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Guideline on the electronic registration of accountable and reporting
institutions — 08 December 2010

Objective of this guideline
The objective of this guideline is to define and outline in detail the steps to be
followed for the registration of Accountable and Reporting Insitutions electronically

with the Financial Intelligence Centre (the Centre) at http://www.fic.gov.za

Legal Disclaimer
Unless specific written consent is obtained from the Centre the information contained

in this document may not be shared with any third parties.

By reading this document you acknowledge the confidentiality of such and agree to
be bound by the copyright that subsists in Centre’s intellectual ideas, views and their
representation as expressed in this material.
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Guideline on the electronic registration of accountable and reporting institutions

Definitions
The guideline must be read in conjunction with the Financial Intelligence Centre Act
No 38 of 2001 and the Money Laundering and Terrorist Financing Control

Regulations for definitions of terms used in the guideline.

In this guideline, unless the context indicates otherwise:

“Al" refers to an accountable institution as listed in Schedule 1 of the FIC Act;

“FIC Act” refers to the Financial Intelligence Centre Act, 2001 (Act No 38 of 2001),

as amended;

“Regulations” refer to the Money Laundering and Terrorist Financing Control
Regulations made in terms of section 77 of the FIC Act and promulgated in
Government Notice 1595 of 20 December 2002 as amended by Government Notice
R456 of 20 May 2005;

“RI” refers to a reporting institution referred to in Schedule 3 of the FIC Act;

“RO” refers to a person appointed to report, “Reporting Officer”, to the Centre by a

reporting institution;

“S43C0O” refers to a compliance officer appointed in terms of section 43 of the FIC
Act;

“The Centre” refers to the Financial Intelligence Centre.

Important Note

Electronic registration is the preferred method of registration with the Centre

as prescribed in the Regulations
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Guideline on the electronic registration of accountable and reporting institutions

Registration selection on the Centre’s landing page

Tuesday, December 07, 2010
Home Submit Queries Contact us FAQ

ABOUT US

ORGANISATION PROFILE

Welcome to the
RESOURCES

ALLRESOURCES financial intelligence centre
REPUBLIC OF SOUTH AFRICA
NEWS ROOM

NEWS AND PRESS

CAREERS
CAREERSAT FIC

To establish and maintain an effective palicy and compliance
EQWN%EID%E framework and operational capacity to oversee compliance and to | IMPORTANT INFORMATION
provide high quality, imeous financial intelligence for use in the fight _
REPDHTS&REQIJFEQEH}: against crime, money laundering and terror financing in order for |~ Coneultation Document
South Afr he integrity and stability of its financial ¥ Cash Threshold Reporting Information
 LOGHN esponsible global citizen > more.

REGISTRA

* REGISTER

[seenanan INFORMATION

» Public Compliance Communication No.03A (PCC D34A) — SUPERVISORY BODIES LINKS
o —— Supplementary Information Applicable to PCC03
got passw

(Friday, 03 December 2010)
LEGISLATION * LClick here for more informatien... EAYEH ORCEMERY ACEROR LS
FIC ACT & REGULATIONS

O MPLIANCE |, Guideline on the Composite form for electronic reporting of Cash  INTERNATIONAL LINKS

Threshold Reports

Figure 1: Registration selection

¢ Open the Centre’s website by going to www.fic.gov.za;
¢ Click on “Registration”;
¢ Select “Register”;

e The screen below will be displayed.
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STEP 1 Registration: Select Username

Il am registering as |Accuuntable Institution Vl

Type of Accountable | 1. A practitioner who practicez as defined in section 1 of the Attorneys Act, 1!
Institution(=) As Per |2. A beard of executorz or a truzt company or any other perzon that invests, k

Schedule 1 3. An e=state agent as defined in the Eztate Agency Affairz Act, 1576 (Act 112
4. An authorized uzer of an exchange as defined in the Securitiez Service Act
5. A manager registered in terms of the Collective Inwvestment Schemes Control

SlpE =gy
2. The South African Reserve Bank in respect of the
3. The tem has been Moved

4, The Estate Agency Affairs Beard establizhed in ts

Username |X"r’Z Brokers |

Password [IMPORTANT: “our password must be at least § characters leng and contain at least one
digit and one special character (one of *~@#S %" &=+=)

Retype Password | |

Please enter the text |107499
above

Figure 2: Form opening

2. STEP 1 - Registration: Select username

2.1 Registration: Select username

o Please note all fields in yellow are mandatory and must be completed.

o Select “Type of Accountable Institution...” or “Type of Reporting Institution...”
you are registering as from the dropdown menu. Registration in terms of
section 43B is mandatory for accountable and reporting institutions.

o The username and password that needs to be selected when registering
electronically will be linked to the name and personal details of the person
who submits the online application, as well as to the details of the entity to
be registered. This will allow the person and entity to perform functions such
as updating changes to details that have already been submitted and for
submission of intelligence reports to the Centre.

o Select “Continue” to proceed to the next screen.
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3. STEP 2 - Registration: Entity

STEP 2 Registration: Entity

Entity Hame | OTHER v|
Xr'Z Brokers |

Name of AlIRI Holding | |
Company

Type of Entity | Ltd. Registration v|

Repgistration Humber |1 228230837 |

Figure 3: Entity Registration details

3.1 Registration: Entity

. Provide the registered name at the tab labelled “Entity Name”. If the
individual institution’s registered name is not on the list, select “other” and
type the name in the free text box that will appear.

. If the institution has a holding company that is also an Al or RI, the name
must be provided in the tab labelled “Name of Al/RI Holding Company”.
[Note: The holding company must own 50% or more of the shares of
the Al or RI].

o Select “Type of Entity” from the drop down list provided. A list of options to
select from will appear.

o The tab labelled “Registration Number” refers to the identification or passport
number of the owner of the institution (where the institution is a sole
proprietorship/partnership), alternatively it is the number that the entity is
registered under.
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STEP 2 Registration: Entity

Entity Name | OTHER |

XV Z Broker |

Name of AI/RI Holding | |
Company

Type of Entity | Partnership v|

Please add all the partners of the partnership. (Maximum 5)

Add particulars of Partner

Add particulars of Partner SA ID Number Add particulars of Partner Passport
All fields in are mandatory All fields in are mandatory Number
Title  [iwr, v Title [, ~
Surname  [Smit ] Surname  [Smit ]
First lames  [jon ] First lames  [on |
Identification Type [ Sa identity Number ~ Identification Type | Passport Number v
Identification Humber  [§101120111307 | Identification Number  [LQ2333LT
[ sew | oo ] i .

STEP 2 Registration: Entity

Entity Name | OTHER |
XY Z Broker |

Name of AURI Holding | |
Company
Type of Entity | Partnership v
Please add all the partners of the partnership. (Maximum 5)
Name
Mr. Jon Smit Edit Remove

Add particulars of Partner

Figure 4: Registration details of partners
3.2 Registration: Partnership
o In the event that “Partnership” is selected as the “Type of Entity” you will

be required to provide the details of up to 5 of the partners.

o Select “continue” to move on to the next step in the registration process.
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STEP 2 Registration: Entity

Entity Name | OTHER

H' £ Broker |
Hame of ARl Holding | |
Company
Type of Entity | Sole Proprietorship v |
Identification Type | SA ldentity Mumber vl SA ID Number

ldentification Number  [5101120111307 |

STEP 2 Registration: Entity

Entity Name | OQTHER

*rZ Broker |
Hame of AVRI Holding | |
Company
Type of Entity | Sole Proprietorship v|
Please specify the details of the Sole Proprietor
Identification Type | Passport Number v
assport
Identification Number  [Lg2333LT | umber
Country of lssue | LESOTHO Vl

Continue >>

Figure 5: Registration details of Sole Proprietors

3.3 Registration: Sole Proprietors

o In the event that “Sole Proprietor” is selected as the “Type of Entity” you
will be required to provide the sole proprietor’s South African identification
number where that person is a resident of South Africa, or his passport
number where that person is not a resident of South Africa.

o Select “Continue” to move on to the next step in the registration process.
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STEP 2 Registration: Entity

Entity Name OTHER v|
XWZ Broker |

Name of AURI Holding [ ]
Company

Type of Entity | Sole Propristorship M|

Please specify the details of the Sole Proprietor

Identification Type | Pizaze Select W

Identification Number l

Are you a category 1 F5P . es ;'i-'_'-

only that does not collect
client funds andior
premiums and are not
required to appoint an
auditor or accounting
officer in terms of the FAIS
Act?

Figure 6 Registration as a sole proprietor FSP

3.3.1 Registration: Sole Proprietor Financial Services Provider

e If item 12 — financial advisors — is selected under “Type of accountable
institution...” in Step 1 and “Sole Proprietorship” is selected under “Type of
Entity”, a question “Are you a category 1 FSP only that does not collect
client funds and/or premiums and are not required to appoint an auditor or
accounting officer in terms of the FAIS Act?” will appear with a “Yes” or
“No” option;

e If the “Yes” option is selected, the rules will be amended to allow the sole
proprietor who submitted the information to also act as validator of the
information provided,;

e The username will be pre-populated for the validator. The username
selected by the sole proprietor in his/her capacity as S43CO will be used,

but with the prefix “validator”;
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e With the exception of these rules, all the information required will be

similar to that required for other types of entities.

STEP 3 - Registration: Contact Information

STEP 3 Registration: Contact Information

Contact Details

Telephone Numbers South African Code - South Africa Area Code - Phone Number (e.g. «<27-12-8875543)
Business Contact Tel. No. . o7 r_} I4EETE

Business Contact Tel. No. ;37 il:l }|:|
Busziness Fax Tel. No. . 27 [[l ,I:l

Street Address

Type Fhysical Address

Country SOUTH AFRICA

Province |Gn|.rteng v|
City/Town |Canturion v]
Suburb |Plea5e Select v]
Address [manstreet |

Postal Code ([p234

Postal Address

Same as Physical

Figure 6: Contact information of entity being registered
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4.1 Registration: Contact Information

4.1.1 The information to be provided in this section is the contact information of the
Al or RI that is registering and not the information of the individual completing

the registration form or the validator required to authorize the registration.

4.1.2 In the event of the business being conducted from more than one business
premise, the contact information of the registered head office of the entity
should be provided, unless it is necessary to register each branch separately,
as explained in the public compliance communication on registration of
accountable and reporting institutions, available on the Centre’s website. The
following information is required:

. Provide the contact number at the tab labelled “Business Contact Tel
No.”™;

o An institution may provide an alternate contact number in the next tab
labelled “Business Contact Tel No.”;

o An institution may provide a fax number in the tab labelled “Business Fax
Tel No.™;

o Provide the street address of the institution in the tabs provided;

o Provide the postal address of the institution in the tabs provided;

o If the postal address is the same as the street address select the “Same

as Physical” tab provided which will pre-populate the information.
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5. Step 4 - Registration: Section 43 Compliance Officer/Reporting Officer Details

STEP 4 Registration: Section 43 Compliance Officer Details

Title | Please Select

Surname of Officer f |

Names of Officer [ ]

Position of Officer [ |

Identification Type l Please Select |"'"-|

Identification Number [ |

Date of Birth | 2010 virhn ‘;HN V|

Date Appointed tobe (2003 w|/[Jun w[/[20 |
Compliance Officer*

Street Address Details

Same as Institution

Type Physical Address

Country SOUTH AFRICA

Province | Pleaze Select v|

CityTown | |

Suburb | |

Address | |

Postal Code | |

T T

Figure 7: Registration details of section 43 Compliance Officer
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5.1 Registration: Section 43 Compliance Officer

5.1.1 It is important to note that, although an entity could have a compliance officer
that has been appointed in terms of another Act (example the FAIS Act), the
person referred to in this section is the compliance officer as envisaged in
section 43 of the FIC Act who must ensure that the entity complies with the

provisions of the FIC Act.

5.1.2 A Reporting Institution, as defined in Schedule 3 of the FIC Act, is not subject to
all the obligations of the FIC Act and does not need to appoint a person (in
terms of section 43 of the FIC Act) to oversee compliance with the FIC Act. The
person in a Reporting Institution whose details should be completed in this
section is the individual who must ensure that reporting to the Centre is done as
envisaged in sections 28, 28A, 29 and 31 of the FIC Act.

5.1.3 Provide the details of the person appointed to fulfil the role of the entity’s
S43CO or RO.
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6. Step 5 - Registration: Section 43 Compliance Officer Contact Details

STEP 5 Registration: Section 43 Compliance Officer Contact Information

Telephone Numbers South African Code - South African Area Code - Phone Mumber (g.g. +27-12-8875543)

Business Contact Tel. No.  + 57 .j|:| ) I:I
Business Contact Tel. No. 37 .j|:| ) I:I
7 L]
Business Mobile Tel.No. .27 ([ |\[___|

Email Address | |

Business Fax Tel. No. .

Confirm Email Address | |

Name of Validator | |

Surname of Validator | |

Validator Email Address | |

Username of Validator | |

| have read and understand the legal declaration.
T

Figure 8: Contact Details of S43 Compliance Officer and Validator

6.1 Registration: Section 43 Compliance Officer and Validator Contact

Information

6.1.1 The information to be provided in this section is the contact information of the
person that is registering the entity.

6.1.2 The system requires that all the information initially submitted as well as any
future amendments to the online information, be validated and confirmed by a
validator. It is suggested that the validator be a senior person within the Al or
RI. In the event that the Al or RI does not have a person to validate the

information, the entity’s auditor or accountant can fulfil this requirement. An

Page 13 of 18




7.

Guideline on the electronic registration of accountable and reporting institutions

exception to the validation requirement was made for certain sole proprietors

that are registered financial services providers. These sole proprietors will be

able to validate their own information, as explained under 3.3.1 above.
6.1.3 Upon completion of the registration process, the validator as well as the S43CO
will receive an e-mail wherein the validator will be requested to validate the
correctness of the information (which he/she will be able to access through a
hyperlink). If the validator confirms that the information is correct, the S43CO
will again receive a mail with the request to activate the institution’s account,
after which the registration process will be finalised. Further e-mails will be sent
to the validator to confirm that the entity is registered and to the compliance

officer to confirm that his/her account has been activated.

Amendments to Registration Information

Monday, December 06, 2010

€:®¥ Home Submit Queries Contact us FAQ
ABOUT US
ORGANISATION PROFILE
Welcome to the
RESOURCES - . . .
ALLRESOURCES financial intelligence centre
REPUELIC OF SOUTH AFRICA
NEWS ROOM
NEWS AND PRESS
CAREERS
CAREERS AT FIC
o establish and maintain an effe policy and compliance

CONTACT US

HOW TO FIND US

framework and operational capacity t mpliance and to IMPORTANT INFORMATION
provide high quality, timeous financial intell or use in the fight
against crime, money laundering and terror financing in order for
South Africa tro protect the integrity and stability of its financial »
system, develop economically and be a responsible global citizen. H

rs

REPORTS & REQUESTS * Censultation Decument
e Cash Threshold Repoerting Information
more...

REGISTRATION
FORM

WHAT'S HEW

pFublic Compliance Communication No.034 (PCC 03A) —
Supplementary Information Applicable to PCCO03
(Friday, 03 December 2010)

Click here for more information...

QUICK LOGIM SUPERVISORY BODIES LINKS

=====

LEGISLATION = LAW ENFORCEMENT AGENCIES LINKS

FIC ACT & REGULATIONS

COMPLIANCE INTERNATIONAL LINKS

GUIDANGE & SCHEDULES

FUBLIC COMPLIANCE
COMMUNICATION [PEC)

CTR INFORMATION

DOCUMENTE & NEWS

FIC ACT INFO
AMENDMENTS

» Guideline on the Composite form for electronic reporting of Cash
Threshold Reports
(Wednesday. 01 December 2010)

Th of this guideline is to define and outline in detail the
steps to be fi ed for the submission of cash threshold repors
(CTRs) electronically to the Financial Intelligence Centre (the
Centre).

* Click here for more information...

= Migration of previously acquired login credentials to accord with
amendments to schedules 1 and 2 to the FIC Act
Wednesday, 01 December 2010)

Schedules 1 and 2 to the Financial Intelligence Centre Act, Mo 38 of
2001 (FIC Act) have been amemded with effect from 01 December
2010.

* Click here for more information...

= Cash Threshold Reporting obligation now applicable to all
accountable and reporting institutions

Figure 9 Login as a S43 Compliance Officer

OTHER USEFUL LINKS
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7.1

Update institution records

The S43CO or RO supplies their username and password that was chosen

when registering electronically.
. Select “Quick LOGIN”, as indicated on the screen above;

o Click on “Registration”;

o Select “Update Institution Record”;
. The S43CO or RO will now be able to amend the information;

o All changes must be validated again.

CAREERS
CAREERS AT FIC

CONTACT UsS
HOW TO FIND US

REPORTS & REQUESTS
FORMS

REGISTRATION
FORM

Logged in a=:
Capattorney
Change Password
Logout

LEGISLATION
FIC ACT & REGULATIONS

COMPLIANCE
GUIDANCE & SCHEDULES

PUBLIC COMPLIANCE
COMMUNICATION [PEC)

CTR INFORMATION
DOCUMENTS & NEWS

FIC ACTINFO

AMENDMENTS

Update Institution Details

Institution Details

* UPDATE INSTMUTION RECORD
L / .’ |
fe=rETTORNEY |
Name of ARl Holding | |
Company
Type of Institution* |Accuuntﬂble Institution vl

Type of Accountable
Institution(s) As Per
Schedule 1

| 1. A practitioner who practices as defined in section vl

Supervisory Body*

7. The tem has been moved

&. A law society as contemplated in section 58 of the Attorneys Ac
§. A provincial licenging autherity a= defined in 2ection 1 the Mation:
10. None

Type OFENtity” | Other Legal Entity ~|

Private reporter |

Registration Number* |1nu1ug |

South African Code - South African Area Code - Phone Number
2%

Telephone Humbers
(e.g. +27-12-987654

Business Contact Tel. No.

Figure 10 Update Institution Record
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Add particulars of Money Laundering Reporting Officer

Business Fax Tel. No. . 27 i I:l ) l:l
Business Mobile Tel. No. 27 ( I:I ) l:l

Email Address* | |

Confirm Email Address* | |

Name of Validator || |

Surname of Validator | |

Validator Email Address | |

Username of Validator ADLA validator

De-register Validator

Money Laundering Ranartinn Officer

Add pariculars of Meney Laundering Reporting Officer

I confirm that the information provided is correct, complete and true.l also accept that the information
provided under "acquire login credentials” process can be used for registration in terms of Section 43B of the

FIC Act.

Figure 11 Registration of Money Laundering Reporting Officer

e Select “Add particulars of Money Laundering Reporting Officer”;

e The screen below will be displayed.
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Add particulars of Money Laundering Reporting Officer

All fields in are mandatory

Title | Pleaze Select b |

Surname of Officer | |

Names of Officer | |

Position of Officer | |

Identification Type | Pleaze Select 4 |

Identification Humber | |

Date of Birth 2010 [»|/[Jan |»/[01 |+

Date of Appointment* |2003 v|_.-|Jun v|| 30 vl

Email Address | |

Confirm Email Address | |

Business Contact Tel. No. . o7 ¢ l:l } I:l L]
Business Fax Tel. No. . 57 l:l } I:l

Username of Officer |

Street Address Details

same as Institution

Type Physical Address

Country SOUTH AFRICA -

Figure 12 Registration of Money Laundering Reporting Officer

8.1 Registration of Money Laundering Reporting Officer (MLRO)

8.1.1 A MLRO is envisaged to be a person in the accountable or reporting institution
or in the group of an accountable or reporting institution that will be given the
authority to submit reports on behalf of the entity. Registration of an MLRO is

voluntarily;

8.1.2 All the contact details of the MLRO must be provided and must be validated by
the validator.
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Exit Application

You may now exit the application.
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