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POLICIES AND PROCEDURES SUMMARY 
 

The purpose of this summary is to set out the anti-money laundering (“AML”) and counter terrorist financing 
(“CTF”) procedures adopted by Maitland Administration Limited (“Maitland”) which the client may request 
from time to time to satisfy itself that Maitland has satisfactory processes and procedures in place to 
combat AML/CTF threats. 

Nothing in this summary shall supersede what has been agreed upon within the terms of the administration 
agreement between Maitland and the client.  This policy is provided for information purposes only and 
reflects only a summary of Maitland’s services. 

 

Maitland’s Commitment 
 

Maitland is committed to preventing the spread of money laundering and terrorist financing. Maitland 
endorses all AML/CTF and anti-corruption initiatives and will not aid or assist any person engaged in 
such activities nor will Maitland knowingly permit itself to be utilized as part of a money laundering, 
terrorist financing or any corruption scheme.   

 

AML Program Summary 
 

 Maitland’s AML/CTF program complies with the AML regulations and other applicable laws in the 
Cayman Islands.   

 Maitland employs a designated Money Laundering Reporting Officer (“MLRO”), Deputy Money 
Laundering Reporting Officer (“DMLRO”), Anti-Money Laundering Compliance Officer (“AMLCO”) 
and other compliance personnel as required as a Licensee of the Cayman Islands Monetary 
Authority (“CIMA”).  The fund is also required to appoint natural persons in these roles for its 
purposes.  

 All Maitland employees are required to complete AML Training upon commencement, annually 
thereafter and as/when there are changes to relevant legislation. 

 Regular reviews of Maitland’s AML/CTF program are conducted to ensure ongoing compliance with 
regulatory updates.  

 Maitland Internal audits of the Maitland AML/CTF program are conducted periodically. 
 

Investor Risk Rating 
 
Upon receipt of the subscription document, the investor and the documents they provide are subject to a 
detailed review by staff.  The information is added to our proprietary software which provides a resulting 
risk-score.  The resulting risk-score will determine which level of due diligence screening to apply to the 
investor as set out under Investor Identification. 
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Investor Identification 
 

The subscription documentation, completed by the investor, is a legal document.  The information 
contained therein is important and often supports the identification information provided by the investor.  
The appropriate staff member will ensure that all sections of subscription documents are completed in full; 
if information is missing, the document will be returned to the investor for completion.   
 
All investors are subject to the screening methods set out below.  The documentary evidence to be 
requested is set out in the attached Appendix A which specifies the requirements for individuals, 
corporations (including limited liability companies), partnerships, trusts, and not for profit organizations.  
 
Investor identification will be performed on each investor via one of the following methods: 

 
 Simplified Due Diligence1; 
 Entity exemption; 
 Eligible introducer undertaking; or 
 Full know-your-customer (KYC) documentation 

 

Enhanced Due Diligence 
 
Investors which present a higher risk to Maitland will be subjected to enhanced due diligence.  The 
enhanced due diligence process will involve further consideration of all documentation and risk factors 
associated to the investor.  It may require an employee to seek clarification or additional documentation 
from the investor, which includes obtaining originally certified documentation.  This process is designed to 
assure that Maitland has secured a greater level of verification and understanding of the investor and the 
nature of the investment. 

 

Sanction Screening Process 
 

Maitland uses a proprietary software system called Avatar which houses all information on the investor, 
their related parties and the beneficial ownership of structures.  This information is screened against the 
World Check database.  World Check screens hundreds of sanctions lists worldwide, the most significant 
sanctions lists being: 

 
 US Department of Treasury Office of Foreign Assets Control (OFAC) Specially Designated Nationals 

(SDN) list 
 European Union Sanctions 
 United Nations Sanctions 

 
Any potential match returned is investigated by Maitland to understand if it is a match or ‘false-positive’.  
If the potential match does return as a positive match staff are trained as to how to manage the issue; 
they may contact the fund’s AMLCO for further direction; or if required by law, may provide a suspicious 
activity report to the fund’s MLRO/DMLRO and to Maitland’s MLRO/DMLRO.  It is considered “tipping off” 
for Maitland staff to advise anyone outside of the MLRO/DMLRO regarding the filing of a suspicious 
activity report. 

                                                   
1 Simplified due diligence is provided only to low risk investors. 
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Politically Exposed Persons (“PEPs”) 
 
PEPs receive additional focus in AML/CTF legislation, and this is also reflected in Maitland’s AML/CTF 
procedures and training. PEP’s noteworthiness arises from the risk of bribery and corruption that is 
associated with those in prominent public office, who are able to award government favours (contracts or 
licences). Persons in this position, as well as their family members, friends and close associates may be 
placed in the line of temptation by being offered lucrative personal, secret rewards in return for their 
approval of a tender or some similar award. Such rewards must be hidden away somewhere and a PEP 
who has succumbed to temptation will not want to hold their secret gain in their home country. They will 
not even want to hold it in their own name.  
 
Automated screening software tools assist in identifying PEPs and their associates, family members and 
close associates of those who hold office.    
 
It is Maitland’s policy that staff notify internal compliance members of any investor PEP for further 
investigation and approval prior to processing transactions.  Cayman law also provides that a register of 
PEPs be maintained by the AMLCO, Maitland can provide this register to the fund’s AMLCO upon 
request. 
 
 
AML Training 

 
Maitland provides all staff with in person and online AML/CTF training at the commencement of their 
employment; annually thereafter and as/when there are changes to relevant legislation. 
 
Attendance by staff to such training is mandatory, a record of which maintained in accordance with 
Maitland’s policies and procedures. 
 
Staff are tested upon completion of the online training to demonstrate knowledge of policies and 
procedures. 
 
AML staff are subject matter experts and are provided with additional specialized learning opportunities. 

 

AML Policy / Internal Audit Procedures 
 
The Maitland extended AML policy and internal audit procedures are confidential and proprietary.  It is 
against Maitland policy to circulate its procedure documents outside of the company. Where necessary 
AML staff is available to join telephone calls with counterparties, investors and others should additional 
information or description of the AML/CTF program be required.  
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Detecting and Reporting Suspicious Activity  
 

Maitland’s investor services staff are on alert for transaction activity by investors that may seem off-
character or of a suspicious nature, such activity could include avoidance of providing information, third 
party payments, inconsistent information, early redemptions, frequent unexplained transactions and other 
suspicious activity.   
 
The ultimate responsibility of investor identification lies with the fund, Maitland applies its AML/CTF 
Program on a contractual basis on behalf of the fund.  Should the fund or its appointed Anti-Money 
Laundering Compliance Officer (AMLCO) choose to deviate from Maitland’s AML/CTF program, Maitland 
will require written instruction, from the authorized personnel of the fund, to do so together with evidence 
of the AML/CTF assessment leading to the decision.  
 
Maitland staff are trained on an ongoing basis to be on alert for many forms of suspicious activity and are 
obligated to report any matter giving rise to suspicions to the assigned MLRO or DMLRO.  

Final Notes 
 

The above information does not expressly represent Maitland’s internal policies or procedures; 
accordingly, this document may be shared externally to Maitland’s fund client and any interested parties 
thereof. 
 
This summary will be updated from time to time based on changes to AML laws and regulation or other 
significant events.  Maitland is not obligated to provide amendments to this document to its clients.  The 
client may request a copy of this document as it deems necessary. 
 
 

Maitland 
November 2018 
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APPENDIX A: IDENTIFICATION OF INVESTORS 
 

I. By type 
 

A. For an individual person: 
 

1. Valid passport or  
2. Valid driver’s license and birth certificate, and 
3. Recent (i.e. less than 3 months) utility bill clearly stating the service address and mailing address 

with the individual’s name (note: telephone, cellular, credit card bills and the like are not 
acceptable as these may be mailed to any address). 

 

B. For a corporation: 

1. Certificate of Incorporation and any Change of Name Certificate, if applicable, for a corporation 
incorporated less than 2 years ago, together with recent (i.e. less than 3 months) Certificate of 
Good Standing from the jurisdiction of incorporation for a corporation incorporated more than 2 
years ago  

2. Memorandum of Association, Articles of Incorporation and/or By-Laws, 
3. Register of Directors and Officers, 
4. Register of Owners (Members Register), 
5. Power of Attorney or its equivalent (if applicable), 
6. Authorized signatory list, and 
7. For all directors/owners who are individuals, corporations, limited liability corporations, 

partnerships or trusts with ownership of 10% or more, collect relevant information by entity type as 
set out in this document. 

 

C. For a limited liability company: 

1. Certificate of Formation and any Change of Name Certificate, if applicable, for a company formed 
less than 2 years ago, together with a copy of recent (i.e. less than 3 months) Certificate of Good 
Standing from the jurisdiction of formation for a company formed more than 2 years ago  

2. Limited Liability Agreement (or Operating Agreement), 
3. Register of Members (if not attached to the above agreement), 
4. Power of Attorney or its equivalent (if applicable), 
5. Authorized signatory list, and 
6. For all members who are individuals, corporations, limited liability corporations, partnerships or 

trusts with ownership of 10% or more, collect relevant information by entity type as set out in this 
document. 
 

D. For a partnership: 

1. Certificate of Limited Partnership and any Change of Name Certificate, if applicable, for a 
partnership formed less than 2 years ago, together with recent (i.e. less than 3 months) 
Certificate of Good Standing from the jurisdiction of formation for a partnership formed more than 
2 years ago,   

2. Partnership Agreement,  
3. Evidence of trading address, and 
4. For the general partner, collect relevant information by entity type as set out in this document. 
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E. For a trust: 

 
1. Trust Deed or written details on the nature of the business conducted, signed by the trustee(s), 
2. Certificate of Trust Formation and any Change of Name Certificate, if applicable, for a trust 

formed less than 2 years ago together with recent (i.e. less than 3 months) Certificate of Good 
Standing from the jurisdiction of formation for a trust formed more than 2 years ago, 

3. Copy of the trustee’s authorized signatory list for the trust, 
4. For the trustees who are individuals, corporations, limited liability corporations, partnerships or 

trusts, collect relevant information by entity type as set out in this document, and 
5. For the settler(s) of the trust who are individuals, corporations, limited liability corporations, 

partnerships or trusts, collect relevant information by entity type as set out in this document. 
 

F. For an association not-for-profit (including charities): 

 
1. If a corporation, a limited liability company, a partnership or a trust, collect relevant information by 

entity type as set out in this document, 
2. An explanation of the nature of the entity’s purposes and operations,  
3. For at least two signatories and any controlling party who gives instructions on behalf of the 

entity, see relevant information by entity type in this document,  
4. Evidence of the charity’s status (e.g. 501 c 3 status in USA or charity number in the UK), and  
5. Evidence of vetting against publicly available sources including the OFAC list. 

 
 
 
 

II. Suitable Certification 
 
 

1. Where the investor is a fund, please also provide a copy of the offering documents. 

2. All documents should be provided in the English language.  For documents not presented in 
English, we will require legible certified copies of both the foreign document and a translated 
version of the same document. 

3. Regarding certification:  

 a certifier must be a lawyer, accountant, director or manager of a regulated credit or 
financial institution, a notary public, a member of the judiciary or a senior civil servant 
(note: a corporate secretary can certify only if he/she is so qualified) 

 the certifier should sign the copy document and print their name clearly beneath and 
indicate their capacity to certify together with a contact address and phone number, and 

 the certification should state that the document is a true copy of the original document 
and the likeness (if any in the case of photo ID) is a true likeness of the holder. 

 
 



 

Summary of AML Policy  |  Page 8 of 9 
 

 

 

III. Acceptable Jurisdictions2 
 

Argentina Isle of Man 

Australia Israel 

Austria Italy 

Bahamas Japan 

Bahrain Jersey 

Barbados Liechtenstein 

Belgium Luxembourg 

Bermuda Malta 

Brazil Mexico 

British Virgin Islands Netherlands 

Canada New Zealand 

Cyprus Norway 

Denmark Panama 

Finland People’s Republic of China 

France Portugal 

Germany Singapore 

Gibraltar Spain 

Greece Sweden 

Guernsey Switzerland 

Hong Kong Turkey 

Iceland United Arab Emirates 

India United Kingdom 

Ireland United States of America 

 
 
                                                   
2 This list is subject to change at the discretion of the Cayman Islands  Anti-Money Laundering Steering Group; for the most 
recent list visit:  http://www.cima.ky/list-of-equivalent-jurisdictions.  Maitland shall not be obligated to provide updates on any 
change to the list of acceptable jurisdictions, it is the responsibility of the AMLCO to keep updated on changes to Cayman 
Islands’ laws. 
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IV. Markets and Exchanges Approved by CIMA3 

In addition to the Cayman Islands Stock Exchange, the following are the markets and exchanges currently 
approved by CIMA as of March 2018.  
 

Australian Securities Exchange Luxembourg Stock Exchange 

Barcelona Stock Exchange  Madrid Stock Exchange  

Berlin Stock Exchange Mexican Stock Exchange  

Bermuda Stock Exchange Montreal Stock Exchange 

Bilbao Stock Exchange Munich Stock Exchange 

Bolsa de Comercio de Buenos Aires Nagoya Stock Exchange 

Bolsa de Comercio de Santiago  NASDAQ  

Bolsa de Valores de Caracas National Stock Exchange  

Bolsa de Valores de Lima New York Stock Exchange  

Borsa Italiana SPA  NYSE Arca 

Boston Stock Exchange  New Zealand Stock Exchange  

Bursa Malaysia (including the Main Market and the 
ACE Market) 

OMX Nordic Exchange  

Chicago Stock Exchange Osaka Securities Exchange  

Dusseldorf Stock Exchange  Oslo Stock Exchange  

Euronext Brussels  Philadelphia Stock Exchange  

Euronext Lisbon  Rio de Janeiro Stock Exchange  

Euronext NV Sao Paulo Stock Exchange (Bovespa)  

Euronext Paris Shanghai Stock Exchange Shenzhen, S.E. 

Frankfurt Stock Exchange  Singapore Exchange (including Catalist) 

Fukuoka Stock Exchange  Stuttgart Stock Exchange  

The Gretai Securities Market of Taiwan  SWX Swiss Exchange  

Hamburg and Hannover Stock Exchange  Taiwan Stock Exchange  

Hong Kong Stock Exchange (including the Growth 
Exchange Market)   

Tel Aviv Stock Exchange  

International Securities Exchange  The Stock Exchange of Thailand  

Irish Stock Exchange Tokyo Stock Exchange  

Johannesburg Stock Exchange Toronto Stock Exchange  

Korea Stock Exchange (including KOSPI and KOSDAQ 
Market Divisions) 

Valencia Stock Exchange  

London Stock Exchange (including AIM) Vienna Stock Exchange  

 

                                                   
3 This list is subject to change at the discretion of the Cayman Authorities. Maitland shall not be obligated to provide updates 
on any change to the list of acceptable jurisdictions, it is the responsibility of the AMLCO to keep updated on changes to 
Cayman Islands’ laws 
 


