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⚠  INSTRUCTIONS: Complete [highlighted] fields with actual employee names, dates, and assessment scores before submission to regulators. Retain original signed attendance sheets and competency assessments in the Compliance Department's physical and digital files.


1.  AML/CTF Training Framework
ELRC's AML/CTF training program is mandatory for all staff, Authorized Representatives, and contractors with access to client data or transaction systems. The program is designed to meet the obligations of section 36 of the AML/CTF Act 2006 (Cth) and Part 8.1 of the AML/CTF Rules, which require reporting entities to maintain a training program that is appropriately tailored to the ML/TF risks faced by the business.
1.1  Training Modules Overview
	ID
	Module Name
	Format
	Duration
	Target Audience

	M-01
	AML/CTF Foundations — Australian Legal Framework
	Online + Assessment
	2.0 hours
	ALL STAFF

	M-02
	Customer Due Diligence & KYC Procedures
	Online + Assessment
	2.5 hours
	ALL STAFF

	M-03
	Sanctions Screening — ComplyAdvantage System
	In-person + Practical
	1.5 hours
	CS, CO, OM

	M-04
	Suspicious Matter Identification & SMR Filing
	In-person + Assessment
	2.0 hours
	CO, CS, OM

	M-05
	Tipping-Off Prohibition & Confidentiality Obligations
	Online
	1.0 hour
	ALL STAFF

	M-06
	IFTI / TTR Reporting Procedures
	Online + Assessment
	1.5 hours
	CO, CS, OM

	M-07
	PEP Identification & Enhanced Due Diligence
	Online + Assessment
	1.5 hours
	CO, CS

	M-08
	Annual Refresher — Regulatory Updates & Case Studies
	In-person
	3.0 hours
	ALL STAFF



1.2  Passing Standards & Remediation
1. Minimum passing score for all online assessments: 80% (multiple attempts permitted; third failure triggers mandatory re-training with Compliance Officer).
1. Practical assessments (M-03, M-04): Competency assessed by Compliance Officer; binary Pass/Fail.
1. Annual refresher (M-08): Attendance mandatory; no formal assessment; attendance recorded.
1. New starters must complete M-01, M-02, M-05 within their first 5 business days, and all remaining modules within 30 days of commencement.
1. All training records are maintained for a minimum of 7 years in accordance with AML/CTF Act record-keeping requirements.


2.  Staff Competency Register — Current Period
The following register documents all ELRC staff members' AML/CTF training completion status as at the date of this record. Completion is required annually for all modules relevant to each staff member's role.

Status Legend:
	✓  COMPLETE — Passed within 12 months
	⚡  DUE — Due within 30 days
	✗  OVERDUE — Action required
	N/A — Not applicable to this role



	Staff Member
	Role
	M-01
	M-02
	M-03
	M-04
	M-05
	M-06
	M-07
	M-08

	[EMPLOYEE NAME 1]
	Compliance Officer
	✓
	✓
	✓
	✓
	✓
	✓
	✓
	✓

	[EMPLOYEE NAME 2]
	Compliance Specialist
	✓
	✓
	✓
	✓
	✓
	✓
	✓
	✓

	[EMPLOYEE NAME 3]
	Operations Manager
	✓
	✓
	✓
	✓
	✓
	✓
	N/A
	✓

	[EMPLOYEE NAME 4]
	Relationship Manager
	✓
	✓
	N/A
	N/A
	✓
	N/A
	N/A
	✓

	[EMPLOYEE NAME 5]
	IT Administrator
	✓
	N/A
	N/A
	N/A
	✓
	N/A
	N/A
	✓

	[ADD ADDITIONAL ROWS AS REQUIRED]
	
	
	
	
	
	
	
	
	





3.  Training Session Attendance Log
3.1  In-Person Training Sessions — 2026
	Session ID
	Module
	Date
	Facilitator
	Duration
	Venue / Platform

	S-2026-01
	M-08: Annual Refresher
	[DD/MM/YYYY]
	[CO Name]
	3.0 hours
	[Office Address / Video Conf]

	S-2026-02
	M-03: Screening System
	[DD/MM/YYYY]
	[CO Name]
	1.5 hours
	[Office Address]

	S-2026-03
	M-04: SMR Filing
	[DD/MM/YYYY]
	[CO Name]
	2.0 hours
	[Office Address]

	[ADD MORE SESSIONS]
	
	
	
	
	



3.2  Session Attendance Record — Sample Format
The following table documents individual attendance for each in-person training session. Original signed attendance sheets must be retained in the Compliance Department's physical files.

	Session ID
	Staff Member Name
	Role
	Date
	Signature
	Notes

	S-2026-01
	[EMPLOYEE NAME 1]
	Compliance Officer
	[DD/MM/YYYY]
	[Signed]
	Attended full session

	S-2026-01
	[EMPLOYEE NAME 2]
	Compliance Specialist
	[DD/MM/YYYY]
	[Signed]
	Attended full session

	S-2026-01
	[EMPLOYEE NAME 3]
	Operations Manager
	[DD/MM/YYYY]
	[Signed]
	Attended full session

	S-2026-01
	[EMPLOYEE NAME 4]
	Relationship Manager
	[DD/MM/YYYY]
	[Signed]
	Attended full session

	S-2026-01
	[EMPLOYEE NAME 5]
	IT Administrator
	[DD/MM/YYYY]
	[Signed]
	Attended partial — departed early (approved)





4.  Assessment Results Register
4.1  Online Module Assessment Scores
All online assessments are delivered via [INSERT PLATFORM NAME, e.g., ELRC LMS / GRC platform]. Results are automatically recorded and can be exported as PDF certificates. Passing score: 80%.

	Staff Member
	Module
	Attempt
	Date
	Score
	Result
	Certificate Ref

	[EMPLOYEE NAME 1]
	M-01
	1st
	[DD/MM/YYYY]
	94%
	PASS ✓
	[CERT-2026-CO-M01]

	[EMPLOYEE NAME 1]
	M-02
	1st
	[DD/MM/YYYY]
	88%
	PASS ✓
	[CERT-2026-CO-M02]

	[EMPLOYEE NAME 1]
	M-04
	1st
	[DD/MM/YYYY]
	92%
	PASS ✓
	[CERT-2026-CO-M04]

	[EMPLOYEE NAME 2]
	M-01
	1st
	[DD/MM/YYYY]
	85%
	PASS ✓
	[CERT-2026-CS-M01]

	[EMPLOYEE NAME 2]
	M-02
	2nd
	[DD/MM/YYYY]
	82%
	PASS ✓
	[CERT-2026-CS-M02]

	[ADD ADDITIONAL ROWS FOR ALL STAFF AND MODULES]
	
	
	
	
	
	



4.2  Practical Assessment Records — Compliance Officer Sign-Off
	Staff Member
	Module
	Assessment Date
	Assessor
	Result
	CO Sign-Off & Date

	[EMPLOYEE NAME 2]
	M-03
	[DD/MM/YYYY]
	[CO Name]
	COMPETENT ✓
	[CO Signature / DD/MM/YYYY]

	[EMPLOYEE NAME 2]
	M-04
	[DD/MM/YYYY]
	[CO Name]
	COMPETENT ✓
	[CO Signature / DD/MM/YYYY]

	[EMPLOYEE NAME 3]
	M-03
	[DD/MM/YYYY]
	[CO Name]
	COMPETENT ✓
	[CO Signature / DD/MM/YYYY]

	[EMPLOYEE NAME 3]
	M-04
	[DD/MM/YYYY]
	[CO Name]
	COMPETENT ✓
	[CO Signature / DD/MM/YYYY]





5.  Training Certificate Index
The following certificates are held on file in the Compliance Department's document management system. Original digital certificates (PDF) are stored in the folder: [INSERT PATH, e.g., /ComplianceFiles/Training/Certificates/2026/].

	Certificate Reference
	Module
	Issued To
	Issue Date
	Expiry
	File Location

	CERT-2026-CO-M01
	M-01
	[Employee Name 1]
	[DD/MM/YYYY]
	12 months
	/Certificates/2026/CO/M01.pdf

	CERT-2026-CO-M02
	M-02
	[Employee Name 1]
	[DD/MM/YYYY]
	12 months
	/Certificates/2026/CO/M02.pdf

	CERT-2026-CS-M01
	M-01
	[Employee Name 2]
	[DD/MM/YYYY]
	12 months
	/Certificates/2026/CS/M01.pdf

	CERT-2026-CS-M02
	M-02
	[Employee Name 2]
	[DD/MM/YYYY]
	12 months
	/Certificates/2026/CS/M02.pdf

	[ADD ALL REMAINING CERTIFICATES]
	
	
	
	
	



6.  Compliance Officer Annual Certification
I, the undersigned Compliance Officer of ELRC TRADING Pty Ltd, hereby certify that:
1. All staff members listed in Section 2 of this document have completed the AML/CTF training modules applicable to their roles within the required timeframes.
1. Training content is current and reflects the requirements of the AML/CTF Act 2006 (Cth), AML/CTF Rules, and current AUSTRAC guidance materials.
1. Assessment standards have been applied consistently and all assessment results recorded herein are accurate.
1. All training records, attendance sheets, and certificates are retained and accessible for AUSTRAC inspection.
1. The next scheduled training review date is: [DD/MM/YYYY].

	Compliance Officer Name:
 
[INSERT FULL NAME]
 
Signature: ___________________________
	Date of Certification:
 
[DD / MM / YYYY]
 
Company Stamp (if applicable): ________
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