
[Company Header/Logo Placeholder] 

Date: [Insert Date] 

To: All Employees and Relevant Stakeholders 

Subject: Updated Anti-Money Laundering (AML) Ethics and Responsibilities 

Dear Team, 

To ensure our organization remains compliant with evolving financial regulations and maintains 

the highest ethical standards, we are issuing this updated outline of our Anti-Money Laundering 

(AML) responsibilities. 

1. Core Ethical Commitment 

All employees are required to act with integrity. We maintain a zero-tolerance policy regarding 

participation in, or the concealment of, money laundering and terrorist financing activities. 

2. Key Updated Responsibilities 

• Know Your Customer (KYC): Employees must perform due diligence to verify the 

identity of all clients before entering into business agreements. 

• Suspicious Activity Reporting (SAR): Any transaction that appears unusual, lacks a 

clear economic purpose, or involves high-risk jurisdictions must be reported immediately 

to the Compliance Officer. 

• Record Keeping: All financial records and identification documents must be maintained 

accurately for a minimum of [Number] years. 

• Confidentiality (Anti-Tipping Off): Under no circumstances should a client be 

informed that they are under suspicion or that a report has been filed regarding their 

activities. 

3. Compliance and Training 

Participation in the upcoming AML training session on [Insert Date] is mandatory. Failure to 

adhere to these updated protocols may result in disciplinary action and potential legal 

consequences. 

4. Reporting Contact 

If you have questions or need to report a concern, please contact the Compliance Department at 

[Insert Email/Phone Number]. 

Thank you for your cooperation in protecting the integrity of our firm. 

Sincerely, 



[Signature] 

[Name of Compliance Officer/Manager] 

[Title] 

[Company Name] 


