APPENDIX1

Customer Due Diligence Pro-Forma

SECTION A: PRELIMINARY

NAME OF CUSTOMER

If “Yes”, the due diligence measures below

Is this customer another public authority (E.g. a
P v(Eg in Sections B and C do not need to be

local authority)?

applied.
Does the Council suspect the customer of money If “Yes”, the suspicion MUST always be
laundering or terrorist financing? reported to the MLRO immediately.

SECTION B: DUE DILIGENCE MEASURES

These measures are to be applied where the Council:

2
1) establishes a business relationship with a customer ;

3
2) carries out an occasional transaction ;

3) doubts the veracity or adequacy of documents, data or information previously obtained
from the customer for the purposes of identification or verification.
To apply the due diligence measures, please answer as fully as possible the questions
below.

1. Can the Council identify this customer?

How has the identity of this customer
been established? [attach documents,

2.
data or information establishing
identity]
3 Are these documents, data or information from
' an independent and reliable source?
4, Can the Council verify the identity of the customer?

2
“business relationship” means a business, professional or commercial relationship which the Council expects, at the time the

contact is established, to have an element of duration.

“occasional transaction” means a transaction, carried out other than as part of a business relationship, amounting to 15,000
Euro or more, whether a single operation or several operations which appear to be linked. [Sterling equivalent at date of final
document]



[Through the documents referred to in
Questions 2 and 3]

Is there a beneficial owner involved
with the customer who is a different
person or entity to the customer
identified above?

What is the identity of the beneficial
owner?

Can the Council verify the identity
of the beneficial owner?

Does the Council doubt the veracity or
adequacy of documents, data or
information obtained for the
purposes of identification or
verification?

When were the documents, data or
information obtained for the
purposes of identification or
verification of this customer last up-
dated?

10.

When will the documents, data or
information obtained for the
purposes of identification or
verification of this customer next
be up-dated?

11.

What is the ownership and
control structure of the beneficial
owner?

12.

Does the Council wish to establish a
business relationship with this
customer?

If “No”, go straight to Section C.

13.

What is the purpose and intended
nature of the business relationship?




SECTION C: OUTCOME OF DUE DILIGENCE MEASURES

Is the Council unable to answer any of the above
guestions because the customer has been unable or
unwilling to provide information?

If so, please give full details.

If the answer is “Yes”, the Council must
not establish a business relationship or
carry out an occasional transaction with
this customer; it must not carry out any
transaction with or for the customer
through a bank account; it must terminate
any business relationship with the
customer AND the suspicion must be
reported immediately to the MLRO.

NOTE

This pro-forma must be kept for 5 years from the end of the business relationship or

occasional transaction with this customer.






