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Sample Client KYC Lifecycle

The following flowchart shows an indictive Know Your Customer (KYC) lifecycle for each client based on the AUSTRAC starter kits for the legal profession.

Onboarding a new client

@ !dentify client type

@ Client completes Onboarding Form
for applicable client type providing all
required documents

e Business completes initial CDD
Form for client type

@ Review, update or verify information
if incomplete, inconsistent or unclear

Reviewing existing client
(Commenced before 1 July 2026)

o Only required if suspicion arises
or changes in nature/purpose of
business relationship raise AML risk
to Med/High

Identify client type

Complete Onboarding Form
for client type based on client

information already held

Review, update or verify information
if incomplete or inaccurate

Record Keeping Requirements
You must create and keep records showing:

Conduct customer risk
assessment as per initial CDD
Form

and/or your client risk factors /
AUSTRAC Risk Guidance

and ML typologies

(note Request to Verify
Information Form for

conveyances with time constraints

€) What information you collected about the client and how it was verified

© How you assessed client risk level, with reasoning

e Any changes over time (e.g. periodic reviews or changes due to red flags)

Apply Simplified Due
Diligence

No further information required at
this stage.

Apply Standard Due
Diligence

Collect and verify additional
information specified in initial CDD
Form to gain reasonable confidence
in client’s identity and risk factors.

Re-Assessed
as High Risk

Apply Enhanced Due

Diligence

e Collect and verify additional
information specified in ECDD Form
to gain confidence in client’s identity
and risk factors and/or escalate to
AML/CTF Compliance Officer within
24 hours using Escalation Form

AML/CTF Compliance officer reviews
and records actions in Escalation

Register
Report to police and/or submit a

Suspicious Matter Report (‘SMR’) if
you suspect criminal, terrorist activity
or proliferation of weapons of mass
destruction, following guidance on
dealing with privileged information.

Consider exiting client if risks cannot
be mitigated (not mandatory).

EXAMPLES ONLY

Lo |f Business Relationship
Confirmed . q
Maintained

Must monitor client throughout the
relationship to identify any changes in the
client’s ML/TF risks including:

@ Risks and indicators and known ML
typologies

@ Changes in client behaviour or
information

Med Risk : . . ) .
i Trigger Review
Confirmed e Ircl)g&ers listed in the Trigger Review

Review client file every three years, or if you
become aware of any ML/TF risks, using
the Period Review Form and the Trigger
Review Form if applicable.

Client
Maintained

If Decision Made to Exit
Client

Comply with prohibition on tipping off
client, which may result in compromising
a Suspicious Matter Report (SMR) or law
enforcement investigation including:

° Informing client of a suspicion, SMR
submission or potential investigation

Client e Any matters relating to suspicion or
Exited potential investigation
e Informing or implying anything to a
client if there is a risk of prejudicing a
current or future investigation

Failure to do so may amount to a criminal
offence under s123 of the AML/CTF Act.

March 2026 Please note that these are indicative examples for educational purposes only and are not legal advice. Law practices need to determine their own thresholds and approaches to applying customer due diligence based on an understanding of their unique ML/TF risk profile.
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