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Your firm’s risk exposure is dependent 
on your size, type of clients, and 
the practice areas it engages in. By 
developing and documenting an 
effective risk based approach to client 
engagement, your firm will reduce its 
exposure to being unwittingly used 
to launder money, while minimising 
compliance costs and burden on clients.

Risk assessment is an ongoing process 
both for the firm generally and for each 
client, business relationship and retainer.

Customer due diligence measures are 
to be applied to those clients deemed 
by your firm to be a risk. The records 
maintained of the customer due diligence 
need to include the information obtained 
on client’s identity and the method of 
verification.

Consideration needs to be given to 
conducting customer due diligence on 
all new clients for whom financial or real 
estate transactions are to be conducted 
before you establish a business 
relationship or carry out an occasional 
transaction.

Verifying that customers are who they 
say they are is vital to any customer 
identification procedure. 

The Anti-Money Laundering and 
Counter-Terrorism Financing Rules set 
different identification and verification 
requirements for different types of 
customers:

A)	Individuals

For new clients that are individuals the 
firm must, as a minimum, collect the 
following information: 

• the customer’s full name;

• the customer’s date of birth; and

• the customer’s residential address.

For individuals representing their own 
business the additional information 
needs to be collected:

• the full business name (if any) under 
which the customer carries on his or 
her business;

• the full address of the customer’s 
principal place of business (if any) or 
the customer’s residential address; 
and

• any ABN issued to the customer.

B)	Companies

The firm needs to be reasonably 
satisfied, where a customer is a 
company, that:

• the company exists; and

• in respect of certain companies, the 
name and address of any beneficial 
owner of the company has been 
provided.

For new clients that are companies the 
firm must, as a minimum, collect the 
following information: 

In the case of a domestic company:

• the full name of the company as 
registered by ASIC;

• the full address of the company’s 
registered office;

• the full address of the company’s 
principal place of business, if any;

• the ACN issued to the company; 

• whether the company is registered 
by ASIC as a proprietary or public 
company; and

• if the company is registered as a 
proprietary company, the name of 
each director of the company;

In the case of a registered foreign 
company:

• the full name of the company as 
registered by ASIC;

• the full address of the company’s 
registered office in Australia;

• the full address of the company’s 

principal place of business in 
Australia (if any) or the full name 
and address of the company’s local 
agent in Australia, if any;

• the ARBN issued to the company;

• the country in which the company 
was formed, incorporated or 
registered; 

• whether the company is registered 
by the relevant foreign registration 
body and if so whether it is 
registered as a private or public 
company or some other type of 
company; and 

• if the company is registered as a 
private company by the relevant 
foreign registration body - the name 
of each director of the company.

You will need to ensure that your firm 
has:

• an effective and documented AML/
CTF programme in place that will 
identify, minimise and manage 
money laundering and terrorism 
financing (ML/TF) risks 

• developed a process that allows you 
to monitor and review your AML/
CTF programme

• appointed an AML/CTF Compliance 
Officer 

• trained your staff and agents (if 
any) on an on-going basis so they 
understand their responsibilities 

• procedures in place to collect and 
verify customer identification as 
required 

• procedures in place to make 
and store records for customer 
identification 

• register your business with 
AUSTRAC if you are a provider of 
designated remittance services 
(money transfer business).

Client Due Diligence
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Yes

Receive	new	
instructions.

Are new instructions 
from an existing client?

Verify that there is no 
change in client's details.

Are the instructions 
considered to be low risk?

Collect	sufficient	information	to	clearly	identify	client.

INDIVIDUALS

Collect the following information:

• the customer's full name;

• the customer's date of birth; and

• the customer's residential address.

INDIVIDUALS

For individuals representing their own business the 
additional information needs to be collected:

• the full business name (if any) under which the 
customer carries on his or her business;

• the full address of the customer's principal 
place of business (if any) or the customer's 
residential address; and

• any ABN issued to the customer.

Verify	information	collected	to	confirm	client	identity.

Law firm could contact client through the information channels ascertained from the public record to confirm
(a) existence and (b) intention to instruct in the manner proposed. 

No	additional	
client	verification	

is	required.

COMPANIES

The firm needs to be reasonably 
satisfied, where a customer is a 
company, that:

• the company exists;

• in respect of certain companies, the 
name and address of any beneficial 
owner of the company has been 
provided;

• the full name of the company as 
registed by ASIC;

• the full address of the company's 
registered office;

• the full address of the company's 
principal place of business, if any; 
and

• the ACN issued to the company.

COMPANIES
Retain copy of ASIC search.

INDIVIDUALS
View original or certified copy of a current 

primary photographic identification document.

Maintain	records	of	client	identity	verification.

Re	verify	client	if	an	event,	circumstance	or	period	specified	in	the	AML/CTF	Rules	occurs	or	expires.

No

No

Yes

The	below	client	due	diligence	flow-chart	provides	an	overview
of	the	required	process.
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