
Anti-Money Laundering Audit Checklist Instructions 
 

This document should serve as an accompanying instructional document to the AML Audit checklist. In general, 

when completing the audit checklist, if the affiliate does not fully meet the requirements to merit a ‘yes’ answer 

to a question, the answer must be ‘no’. Some questions ask for you to review documents in a named file. When 

reviewing the documents in a file, you only need to review the specific information required by the question. If 

there are no documents in a file for you to review the affiliate is considered as having fully met the requirements 

to merit a ‘yes’ answer to a question. In the narrative section at the bottom, please enter any comments and 

suggestions after completing the audit. To begin, enter your name, the date the audit is conducted, and the 

calendar year of the audit.  

 

1. Enter the affiliate’s name and address 

2. Enter the number of employees at the affiliate (full & part time). The office manager should know the 

answer to this. 

3. Enter the number of registered Qualified Loan Originators (QLOs) at the affiliate. An employee in the 

homeowner services department should know this. 

4. Enter the name of the affiliate’s Anti-Money Laundering (AML) Compliance Officer 

5. Enter the date the AML Compliance Officer took on this role 

6. Enter the number of Suspicious Activity Reports (SARs) filed since the last AML audit. The AML 

Compliance Officer will know the answer to this. 

7. Are you the Compliance Officer? 

8 – 10.  Are you responsible for these tasks? 

11. Do you feel you have adequate knowledge to complete this audit checklist? 

12. Does Habitat’s AML policy prohibit this? 

13. Does Habitat’s AML policy affirm this statement? 

14. Ask this question of the Compliance Officer. 

15. – 16.  Ask these questions of Habitat management and employees. 

17. Review the AML Risk Assessment file for this answer.  

18. Review the AML Audit file for this answer.  

19. Review the previous Audit in the AML Audit file. ‘Independent’ is defined as someone who is not the AML 

Compliance Officer. The previous auditor should have answered ‘no’ to question 7. 

20. – 21.  Review the AML Audit file for this answer.  

22. Observe the placement of the file cabinet where AML records are stored. 

23. Investigations made of each red flag report should be completed within the 30-day time frame required 

to file a SAR. The time frame may expand to 60 days if additional time is needed to identify the suspect. 

Please review the Red Flag Report file. 

24. SARs must be filed within 30 days of initial detection of facts that constitute the basis for filing a SAR. 

Please review the SAR file. 

25. Please review the Law Enforcement Documents file. 

26. – 27.  Review OFAC Sanction List Search file. 

28. Review the FACT Act ID file. 

29. Review the ReStore Red Flag Reports file. 

30. Review the Development Red Flag Reports file. 

31. Review the Staff Background Check file with the Office Manager. 

32. Review the Vendor Background Check file with homeowner services. 

33. Review the Volunteer Background Check file with the volunteer coordinator. 

34. Review the Volunteer Training File with the Compliance Officer. 

35. – 43. Review the Staff Training File with the Compliance Officer. 


