party accounts; 

 unusual investment transactions without an apparently discernible profitable 
motive. 

 

8.  Making a Report 
 
8.1 If you suspect Money Laundering 

 

8.1.1 You should report any suspicious transactions or concerns as soon as 
practicable to the MLRO using the Money Laundering Reporting Form (see 
Appendix E). This should be done within “hours” of the concern arising and not 
weeks or months later, and wherever possible, the form should be delivered to 
the MLRO in person- it must not be left on a desk. 

 
8.1.2 A report can be made to the MLRO in the form of a request for consent to 

undertake a transaction if the Executive Director or employee making the 
disclosure is concerned that he/she may commit a prohibited act in processing 
a transaction. The report must include all relevant details, as consent will be 
needed from the National Crime Agency (NCA), via the MLRO.  Reporting 
individuals should therefore make it clear in the report if such consent is 
required and clarify whether there are any deadlines for giving such consent 
e.g., a completion date or court deadline.  

 
8.1.3 You should also report any complaints you receive from a member of the public 

in relation to possible criminal activity being carried out by someone who may 
be a customer of the Organisations. 
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8.1.4 In making the report, it is helpful to include as much detail as possible, such as:  
 

 Full details of the people involved (including yourself, if relevant);  

 Full details of the nature of their/your involvement;  

 The types of money laundering activity involved; 

 The dates of such activities;  

 Whether the transactions have happened, are ongoing or are imminent; 

 Where they took place;  

 How they were undertaken;  

 The (likely) amount of money/assets involved;  

 What form of documentation have been obtained to confirm identity; 

 What, exactly, are the grounds for suspicion – the NCA will require full 
reasons; and 

 If possible, cite the section number(s) under which the report is being made 
e.g., a principal money laundering offence under section 327 – 329 of the 
Act, or general reporting requirement under section 330 of the Act, or both 
(See Appendix A). 

8.1.5 Once you have reported the matter to the MLRO, you must follow any directions 
given to you by the MLRO. You must NOT make any further enquiries into the 
matter yourself. The MLRO will consider the report and any necessary 
investigation will be undertaken by the NCA. Relevant members of staff will be 
required to co-operate during any subsequent money laundering investigation. 

 
8.1.6 At no time and under no circumstances should you voice any suspicions to the 

person(s) whom you suspect of money laundering, even if the NCA has given 
consent to a particular transaction proceeding. If you do, you may commit a 
criminal offence of “tipping off” which may render you liable to prosecution 
personally. 

 
8.1.7 Do not, therefore, make any reference on a client file to an anti-money 

laundering report having been made to the MLRO. Should the client exercise 
their right to see the file, then such a note will obviously tip them off to the report 
having been made and may render you liable to prosecution. The MLRO will 
keep the appropriate records in a confidential manner.  

 
8.2 What Actions will the Money Laundering Reporting Officer take? 
  
8.2.1 Upon receipt of a disclosure report, the MLRO will acknowledge receipt and 

must note the date of receipt on the relevant section. The MLRO will advise the 
Executive Director or employee making the disclosure of the timescale for 
receiving a response. 

 
8.2.2 The MLRO will consider the report and any other relevant information in order 

to ensure that all available information is considered in deciding whether a 
report to the NCA is required (such enquiries being made in such a way as to 
avoid any appearance of tipping off those involved). Other relevant internal 
information may include: 
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 Reviewing other transaction patterns and volumes;  

 The length of any business relationship involved;  

 The number of any one-off transactions and linked one-off transactions; and  

 Examination of due diligence undertaken, and evidence held. 
 
8.2.3 The MLRO may also need to discuss the report with the Executive Director or 

employee making the disclosure. 
 
8.2.4 Once the MLRO has evaluated the disclosure report and any other relevant 

information, a decision will be made as to whether:  
 

 There is actual or suspected money laundering taking place; or  

 There are reasonable grounds to know or suspect that is the case; and 

 Whether they need to seek consent from the NCA for a particular 
transaction to proceed. 

 
8.2.5 In the unlikely event that legal professional privilege may apply, the lawyer 

relying on legal professional privilege must liaise with the Chief Legal Officer to 
decide whether the matter should be reported to the MLRO. It is worthy of note 
that legal professional privilege only applies to information a lawyer receives for 
the purposes of providing advice, or in relation to litigation (or potential 
litigation).  Therefore, the likelihood of a lawyer in the Organisations obtaining 
information related to suspected money laundering in privileged circumstances 
is negligible.   
 

 
8.2.6 Where the MLRO determines there are grounds, the matter must be disclosed 

as soon as practicable to the NCA.  Disclosure is by means of a Suspicious 
Activity Report (SAR). NCA’s preferred method of reporting is electronic using 
“SAR Online”. Up to date contact details can be found on the NCA website 
at: http://www.nationalcrimeagency.gov.uk/. 

 

8.2.7 The MLRO will commit a criminal offence if they know or suspect, or have 
reasonable grounds to do so, through a disclosure being made to them, that 
another person is engaged in money laundering, and they do not disclose this 
as soon as practicable to the NCA. 
 

8.2.8 The Money Laundering Reporting Form (Appendix E) should be used by the 
MLRO to record any action taken.  

 

9.  Record-Keeping 
 

9.1.1 Each service area should keep a record of every due diligence record (i.e., 
Appendix C and D) for a period of five years beginning from the date a business 
relationship ends or the date a transaction is completed.  Details of any relevant 
transactions carried out for the same period must also be retained. Records 
showing for example funds received/paid and their purpose must be available 
for audit and any subsequent investigation or inspection by the relevant 

http://www.nationalcrimeagency.gov.uk/
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supervising body. In practice, each service area should have established 
procedures to maintain records of any dealings with new and existing 
customers.  
  

9.1.2 The MLRO will keep a record of all reports of suspected money laundering 
made to them and of any action taken. The precise nature of these records is 
not set down in law but should be capable of providing an audit trail during any 
subsequent investigation.   
 

9.1.3 All disclosure reports referred to the MLRO and reports made to the NCA must 
be retained by the MLRO in a confidential file kept for that purpose, five years 
beginning from the date a business relationship ends or the date a transaction 
is completed. 

 
9.1.4 Personal information collected should be treated in accordance with the data 

protection regime and subject to appropriate safeguards and held securely.  
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 Appendices 
 

APPENDIX A 
 

MONEY LAUNDERING OFFENCES TABLE 

Section 

Reference 

(Proceeds of 

Crime Act 

2002) 

Offence Definition 

s327 Concealing 
Criminal 
Property 

A person commits an offence if they conceal, disguise, 
convert or transfer criminal property or if they remove 
criminal property from England, Wales, Scotland, or 
Northern Ireland. 
This is punishable by a maximum term of imprisonment 
of 14 years at the Crown Court and an unlimited fine. 
At the Magistrates Court it is 6 months and £5,000 fine. 

s328 Arrangements This offence requires a person to become actively 
involved in some arrangement which helps someone else 
to get, keep, use, or control the proceeds of a crime. 
The punishment is as for s327. 

s329 Acquisition, 
use and 
possession 

This offence is committed by anyone that has criminal 
proceeds in their possession provided they know or 
suspect that it represents the proceeds of a crime unless 
they paid ‘adequate consideration’ for it. 
Someone who pays less than the open market value is 
therefore guilty of the offence but someone who pays the 
full retail price, despite knowing or suspecting they are 
stolen goods is not guilty. 
The punishment is as for s327. 
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Section 

Reference 

(Proceeds of 

Crime Act 

2002) 

Offence Definition 

s330 Failure to 
Disclose 
Offence: 
Regulated 
Sector 

This offence is committed by an employee of a business 
in the regulated sector who has knowledge or suspicion 
of another person’s involvement in money laundering and 
does not make a report through the appropriate 
channels. Negligence is not a defence as the employee 
will be tried upon what they should have known given 
their experience, knowledge, and training. 
This is punishable by a maximum term of imprisonment 
of 5 years and/or a fine. 

s331 Failure to 
Disclose 
Offence: 
Nominated 
Officers in the 
Regulated 
Sector 

This offence is committed by a nominated officer (MLRO) 
of a business in the regulated sector who has knowledge 
or suspicion of another person’s involvement in money 
laundering and does not make a report through the 
appropriate channels without an acceptable excuse 
under the legislation. Negligence is not a defence as the 
nominated officer will be tried upon what they should 
have known given their experience, knowledge, and 
training. 
This is punishable by a maximum term of imprisonment 
of 5 years and/or a fine. 

s332 Failure to 
Disclose 
Offence: Other 
Nominated 
Officers 

This offence is committed by a nominated officer (MLRO) 
of a business outside of the regulated sector who has 
knowledge or suspicion of another person’s involvement 
in money laundering and does not make a report through 
the appropriate channels without an acceptable excuse 
under the legislation. The officer will be tried on what 
they knew or suspected not on what they might have 
been expected to know or suspect. 
This is punishable by a maximum term of imprisonment 
of 5 years and/or a fine. 

s333 Tipping Off 
Offence 

This offence is committed if an officer makes a disclosure 
which is likely to prejudice an investigation being carried 
out by a law enforcing authority, knowing that such an 
investigation is in motion. 
This is punishable by a maximum term of imprisonment 
of 5 years and/or a fine. 
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APPENDIX B 

CUSTOMER DUE DILIGENCE FLOWCHART 

 

  

Is the transaction 

in cash? 

Undertake the client 

identification procedure 

and record this on the 

Client Identification 

Procedure Recording 

Form 

Report any concerns to 

the Money Laundering 

Reporting Officer 

(MLRO) using the 

Money Laundering 

Recording Form  
Proceed with the 

transaction but report any 

Money Laundering 

concerns to the MLRO 

Is the service a 

regulated activity? 

Is the organisation 

charging for the 

service “by way of 

business”? 

Is the service 

being provided to 

a customer other 

than a UK public 

authority? 

 

 

 

Yes 

No 

Yes to all 

questions 

No to any 

question 

Contact the Money 

Laundering Reporting 

Officer for advice 

New customers 

Yes 

No 

Does the amount 
exceed €15,000 
(approximately 

£12,900)? 

Unsure 

Existing customers 

You must conduct customer due diligence 

before any business is undertaken. This should 

be recorded on the Customer Due Diligence 

Recording Form 

Enhanced due diligence must be completed 

where: 

 The customer is not physically present for 

verification 

 The customer is a politically exposed 

person 

 The transaction is with a person from a 

“high risk third country” as identified by the 

EU 

 Any other situation that could increase the 

risk of money laundering 

Record the details on the Customer Due 

Diligence Recording Form 

 

 
ANY MONEY LAUNDERING CONCERN MUST BE REPORTED AS A MATTER OF URGENCY TO THE MONEY 

LAUNDERING REPORTING OFFICER, USING THE MONEY LAUNDERING REPORTING FORM 

Customer due diligence should be 

conducted in accordance with the level of 

risk and recorded on the Customer Due 

Diligence Recording Form 

If at any time you suspect that a 

customer for whom you are, or are 

planning to conduct a regulated activity 

for has lied about their identify, you must 

report this to the MLRO using the Money 

Laundering Reporting Form 

Ongoing customer due diligence must be 

conducted during the life of the business 

relationship and recorded on the 

Customer Due Diligence Recording 

Form 
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APPENDIX C 
 

CLIENT IDENTIFICATION PROCEDURE RECORDING FORM 
 

Prior to accepting payment in cash in excess of €15,000 (approximately £12,900) from 
a customer, the identity of the person making the payment must be checked and 
confirmed. 
 
All suspicions about possible money laundering, regardless of amount, should be 
reported to the Money Laundering Reporting Officer, using the Money Laundering 
Reporting Form.  
 
Customer Details 
 

Forename  
 

Surname 
 

 

Address:  
 
 
 
 
 

Payment in Respect of:   
 

Payment Reference 
 

 

Amount 
 

£ 
 

Receipt Number  
(If Applicable) 

 

 
If a payment is being made on behalf of a customer by a third party, please complete 
the details below in respect of the third party.  
 
Details of the Third Party Making the Payment: 
 

Forename  
 

Surname 
 

 

Address:  
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Obtaining Evidence 
 

Wherever possible take photocopies of the identification evidence and retain on file. 
Copies should be stamped to indicate a copy and signed to evidence sight of the original. 

 
Have you met the customer or third-party face to face? 
 

Yes – obtain 1 form of identification, either:  No – obtain 2 forms of identification, either:  

Proof of identity – photo identification or:  Proof of identity – photo identification and an 

additional piece of evidence or:  

Proof of identity – non-photo identification and 

proof of address (Please note P.O. boxes are not 

acceptable addresses) or date of birth (can be 

electronic). 

Proof of identity – non-photo identification, proof 

of address (Please note P.O. boxes are not 

acceptable addresses) or date of birth 

Plus: an additional piece of evidence. 

 

Evidence of Identity Evidence of Address or Date of Birth 

(Please tick box to confirm identity type verified) 

Acceptable photo identity 

  Valid passport  

  Valid photocard driving licence (full or 

provisional) 

  National identity card (non-UK nationals 

issued by EEA member states and 

Switzerland) 

  Identity card issued by the Electoral Office for 

Northern Ireland 

  Other (Please specify) 

Acceptable non-photo evidence  

Documents issued by a government department, 

incorporating the person’s name and residential 

address or their date of birth, e.g.:  

  A current UK full driving licence old version 

(not provisional licences) 

  Evidence of entitlement to a state or local 

authority funded benefit (including housing 

 

  Instrument of a court appointment (such as a 

grant of probate, bankruptcy)  

  Current council tax demand letter or 

statement 

  Current (within the last 3 months) bank 

statements, or credit/debit card statements 

issued by a regulated financial sector firm in 

the UK, EU or JMLSG equivalent jurisdiction 

(but not those printed off the internet) 

  A recent (last available) utility bill (gas, water, 

electricity, telephone – not mobile telephone 

bills); it must be a bill or statement of account 

(not correspondence)  

  Valid photocard driving licence (full or 

provisional)  

  A current UK full driving licence old version 

(not provisional licences)  

  Evidence of entitlement to a state or local 

authority funded benefit (including housing 
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Evidence of Identity Evidence of Address or Date of Birth 

benefit and council tax benefit), tax credit, 

pension, educational or other grant 

  Documents issued by HMRC, such as PAYE 

coding notices and statements of account 

(NB: employer issued documents such as 

P60s are not acceptable) 

  End of year tax deduction certificates 

  Other (Please specify)   

                                     

benefit and council tax benefit), tax credit, 

pension, educational or other grant  

  Documents issued by HMRC, such as PAYE 

coding notices and statements of account 

(NB: employer issued documents such as 

P60s are not acceptable)  

  Solicitor’s letter confirming recent house 

purchase or land registry confirmation (you 

must also verify the previous address) 

  Other (Please specify)  

                                     

  

 

If evidence was not obtained – please give the reasons: 

Customer/third party identification checks have been conducted previously, on: ……… 

Other – state reason fully: ……………………………………………………………………. 
 

Declaration 
I confirm that I have seen the originals of the documents indicated above and have 
identified the above customer or third party. 
 
Cashier 1: 
 
Name:  ...............................................  Signature:  ...............................  Date:  .............. 
 
Cashier 2: 
 
Name:  ...............................................  Signature:  ...............................  Date:  .............. 

 

 

 

 

 

 

 

 

 

 



 
 

Anti-Money Laundering Protocol Page | 20 
 

 

APPENDIX D 

 

CUSTOMER DUE DILIGENCE RECORDING FORM 
 

Customer Details 
 

Forename or entity name  

 

Surname  

 

Address:  

 

 

 

 

 

Payment in Respect of:  

 

 

 

 

 

 

 

Payment Reference  

 

Amount £ 

 

 

Receipt Number  

(If Applicable) 

 

 

 

Nature of business 

relationship 
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1. Individuals 
 
Have you met the customer face to face? 

 
Yes– obtain 1 form of identification, either:  No– obtain 2 forms of identification, either:  

Proof of identity – photo identification or:  Proof of identity – photo identification and an 

additional piece of evidence or:  

Proof of identity – non-photo identification and 

proof of address (Please note P.O. boxes are not 

acceptable addresses) or date of birth (can be 

electronic). 

Proof of identity – non-photo identification, proof 

of address (Please note P.O. boxes are not 

acceptable addresses) or date of birth 

Plus: an additional piece of evidence. 

 
 

(List 1) Evidence of identity (List 2) Evidence of address or date of birth 

Acceptable photo identification 
 

 valid passport; or 
 

 valid photocard driving licence (full or 
provisional); or 

 

 national identity card (non-UK nationals 
issued by EEA member states and 
Switzerland); or 

 

 identity card issued by the Electoral Office for 
N. Ireland 

 
Acceptable non-photo evidence: 
 
Documents issued by a government department, 
incorporating the person’s name and residential 
address or their date of birth, e.g.:  
 

 a current UK full driving licence old version 
(not provisional licences); or 

 

 evidence of entitlement to a state or local 
authority funded benefit (including housing 
benefit and council tax benefit), tax credit, 
pension, educational or other grant; or 

 

 documents issued by HMRC, such as PAYE 
coding notices and statements of account 
(NB: employer issued documents such as 
P60s are not acceptable) or 

 

 end of year tax deduction certificates. 

 instrument of a court appointment (such as a 
grant of probate, bankruptcy); or 

 

 current council tax demand letter or 
statement; or 

 

 current (within the last 3 months) bank 
statements, or credit/debit card statements 
issued by a regulated financial sector firm in 
the UK, EU or JMLSG equivalent jurisdiction 
(but not those printed off the internet); or 

 

 a recent (last available) utility bill (gas, water, 
electricity, telephone – not mobile telephone 
bills); it must be a bill or statement of account 
(not correspondence); or 

 

 valid photocard driving licence (full or 
provisional); or 

 

 a current UK full driving licence old version 
(not provisional licences); or 

 

 evidence of entitlement to a state or local 
authority funded benefit (including housing 
benefit and council tax benefit), tax credit, 
pension, educational or other grant; or 

 

 documents issued by HMRC, such as PAYE 
coding notices and statements of account 
(NB: employer issued documents such as 
P60s are not acceptable);  
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 or a solicitor’s letter confirming recent house 
purchase or land registry confirmation (you 
must also verify the previous address). 
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2. Entities 
 
i. Private company/LLP  
 
Have you met a representative face to face? 

 

Yes, and normal risk – obtain: 
 

No and/or higher risk – obtain: 
 

Full company search from a national company 
registry (or equivalent information obtained 
through a commercial provider of registry 
information) e.g., Companies House 
 
Or: 
 
Certified copies of taken from original documents 
evidencing details of incorporation or registration, 
registered office and list of directors and 
shareholders/members 
 
Identify any shareholder/member in the entity 
holding more than 25% of the equity (rights to 
either income, capital, or voting), or if there is no 
holding over 25%, where considered appropriate 
on a risk sensitive basis, the largest holding. 
 
Repeat step above until appropriate ultimate 
beneficial owners have been identified. 

Select individual(s) and entities that is/are 
capable of exercising significant influence over 
this entity either as an appointed director, or as a 
shadow director or equivalent, identify it/them 
according to whether a legal or natural person. 
 
Select any shareholder/member in the entity 
holding more than 25% of the equity (rights to 
either income, capital, or voting), or where no 
holding over 25%, the largest holding and 
identify it/them according to whether a legal or 
natural person 
 
Repeat step above until appropriate ultimate 
beneficial owners have been verified. 
 
For all entities, if a money service business, 
verify HMRC registered number (obtain certified 
copy of certificate or call HMRC National Advice 
Service on 0845 0109000, option 3) 
 

 

ii. Listed or regulated entity 
 

Obtain either a printout from the relevant regulator or exchange’s website (and 
annotate) or obtain direct written confirmation from the regulator or exchange, 
confirming the regulated or listed status of the entity (ensure basic details of name, 
address, any membership or registration details, and any disciplinary details where 
applicable are provided). 
 
iii. Government or similar bodies 
 

Obtain and annotate evidence to confirm the body’s: 
 

 main place of operation; and 

 the government or supra-national agency controlling it (government and 
supranational agency websites are a useful source of information) 

 for Housing Associations, the printout must contain its registered number, 
registered company number (where appropriate) and registered address 

 
For listed/regulated entities and Government/similar bodies, additional verification 
steps are not generally considered necessary in such cases, as these entities in the 
UK qualify for application of simplified due diligence. 
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iv. Money Service business 
 

Verify HMRC registered number (obtain certified copy of certificate or call HMRC 
National Advice Service on 0845 0109000, option 3). 
 

Use this space to record the due diligence/enhanced due diligence undertaken: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Due diligence undertaken by:  
 
Name:  ......................................  Signature: .................................  Date: ........................ 
 
Checked by:  
 
Name:  ......................................  Signature: .................................  Date: ........................ 
 



 
 

Anti-Money Laundering Protocol Page | 25 
 

APPENDIX E 

STRICTLY CONFIDENTIAL 

MONEY LAUNDERING REPORTING FORM 

 
To: Laura A. Williams, Head of Internal Audit 
OR Dave Knott, Audit Manager 
No 1 Mann Island 
Liverpool  
L3 1BP 

 

Date report made  

 
Employee details 

 

Name  
Directorate / Department  
Telephone Number  

 
Details of suspected money laundering offence 

Please give as much detail as possible 

Name and address of person(s) involved:  
[if a company/public body please include details of nature of business]  

 
 
 
 
 
 
 
 
 
 

 

Nature, value, and timing of activity involved:  
[Please include full details e.g., what, when, where, how.]  
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Nature of suspicions regarding such activity:  
 

 
 
 
 
 
 
 
 
 
 

 

Has any investigation been undertaken (as far as you are aware)?  
[Please tick the relevant box below]  

 

Yes   No  

 

If yes, please provide details: 
 
 
 
 
 
 
 
 
 
 
 

 

Have you discussed your suspicions with anyone else?  
[Please tick the relevant box below] 

 

Yes   No  

 

If yes, please provide details explaining why such discussion was necessary: 
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Have you consulted any supervisory body guidance re money laundering? (e.g., the Law 
Society) [Please tick the relevant box below] 

 

Yes   No  

 

If yes, please provide details: 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

Yes   No  

 

 
 
 
 
 
 
 
 
 
 
 

 
 

Are you involved in a transaction which might be a prohibited act under sections 327- 329 of 
the Proceed of Crime Act 2006, and which requires appropriate consent from the National 
Crime Agency? [Please tick the relevant box below] 

 

Yes   No  

 

If yes, please provide details: 
 
 
 
 
 
 
 
 
 
 
 

 

Please set out any other information you feel is relevant: 
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Signed: …………………………………………………………………………………….  Date: ……………… 
 
Please do not discuss the content of this report with anyone you believe to be involved in the 
suspected money laundering activity described. To do so may constitute a tipping off offence, 
which carries a maximum penalty of 5 years’ imprisonment. 
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FOR COMPLETION BY THE MONEY LAUNDERING REPORTING OFFICER: 
 

Date report received  
Date receipt of report acknowledged  

 

Consideration of disclosure 
 

Action Plan:  
 
 
 
 
 
 
 
 
 

 
 

Outcome of consideration of disclosure 
 

Are there reasonable grounds for suspecting money laundering activity? 
 
 
 
 
 
 
 
 
 
 

 
 

If there are reasonable grounds for suspicion, will a report be made to the National Crime 
Agency? [Please tick the relevant box below] 

 

Yes   No  

 

If yes, please confirm date of report to National Crime Agency: 
 
 
 
Details of liaison with the NCA regarding the report: 
 
Notice Period: From: ………………… To: …………………… 
  
Moratorium Period: From: …………………. To: …………………… 
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Is consent required from the National Crime Agency to any ongoing or imminent transactions 
which would otherwise be prohibited acts?  [Please tick the relevant box below] 

 

Yes   No  

 

If yes, please confirm full details: 
 
 
 
 
 
 
 
Date consent received from National Crime Agency: 
 
 
Date consent given by you to employee: 
 
 
 

 
 

If there are reasonable grounds to suspect money laundering, but you do not intend to report 
the matter to the National Crime Agency, please set out below the reason(s) for non-
disclosure: 
 
 
 
 
 
 
 
 
 
Date consent given by you to employee: 
 
  
 

 
 

Please set out any other information you feel is relevant: 
 
 
 
 
 
 
 
 
 

 
Signed: ....................................................................  Date: .............................................................   
 

To be retained for five years from the date of the report beginning from the date the 
business relationship ends or the date a transaction is completed. 
 


