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1 Our Corporate Policy    

The Annington Limited Group of Companies (“Annington”) attitude to the fight against money laundering.  
Money laundering and terrorist financing are serious threats to society, losing revenue and endangering life, 
and fuelling other criminal activity. 
 
The purpose of this Handbook is to assist all members of management and employees to understand Annington 
Management’s and their own obligations under the UK anti-money laundering and counter–terrorist financing 
regime: 

• What money laundering is; 

• The UK’s anti-money laundering and counter-terrorist financing legislation and the penalties for non-
compliance; 

• The Annington Limited anti-money laundering policy; 

• The Annington Limited anti-money laundering procedures; 

• How to recognise and report possible money laundering. 

It is our policy that: 

• UK legal and regulatory anti-money laundering and counter-terrorist obligations will be met in full; 

• Positive management action will be exercised in order to minimise the risk of our services being abused 
for the purposes of laundering funds;  

• We will not conduct transactions with individuals or businesses whose conduct gives rise to suspicion of 
involvement with illegal activities, and we will report any such suspicions promptly to the National Crime 
Agency (NCA). 

All employees are expected to: 

BE AWARE OF AND FOLLOW THESE ANTI-MONEY LAUNDERING POLICIES AND 
PROCEDURES 

These have been designed and written to comply with the legislation and to guard Annington and its employees 
against attack by money launderers.  By following them you will protect both yourself and Annington, and you will 
also play your part in the fight against money laundering. 

BE ALERT FOR ANYTHING SUSPICIOUS 

Examples of suspicious transactions, which could indicate money laundering, are set out in Chapter 6 of this 
Handbook.  You should make sure that you understand and remember these examples, so that you can be aware 
of anything which seems suspicious.  However, do remember that there are new laundering schemes being 
devised all the time, and you should not ignore something which seems suspicious just because you have not 
been told about that particular activity before. 

REPORT YOUR SUSPICIONS TO THE MLRO (MLRO) 

If you are suspicious, the law requires that you report it.  You do this by making a report to your MLRO.  This 
reporting procedure is described in detail in Chapter 7 of this Handbook. 

If you have any suspicions, do not keep quiet – speak to the MLRO. 
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2 What is money laundering    

A definition of money laundering and an overview of our obligations. 
 
Money laundering is the process by which criminals attempt to conceal the origin of the proceeds of their illegal 
activities.  In other words, they use laundering as a way to break the link between the crime and the money. 

They do this to prevent anyone investigating the origin of the money from being able to prove that the money has 
been generated by crime.  If it can be proved that the money has come from crime, the money can be confiscated 
and the criminal can be charged with both the original crime and the laundering. 

Criminals try to “launder” the stain of criminality out of their money by moving it into and through legitimate 
companies. It is sometimes thought that money launderers only use banks, but this is not true: they will try to get 
their money into any company they can.  They target every jurisdiction in the world, including the UK, and they will 
try to exploit any company. 

The basics of money laundering 

Money laundering has been around in one form or another almost since time began.  Since the very first crimes 
were committed, criminals have had to find ways to hide the proceeds so that no-one can reclaim them.  However, 
as more has been learnt about the ways in which criminals do this, they have had to devise cleverer and more 
intricate schemes to do their laundering. 

So today’s launderers cannot rely on being able to take a suitcase full of cash into a bank and pay it in over the 
counter (although this simple scheme does sometimes still work).  What they do instead is to target companies 
that they think will not be alert to the possibility of laundering and try to move their money through those 
companies.  Estate agents, in particular, have found themselves targeted by launderers, who want to buy property 
with criminal money and then sell the property to turn it into clean money. 

Money laundering is generally defined as the process by which the process of crime and the true ownership of 
those proceeds are changed so that that proceeds appear to come from a legitimate source.  Under the Proceeds 
of Crime Act 2002 (“POCA”) the definition is broader and more subtle.  Money laundering can arise from small 
profits and savings from relatively minor crimes, such as regulatory breaches, minor tax evasion or benefit fraud.  
A deliberate attempt to obscure the ownership of illegitimate funds is not necessary.   

There are three acknowledged phases to money laundering: placement, layering and integration.  However, the 
broader definition of money laundering offences in POCA includes even passive possession of criminal property 
as money laundering. 

PLACEMENT takes place when the criminals try to get their cash into the non-cash economy.  They could do this 
by paying it into a bank, or placing a bet at a racecourse, or investing it in the stock market or using it as a deposit 
on an Annington home.   

Once the cash has been paid in somewhere, the launderer will start LAYERING it.  This is where he moves the 
money around – between accounts, between companies and between countries, so that the police cannot follow 
the money trail.  The more layering the launderer does, the more difficult he makes it for anyone to unwind the 
scheme and prove that the money was originally generated by crime.  Layering might include transferring money 
from a bank account to a building society, or setting up a trust in an offshore tax haven, or buying an Annington 
home. 

The final stage in the process is INTEGRATION, when the launderer brings the money back out so that he or his 
criminal boss can use it and enjoy it, perhaps by selling the Annington home that he bought with "dirty" funds to an 
unsuspecting buyer who will give him clean money in return.   
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Why money laundering is of concern to Annington Limited 

By definition, money laundering involves the proceeds of crime.  If you allow criminals to launder their money, you 
are allowing them to profit from their crimes.  You will rarely know for sure which crimes they have committed, but it 
could be terrorist money, drug trafficking, extortion, murder, bribery, sexual exploitation of women and children, 
sale of banned chemicals – or any number of crimes.  The money generated by these crimes needs to be 
laundered before the criminals can gain the full benefit of it, and law enforcement agencies around the world are 
keen to make it hard for criminals to benefit in this way. To do this, they need the help of both the general public 
and those who handle client money, in whatever form and however large or small the transaction. 

Recent research has shown that criminals are increasingly laundering their money by buying high value items 
such as works of art, yachts, vintage cars and property for dirty cash, and then selling them in exchange for clean 
funds.  The criminal thus wins twice: he launders the money and enjoys the high value item while he owns it.  In 
the case of property, the criminal or his family or associates could live in it or use it as a location for further crime 
(perhaps as a “safe house” or a venue for drug dealing).  This is one reason why dealers in high value goods and 
estate agents (and those who offer any estate agency services) are now required to take measures to prevent 
money laundering. 

Our anti-money laundering obligations 

Annington's obligations are explained in greater detail in the following chapters of this Handbook but, in summary, 
there are obligations on everyone at Annington to take steps to prevent money laundering. 

There are personal obligations on all employees: 

• To understand what money laundering is and what anti-money laundering legislation is in place 

• To be vigilant to any transaction or activity that could indicate money laundering 

• To report any suspicions of money laundering promptly to the MLRO. 

There are further obligations on Annington as a business: 

• To put in place policies and procedures on a risk-sensitive basis to prevent and forestall money 
laundering, including customer due diligence measures, internal reporting procedures and record-keeping 
and to demonstrate that these measures are appropriate in view of the perceived risks of money 
laundering and terrorist financing to the business  

• To provide employees training so that employees understand how to fulfil their own obligations. 

Finally, the MLRO has additional obligations: 

• To conduct further enquiries into the reports of suspected money laundering that are submitted by 
employees, and to pass on those about which they have a concern to NCA 

• To keep up-to-date with information about money laundering (such as new techniques, jurisdictions of 
concern and lists of proscribed individuals) 

• To conduct regular audits of all anti-money laundering policies and procedures to assess their 
effectiveness and relevance, and to make any necessary changes to them. 
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3  The current legal position and penalities    

An explanation of the current UK anti-money laundering legislation and regulations 
 

The legislation in force in the UK which address the issue of money laundering: are the  Proceeds of Crime Act 
2002 and the Money Laundering Regulations 2007, the Terrorism Act 2000 (Amendment) Regulations 2007 
(TACT Regulations 2007), Proceeds of Crime Act 2002 (Amendment) Regulations 2007 (POCA regulations 
2007). 

The Proceeds of Crime Act 2002 
 
The Proceeds of Crime Act 2002 (PoCA) as amended establishes a number of money laundering offences 
including, principal money laundering offences, offences of failing to report suspected money laundering, offences 
of tipping off about a money laundering disclosure, tipping off about a money laundering investigation and 
prejudicing money laundering investigations. The TACT Regulations 2007 and the POCA Regulations 2007 
replaced the S.333 POCA tipping offence.  It has been replaced by section 33A which creates two new offences.  
POCA applies to all persons although certain failure to report offences and the tipping off offences only apply to 
persons who are engaged in activities in the regulated sector. If you commit an offence under this Act, it is you 
personally who will pay the penalty – generally, a prison sentence. 

There are three main money laundering offences under PoCA: 

• The principal money laundering offences, Concealing, entering into an arrangement acquiring, use or 
possessing criminal property  

• Failing to disclose : regulated sector 

• Tipping off. 

The principal money laundering offences, concealing, entering into an 
arrangement, acquiring, use or possessing criminal property 
 
Under PoCA, it is an offence if you  

• conceal, disguise, convert, or transfer criminal property, or remove criminal property from England and 
Wales, Scotland or Northern Ireland.  Concealing or disguising criminal property includes concealing or 
disguising its nature, source, location, disposition, movement, ownership or any rights connected with it. 
(S. 327) 

• enter into, or become 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. (S.328) 

• acquire, use or possess criminal property (S.329) 

“Criminal property” means any person’s benefit, including one’s own from criminal conduct.  The term covers cash, 
investments, savings, real estate, cars and indeed, any asset you can imagine. 

“Criminal conduct” includes any conduct, regardless of where it actually took place that would have been a crime 
had it taken place in the UK.  This includes all serious criminal conduct, such as: 

• drug trafficking 

• terrorist activity 

• corruption 

• slavery and trafficking in humans 

• tax evasion 
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• burglary and theft 

• forgery and counterfeiting 

• product piracy 

• blackmail and extortion 

as well as any other offence, which is committed and where benefit is gained, of whatever size, for any person. 

    DEFENCES 

You will have a defence to a principal money laundering offence if you made an authorised disclosure 
prior to the offence being committed and you gain appropriate consent (the consent defence). 

You intended to make an authorised disclosure but had a reasonable excuse for not doing so (the 
reasonable excuse defence – however note this applies in very limited circumstances) 

In relation to s.329 you will also have a defence if you received adequate consideration for the criminal 
property (the adequate consideration defence (however note this applies in very limited circumstances).  

The approved manner in all cases, to ensure you are adequately protected is to make a report to your 
MLRO.  The reporting process is described fully in Chapter 7 of this Handbook. 

You should make your report either, before you carry out the transaction or, as soon as you can 
afterwards. 

     PENALITIES 
 
The maximum penalty for this offence is 14 years’ imprisonment and an unlimited fine. 

Failing to disclose offences -  regulated sector 
 
Under PoCA (s.330, 331 and 332), it is an offence for any person to fail to report where they have knowledge, 
suspicion or any person working in the regulated sector has reasonable grounds for knowledge or suspicion that 
another person is laundering the proceeds of criminal conduct. 

Annington Management is now part of the regulated sector, as a consequence of the Proceeds of Crime Act 2002 
(Business in the regulated Sector and Supervisory Authorities) Order 2007. 

DEFENCES 
 
If you are accused of this offence, a defence exists if you did not receive adequate anti-money laundering 
training from your employer and, therefore, could not have been expected to know when or even how to 
report your suspicion or knowledge. 

PENALTIES 
 
The maximum penalty for this offence is 5 years’ imprisonment and an unlimited fine. 

TIPPING OFF 
 
The offences of tipping off for money laundering are contained in the Proceeds of Crime Act 2002 as 
amended by the Proceeds of Crime Act 2002 (Amendment) Regulations 2007 (POCA regulations 2007). 

There are also tipping off offences for terrorist property in the Terrorism Act 2000, as amended by the 
TACT Regulations 2007. 
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There are two tipping off offences in S.333A of POCA.  They apply only to business in the regulated 
sector. 

 

Disclosing a suspicious activity report (SAR) S.333A(1)   
 

 It is an offence to disclose to a third person that a SAR has been made by any person to the police, HM Revenue 
and Customs, the National Crime Agency (NCA) or a nominated officer, if that disclosure might prejudice any 
investigation that might be carried out as a result of the SAR.  This offence can only be committed:     

After a disclosure to NCA 

• If you know or suspect that by disclosing this information, you are likely to prejudice any investigation to 
that SAR. 

• The information upon which the disclosure is based came to you in the course of business in the 
regulated sector. 

Disclosing an investigation S.333A(3)  
 
It is an offence to disclose that an investigation into a money laundering offence is being contemplated or carried 
out if that disclosure is likely to prejudice that investigation.  The offence can only be committed if the information 
on which the disclosure is based came to the person in the course of business in the regulated sector.  The key 
point is that you can commit this offence, even where you are unaware that a SAR is submitted. 

Prejudicing an investigation outside the regulated section S.342(1)  
 
It is an offence to prejudice a confiscation, civil recovery or money laundering investigation, if the person making 
the disclosure knows or suspects that an investigation is being, or is about to be conducted.  S.342 (1) was 
amended by paragraph 8 of the TACT and POCA Regulations 2007.  It only applies to those outside the regulated 
sector. 

You only commit an offence if you knew or suspected that the disclosure would be likely to prejudice any 
investigation.  

Do NOT share with anyone else other than your MLRO as you will be tipping off if you discuss the matter with 
someone who may then go on to warn the suspect.  If you are not sure what you can say or to whom, you should 
discuss the situation with your MLRO. 

DEFENCES 
 
Tipping off 

The following disclosures are permitted. 

S.333B – disclosures within an undertaking or group, including disclosures to a professional legal 
adviser or relevant legal adviser 

S.333C – disclosures between institutions, e.g. from a professional legal adviser to another professional 
legal adviser. 

S.333D – disclosures to your supervisory authority 
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PENALITIES 
 
The maximum penalty for the offences of tipping off in the regulated sector are two years’ imprisonment 
and an unlimited fine and for prejudicing an investigation up to five year’s imprisonment or an unlimited 
fine. 

 

Terrorism Act 2000 
 
Terrorist organisations require funds to plan and carry out attacks; train militants pay their operatives and promote 
their ideologies. 

The Terrorism Act 2000, as amended establishes several offences about engaging in or facilitating terrorism, as 
well as raising or possessing funds for terrorist purposes.  It establishes a list of proscribed organisations the 
Secretary of State believes are involved in terrorism.  The TACT and POCA Regulations introduce tipping off 
offences and defences to the principal terrorist property offences into the Terrorism Act 2000. 

All persons are required to comply with the Terrorism Act.   

• The principal terrorist property offences in s.15 – 18 apply to all persons  

• The specific offence of failure to disclose only applies to persons in the regulated sector  

• The two tipping off offences apply only to persons in the regulated sector. 

 

The principal terrorist property offences S. 15-18  
 
Fundraising –S.15 
 
It is an offence to be involved in fundraising if you’ve knowledge or reasonable cause to suspect that the money or 
other property raised may be used for terrorist purposes.  You can commit the offence by. 

• Inviting others to make a contribution 

• Receive contributions 

• Make contributions towards terrorist funding, including making gifts and loans 

Use or possession – S.16 
 
It is an offence to use or possess money or other property for terrorist purposes, including when you have 
reasonable cause to suspect they may be used for these purposes. 

Arrangements – S.17 
 
It is an offence to become involved in an arrangement which makes money or other property available to another if 
you know, or have reasonable cause to suspect it may be used for terrorist purposes. 

Money laundering – S.18 
 
It is an offence to enter into or become concerned in an arrangement facilitating the retention of control of terrorist 
property by, or on behalf of, another person including, but not limited to the following ways: 

• By concealment 
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• By removal from the jurisdiction 

• By transfer to nominees 

It is an offence if you did not know, and had no reasonable cause to suspect, that the arrangement related to 
terrorist property. 

DEFENCES 
 
The TACT Regulations 2007 introduced three new defences to the main offences in S.15 – 18.  These 
defences are 

• Prior consent defence - to make a disclosure to an authorised person before becoming involved 
in a transaction or an arrangement, and the person acts with the consent of an authorised officer. 

• Consent defence – you are already involved in a transaction or arrangement and make a 
disclosure, so long as there is a reasonable excuse for failure to make a disclosure in advance 

• Reasonable excuse defence – you are intended to make a disclosure but have a reasonable 
excuse for failing to do so. 

PENALITIES 
 
For the offences S. 15 – S. 18 the maximum penalty is 14 years’ imprisonment and an unlimited fine 

 
Failure to disclose  
 
Failure to disclose – S.19 
 
S.19 provides that anyone, whether they are a nominated officer or not must disclose as soon as reasonably 
practicable to a constable, or NCA, if they know or suspect that another person has committed a terrorist financing 
offence based on information which came to them in a the course of a trade, profession or employment.  If this is 
reported to your MLRO this is sufficient. 

Failure to disclose – S.21A – Regulated sector 
 
S.21A inserted by the Anti-Terrorism Crime and Security Act 2001 creates a criminal offence for those in the 
regulated sector who fail to make a disclosure to either a constable or the firm’s nominated officer where there are 
reasonable grounds for suspecting that another person has committed an offence.  This was further expanded by 
the TACT Regulations 2007 to cover failure to disclose an attempted offence under s.15 – 18. 

DEFENCES 
  
For both offences you must prove either 

• You had a reasonable excuse for not making a disclosure 

• You received the information on which the belief or suspicion is based in privileged 
circumstances, without an intention of furthering a criminal purpose 

PENALTIES 
 
For the offences S. 19- S.21A the maximum penalty is 14 years’ imprisonment and an unlimited fine 
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Tipping Off 
 
Disclosing a suspicious activity report (SAR) – S.21D(1) 
 
It is an offence to disclose to a third person that a SAR has been made by any person to the police, HM Revenue 
and Customs, NCA or a nominated officer, if that disclosure might prejudice any investigation that might be carried 
out as a result of a SAR.  This offence can only be committed 

• After a disclosure to NCA or a nominated officer. 

• If you know or suspect that by disclosing this information you are likely to prejudice any investigation to 
that SAR 

• The information upon which the disclosure is based came to you in the course of business in the 
regulated sector. 

Disclosing an investigation – S.21D3 
 
It is an offence to disclose that an investigation into allegations relating to terrorist property offences is being 
contemplated or carried out if that disclosure is likely to prejudice that investigation.  The offence can only be 
committed if the information on which the disclosure is based came to the person in the course of a business in the 
regulated sector.  The key point is that you can commit this offence, even where you are unaware that a SAR is 
submitted 

Preliminary enquiries of the client will only amount to tipping off if you disclose that a suspicious activity report has 
been made or that an investigation into allegations relating to terrorist property offences is being carried out. 

DEFENCES  

It is not an offence if an employee discloses that a SAR has been made if it to an employee of the same 
company. 

PENALITIES 

The maximum penalty is two years imprisonment and an unlimited fine. 

 

The Money Laundering Regulations 2007 

While PoCA applies to all persons and businesses, the Money Laundering Regulations 2007 (“the Regulations”) 
place additional administrative requirements on those acting in the course of certain businesses. 

Annington Management Limited is subject to the Regulations because estate agency work is considered a 
“relevant business”. 

Requirements 

Those who are covered by the Regulations, including Annington Management, are required to establish and 
maintain appropriate and risk-sensitive policies and procedures designed to guard against their business and the 
financial system being used for money laundering and terrorist financing. 

These systems and procedures must include: 

• customer due diligence measures and on-going monitoring and enhanced customer due diligence 
measures and on-going monitoring – see Chapter 4 of this Handbook 
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• internal controls and communication 

• record-keeping procedures – see Chapter 5 

• recognition of suspicious transactions - see Chapter 6 

• reporting procedures – see Chapter 7 

• risk assessment and management 

• the monitoring and management of compliance with, and the internal communication of such policies and 
procedures including, employee awareness and training mechanisms – this Handbook forms part of this 
requirement, as it raises your awareness of money laundering issues and requirements. 

 

PENALITIES 
 
If an organisation fails to meet the requirements of the Regulations, the senior managers responsible, and 
particularly the MLRO, can be imprisoned for up to 2 years.  The organisation itself may be fined. 

These penalties can be imposed regardless of whether or not any actual money laundering has taken 
place.  The failure to implement the correct systems is sufficient for the offence to be committed. 
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4 Customer due diligence measures 

IDENTIFYING THE CUSTOMER/BENEFIAL OWNER. 
“KNOW YOUR CUSTOMER” 
 
The importance of verifying the identify of all customers, and how to do that 

One of the key requirements of the Regulations and one of the best ways to guard against money laundering is 
for businesses to make sure that they know their customers. 

Under these Regulations it is Annington Management Limited acting as an Estate Agent for other Annington 
Limited operational subsidiary company, that must assesses the risk to its business of money laundering and 
put in place appropriate anti-money laundering policies and procedures to prevent and forestall the same.  
Accordingly Annington Management Limited has registered with the Office of Fair Trading under the 
Regulations. 

Annington Management has received advice from the Office of Fair Trading that purchasers are not deemed to 
be customers of any group company 

Customer Due Diligence 

.   

 

How to verify corporate customer identity 

Although most Annington Management customers are individuals, some are companies, and we need to verify their 
identity as well.  If the customer is of another corporate type, such as a partnership, a trust or a charity, then you must 
refer to the MLRO for specific guidance. 

The identity of a company is made up of two components; the identity of the company itself, and the identity of the key 
individuals who run that company.  You need to verify both the company and the individuals. 

To verify the identity of a company, refer this to the MLRO who will obtain: 

• a copy of the Certificate of Incorporation/certificate of trade or equivalent, and 

• evidence of the company’s registered address, and 

• a list of shareholders and directors. 

These documents will be obtained from an official or recognised independent source, such as Companies House. 

Also as well as identifying the company itself, you need to verify the identity of those people who run it – the 
directors, or the beneficial owners.  

A beneficial owner of a company, is defined under the Regulations as any individual, who “ultimately owns or controls 
(whether through direct or indirect ownership or control, including through bearer share holdings) more than 25% of 
the shares or voting rights in the company”.  

A CallML check will be completed for each director and beneficial owner, exactly as if he were an individual customer. 

If the company has a very large number of directors, you may be able to verify the identity of a subset of them rather 
than the whole board – refer to the MLRO for guidance. 
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If the Customer’s CallML System check is not verified further documentary evidence shall be required 

In some circumstances the CallML check may fail and the Administrator of the CallML System, will then 
require further documentary evidence to be obtained from the customer.    

You will need to take copies of the original documents that you have asked the customer to produce to verify 
his name and address or both.  These copies will then be sent to the regional administrator to enter these 
extra details onto the CallML System.  The regional administrator will scan these documents onto the 
designated folder on the system, and will be password protected with access only by the MLRO and any 
other electronic files or hard copies must be destroyed. 

 
 
 
 

Annington Rentals 

Through our agreement with CCRE Touchstone, we also let out properties to tenants.  This is a more distant 
transaction with the customer.  As the agents and tenants are selected and approved by CCRE Touchstone rather 
than by Annington, our terms of engagement with CCRE Touchstone will require them to ensure compliance with the 
Money Laundering Regulations 2007. 
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5 Record-keeping 

Which records must be kept, in what format and for how long 
 

The Money Laundering Regulations 2007 require those businesses affected – including Annington – to retain 
records concerning customer identification and transactions for use as evidence in any investigation into 
money laundering. 

Customer identification records 

As part of the customer identity verification process, the CallML System records a unique reference number 
which is stored onto the sales system and the details of the search are recorded on a disk sent by CallML to 
Annington Management monthly and kept securely by the MLRO. 

These customer identification documents must be kept for at least five years from the date of the end of 
Annington’s relationship with that customer. 

Transaction records 

Whenever a customer enters into a transaction with Annington Management, a record must be kept of that 
transaction.  For instance, if the customer pays a reservation deposit, the amount, form and date of the 
payment must be recorded: 

• Cash payments: record that cash was paid, how much and on what date 

• Cheque payments: make a photocopy of the cheque and cheque guarantee cards, and ensure that 
the signatures match.  If the customer is paying with a third party cheque (i.e. not from his own 
account), ask him why that is and note down the reason he gives.  If the reason he gives makes you 
suspicious that the cheque represents the proceeds of crime, you must report your suspicion to your 
MLRO in the usual manner as soon as you can.  Be careful not to let the customer know that you are 
suspicious. 

• Credit and debit card payments: make a photocopy of the merchant copy of the transaction slip. 

These transaction records must be kept for at least five years from the date of the end of Annington’s 
relationship with that customer. 

Record format 

Customer identification records and transaction records need to be kept in a format which is durable, 
admissible in court and easy to retrieve without undue delay.  Acceptable formats are: 

• original hard copy 

• microfiche 

• computerised records. 

 

Money laundering investigations 

It is important always to remember that your records may form an important part of a money laundering (or 
indeed other) investigation.  Your records may need to be retrieved and examined years after the event, 
perhaps even after you have left the company, and so it is vital that everyone adheres to the record-keeping 
guidelines and keeps their records in the correct form. 
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Money laundering investigation orders 

If investigators need to examine records held by Annington, they will apply to the Court for an Order or a Warrant.  
Orders give the investigators permission to require Annington to supply them with certain specified documents, 
while Warrants given them permission to come onto Annington premises and look for the documents themselves. 

There are various types of Order and Warrant but they all have one thing in common; they require speedy 
compliance.  If an Order is served on Annington during a money laundering investigation, the MLRO will have only 
seven days in which to supply the specified documents.  This is why all records must be stored correctly and in the 
right format. 

DO NOT TRY TO DEAL WITH ANY INVESTIGATOR YOURSELF, REFER ANY 
ENQUIRIES TO THE MLRO IMMEDIATELY. 

Records relating to money laundering reports 

If a money laundering report has been made about a client or a transaction, the records relating to that client or 
transaction cannot be destroyed without the permission of the MLRO, even if five years has elapsed since the end 
of the relationship. 
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6  Recognising suspicion 
 
What suspicion is and how to recognise it 
As the types of transactions which may be used by a money launderer are almost unlimited, it is difficult to 
define a suspicious transaction.  
 

What is suspicion? 

Suspicion is a personal state of mind; it all depends on how trusting or how cynical you are.  Various definitions 
have been suggested by the courts, including: 

• “A feeling beyond mere speculation and based on some foundation” 

• “A degree of satisfaction not necessarily amounting to belief but at least extending beyond speculation” 

• “Although the creation of suspicion requires a lesser factual basis than the creation of a belief, it must 
nonetheless be built upon some foundation”. 

What these have in common is a requirement for suspicion to be more than just a hunch (speculation) and to have 
some basis (foundation). 

This is why it is important for you to do what you can to find out who your customer is, as this gives you the 
foundation on which to make a judgement about his behaviour and his transaction. 

Suspicious transactions 

It is impossible to give a definitive list of suspicious transactions, as you have to base suspicion on what you know 
about the individual customer and his circumstances.  What is completely normal for one customer might be very 
odd indeed for another. 

Therefore, a suspicious transaction will often be one that is inconsistent with what you would expect a customer of 
that type to do.   

Given the type of business that Annington undertakes with its customers, you might like to think carefully about 
these situations: 

• A customer who is very reluctant to supply you with the documents you need to verify his name 
and address 
People are sometimes possessive of their important documents, but most will understand the need to 
make these checks.  If a customer refuses to let you make these checks, you cannot accept his business 
as you would be breaking the law. 

• A customer who wants to pay a much larger deposit than people normally want to leave, 
especially if he wants to pay in cash 
Recent cases have shown that money launderers like to buy property – residential and commercial – and 
then sell it later as a means of moving their money through the financial system.  And one of the most 
difficult things for launderers is to get people to accept cash in large amounts, so be wary if someone asks 
you to do this. 

• A customer who puts pressure on you to accept his business – and his money – before you can 
make all the checks you need to make 
Money launderers are very skilled at getting their way by making things seem urgent and by threatening to 
take their business elsewhere if you do not hurry up.  Be polite but firm and make sure that you do not 
break the law by cutting corners or omitting checks that you must make.  A customer who seems to be  
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• Living beyond his apparent means 
If a customer seems to you to be unlikely to be able to afford his own home – perhaps he is very young or 
looks as though he has very little money – it might be that he is conducting this transaction on behalf of 
someone else rather than himself, and getting a small commission for it.  If you become suspicious that he 
is attempting to launder the proceeds of crime (either his own crime or someone else’s) you must report 
your suspicion to the MLRO in the usual manner.  Do not let the customer know that you are suspicious. 

This is by no means an exhaustive or a prescriptive list.  There are many things that could make you 
suspicious that someone is laundering the proceeds of crime.  You should be vigilant and curious. 

The crucial thing to remember is that, if you are suspicious, you should report your suspicion promptly to 
your MLRO.  The way to report a suspicion is described in the next Chapter. 
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7  Reporting suspicion 
 
How to report suspicion to the Money Laundering Reporting Officer 
 
The duty of every employee of Annington is to report any suspicious transactions or suspicions to the Money 
Laundering Reporting Officer (MLRO). 

Once you have made a report in this way, all your personal legal obligations have been met. 

If you do not report your suspicion, you risk being accused of colluding in the possible laundering, and 
you are also throwing away the protection that the law offers you when you do report. 

How to make a report to the MLRO 

The reporting process is straight forward, and involves completing a Money Laundering Report Form. 

You should complete this form to the best of your ability, giving as much detail as you can.  In particular, make sure 
that you explain clearly your reason for suspicion – what it is that has made you think that this particular customer 
or transaction is involved in money laundering. 

Once you have completed the form, sign and date it. 

You cannot keep a copy of the form, as this could put you at risk of tipping off.  For instance, if you keep a copy of 
the completed form in the customer file and the customer sees the form that would be tipping off. 

You then send the form promptly to the MLRO.  Do not “filter” your report through anyone else, such as a branch 
manager: the report should go directly from you to the MLRO. 

When the MLRO receives your report, he will acknowledge it in writing.   The receipt will just say “I acknowledge 
receipt of form XYZ1”.   If you do not receive his acknowledgement within 48 hours, you should contact him to 
check that your report has arrived safely. 

The MLRO will examine all reports and make additional enquiries.  If, after his enquiries the MLRO is also 
suspicious, he will turn the report into a disclosure and submit it to the National Crime Agency (NCA). 

The MLRO retains a log of all reports and subsequent action taken. 

When to make a report 

You should make a report to the MLRO as soon as you realise that you have knowledge or suspicion of money 
laundering. 

If you cannot make your report before the transaction takes place, you should report to the MLRO as soon as you 
can afterwards. 

The requirement to report also covers attempted money laundering; i.e. situations where the business has been 
turned away or the transaction has not proceeded because money laundering was suspected.  If you think that 
someone is attempting to launder money through Annington Management and you manage to prevent that 
happening by turning away the business, you must still report the attempt to the MLRO in the usual manner. 

Reporting and privacy 

Do not worry that by reporting someone for suspected money laundering you will be putting yourself in danger, the 
anti-money laundering legislation takes this into account. 
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If the MLRO decides to disclose your report to NCA, he will remove your name from the report and put his 
own on it instead. 

If the case later comes to court and the report is disclosed as evidence, it is the MLRO who will stand up in 
court and explain it.  You, as the original reporter, will not be identified. 

 

 

  

The Money Laundering Reporting Officer (MLRO) is: 

Name:   Nick Vaughan  Tel: 0207 960 7557 

In his absence from the office: 

Name:   Andrew Chadd  Tel: 0207 960 7519 

 


