[image: ]

FINTRAC / AML Client On-Boarding Risk Questionnaire
	INSTRUCTIONS:
This questionnaire is used to assess and document the money laundering (ML) and terrorist financing (TF) risk associated with every new client and engagement. It forms part of CSS's Anti-Money Laundering (AML) and FINTRAC compliance program and helps determine the appropriate client risk classification, identify situations requiring enhanced due diligence, and support compliance with regulatory obligations. Tax, advisory, audit, review, and compilation do not by themselves trigger FINTRAC accountant obligations unless CSS engages in or gives instructions for prescribed activities.
This questionnaire should be completed after the applicable client identification procedures have been performed and documented using either the CSS Individual Identification Verification Form or the CSS Entity & Beneficial Ownership Identification Verification Form. Information obtained during the identification and verification process should be used to complete this risk assessment.
Before completing this questionnaire:
1. Ensure the client's identity has been verified and supporting documentation has been obtained.
2. Review the client relationship, ownership structure, source of funds information, and the nature of services being provided.
3. Complete all applicable sections of this questionnaire.
4. Answer every question using Yes, No, or Unknown*.
5. Escalate any High-Risk indicators or concerns to the Deputy CAMLO (Jen Bailey) immediately.
6. Document the rationale for any professional judgment used when determining the final risk classification in Section D.
Once completed:
1. Save the questionnaire in the client CaseWare file.
2. Update the client profile in iFirm.
3. Send a copy of ALL FORMS to the Deputy CAMLO (Jen Bailey).
This questionnaire supports professional judgment but does not replace FINTRAC reporting obligations, CAMLO review requirements, or other regulatory responsibilities.
*Definition of Unknown:
An answer of Unknown may be used only where:
· information has not yet been obtained; 
· information cannot reasonably be verified at the time of assessment; or 
· the available information is insufficient to support a Yes or No response. 
Unknown must not be used as a substitute for reasonable inquiry. If an Unknown response relates to a material AML/ATF risk factor (including beneficial ownership, source of funds/source of wealth, PEP/HIO status, sanctions exposure, third-party involvement, suspicious activity, or another significant risk factor), the matter must be documented in Section D and classified as Pending Review until resolved.



	
CLIENT RISK CLASSIFICATION DECISION PROCESS

STEP 1: Complete client identification and verification requirements using the applicable CSS Identification Verification Form.

STEP 2: Complete Section B (Auto-High Risk Override Questions).
· If ANY Section B question is answered "Yes", the client is automatically classified as HIGH RISK.
· Escalate to the Deputy CAMLO.
· Complete Enhanced Due Diligence (EDD) where required.
· Continue completing the remaining sections for documentation purposes.

STEP 3: Review any "Unknown" responses in Section B.
· If an Unknown response relates to beneficial ownership, source of funds, source of wealth, PEP/HIO status, sanctions, third-party involvement, suspicious activity, or another material AML/ATF risk factor, classify the file as PENDING REVIEW until resolved.
· Do not assign a Low Risk or Medium Risk classification until the missing information has been obtained or reviewed by the Deputy CAMLO.

STEP 4: Complete Section C1 (Minimal Risk Screening).
· Only proceed with a Minimal Risk classification where ALL C1 criteria are satisfied and no High-Risk Override or Medium-Risk Indicator applies.

STEP 5: Complete Section C3 (Medium-Risk Indicators).
· If one or more Medium-Risk Indicators apply, the client should generally be classified as Medium Risk unless professional judgment supports a higher classification.

STEP 6: Complete Section C2 (Low-Risk Indicators).
· Low-Risk Indicators support a Low Risk classification but cannot reduce a Medium Risk or High Risk classification.

STEP 7: Complete Sections D, E and F and document the rationale supporting the final classification.






A. Risk Category Overview
	HOW TO USE THIS SECTION:
This section provides a summary of the four risk classifications available under the CSS AML/FINTRAC Risk Assessment Model (RAM). Please read carefully. Use the RAM-based FINTRAC CSS Risk Assessment Screening document for further information on Risk Classification, located on the CSS dashboard. 



	1. Minimal Risk
	2. Low Risk
	3. Medium Risk
	4. High Risk

	Only if the engagement is Advisory under the RAM AND there is no funds movement, trust account activity, ownership concern, or other risk indicator.
	Straightforward, local, transparent, known relationship with no medium/high indicators. Basic screening plus simplified monitoring.
	Any medium-risk service or indicator with no high-risk override. Standard Know Your Client (KYC)/Client Due Diligence (CDD) is required.
	Any high-risk override, Politically Exposed Person (PEP)/ Head of an International Organization
(HIO), listed/sanctioned person, suspicious activity, refusal to provide information, opaque ownership, or high-risk service. Expanded/Enhanced Know Your Client (KYC)/Enhanced Due Diligence (EDD) is required.



B. CSS Auto-High Risk Override Questions
	HOW TO USE THIS SECTION:
Review each question carefully and select Yes, No, or Unknown.
IMPORTANT:
1. If ANY question is answered Yes, the client must automatically be classified as HIGH RISK.
2. This classification cannot be reduced by responses elsewhere in the questionnaire. 
3. Do not use Section C to reduce a High-Risk classification once a High-Risk Override has been triggered.
4. Where a High-Risk Override applies, the client remains High Risk regardless of responses elsewhere in the questionnaire.
5. Continue completing Sections C, D, E and F for documentation, monitoring, and Enhanced Due Diligence purposes.
6. Where a High-Risk Override question is answered Unknown:
· the client shall not automatically be classified as High Risk solely because the information is unknown; 
· the missing information must be investigated promptly; 
· the rationale for the Unknown response must be documented in Section D; 
· the matter should be escalated to the Deputy CAMLO whenever the missing information relates to ownership, beneficial ownership, source of funds, source of wealth, sanctions, PEP/HIO status, suspicious activity, or third-party involvement; and 
· the client should not be classified as a Low or Medium Risk until the matter has been resolved. 
7. Complete Enhanced Due Diligence (EDD) requirements where applicable.
8. Where a material High-Risk Override question is answered Unknown, the file shall be classified as Pending Review until the missing information has been obtained, verified, or reviewed by the Deputy CAMLO.
9. Pending Review files shall not be classified as Minimal Risk, Low Risk, or Medium Risk until the matter has been resolved.




	Question
	Yes / No / Unknown
	Required action if Yes or Unknown

	Client is a foreign or domestic PEP, HIO, family member, or close associate.
	☐ Yes   ☐ No   ☐ Unknown
	HIGH RISK; enhanced measures; source of wealth review; enhanced monitoring: STOP and escalate to Deputy CAMLO immediately

	Client or related party appears on a listed/sanctioned person or entity list, or sanctions concerns are present.
	☐ Yes   ☐ No   ☐ Unknown
	STOP and escalate to Deputy CAMLO immediately; assess LPEPR/STR/SATR obligations.

	STR/SATR has been filed, or suspicious activity indicators are present.
	☐ Yes   ☐ No   ☐ Unknown
	HIGH RISK; STOP and escalate to Deputy CAMLO review; document rationale; assess reporting obligations.

	Client refuses or fails to provide beneficial ownership, ID, source of funds/wealth, or purpose information.
	☐ Yes   ☐ No   ☐ Unknown
	HIGH RISK; do not proceed without escalation to Deputy CAMLO.

	Client asks CSS to receive, pay, transfer, or direct funds/securities, including trust account activity.
	☐ Yes   ☐ No   ☐ Unknown
	HIGH RISK; complete CDD/EDD and transaction controls before proceeding. Report to Deputy CAMLO.

	Client is a US-resident or non-resident client with foreign-source funds/assets/ownership concerns.
	☐ Yes   ☐ No   ☐ Unknown
	HIGH RISK; confirm source of funds/wealth where applicable. Report to Deputy CAMLO.

	Ownership is opaque, layered, nominee-based, offshore, or unusually complex.
	☐ Yes   ☐ No   ☐ Unknown
	HIGH RISK; expanded beneficial ownership review. Report to Deputy CAMLO.

	Complex trusts, holding companies, reorganizations, or structures appear designed to obscure ownership or source of funds.
	☐ Yes   ☐ No   ☐ Unknown
	HIGH RISK; expanded review and partner/CAMLO consideration.

	Client activity is inconsistent with known business, occupation, assets, or expected activity.
	☐ Yes   ☐ No   ☐ Unknown
	HIGH RISK; enhanced monitoring and documented inquiry. Report to Deputy CAMLO.

	Client appears to be acting on behalf of an undisclosed third party.
	☐ Yes   ☐ No   ☐ Unknown
	HIGH RISK; third-party determination and escalation. Report to Deputy CAMLO.



C. On-Boarding Client Risk Questionnaire 
	HOW TO COMPLETE THE RISK ASSESSMENT
This section is used to assess the overall money laundering (ML) and terrorist financing (TF) risk associated with the client relationship and services being provided. Complete all applicable questions using Yes, No, or Unknown.
Important:
· If any question in Section B – Auto-High Risk Override Questions is answered Yes, the client must be classified as High Risk and the matter must be escalated to the Deputy CAMLO. Complete Section C regardless.
· Complete all applicable indicators in this section even where a High-Risk Override has been identified. 
· Responses marked Unknown must be supported by documented rationale (Section D) and follow-up actions where information is unavailable, cannot be verified, is inconsistent, or raises concern, the matter should be escalated to the Deputy CAMLO for review. 
· Professional judgment must be applied when determining the final risk classification. 
· Document any factors that support the final risk classification in Section D. 
Risk Classification Guide
· N/A & Advisory – Engagement is advisory in nature only and meets all requirements in Section C1. 
· Low Risk – No High-Risk Overrides apply and no Medium-Risk indicators are present. 
· Medium Risk – One or more Medium-Risk indicators are present and no High-Risk Override applies. 
· High Risk – Any High-Risk Override question in Section B is answered Yes, or professional judgment determines that enhanced due diligence is required.



C1. Minimal Risk Screening
	HOW TO USE THIS SECTION:
Complete this section first. Select "Yes" only if the engagement is strictly advisory in nature and does not involve handling, directing, transferring, or receiving funds or securities. A Minimal Risk classification may only be assigned after:
1. Section B has been completed with no High-Risk Override responses;
2. No material Unknown responses remain unresolved;
3. Section C3 has been reviewed and no Medium-Risk Indicators apply; and
4. All applicable C1 criteria are satisfied.




	Indicator
	Response

	Business & Asset Valuation only, with no funds movement or transaction instructions.
	☐ Yes   ☐ No

	Economic Loss Quantification only.
	☐ Yes   ☐ No

	Business Transition / Family Enterprise Advisory only, with no funds movement.
	☐ Yes   ☐ No

	Wealth management advice/discussion only, with no handling or direction of funds.
	☐ Yes   ☐ No

	Estate advisory only, not acting as trustee/executor and no funds movement.
	☐ Yes   ☐ No

	No trust account activity, no transfer instructions, no ownership opacity, no trigger events.
	☐ Yes   ☐ No



C2. Low-Risk Indicators
	HOW TO USE THIS SECTION:
Complete this section for clients with straightforward business activities, transparent ownership, and no elevated risk concerns. Select "Yes" only when the statement accurately describes the client relationship. If no High-Risk Override applies and no Medium-Risk indicators are present, the client may generally be classified as Low Risk, supported by the applicable low-risk indicators below.

Low-Risk Indicators are intended to support a Low Risk classification and do not override any Medium-Risk Indicator, High-Risk Override, Pending Review determination, escalation requirement, or Enhanced Due Diligence requirement.



	Indicator
	Response

	Long-standing CSS relationship and client activity is consistent with known history.
	☐ Yes   ☐ No

	Client is local/in-region and service is delivered in person or through known channels.
	☐ Yes   ☐ No

	Simple T1 
	☐ Yes   ☐ No

	Transparent ownership and no related-party or nominee concerns.
	☐ Yes   ☐ No

	No international exposure, no trust/funds activity, no foreign asset reporting.
	☐ Yes   ☐ No

	No unusual transactions, aggressive structures, or red flags noted.
	☐ Yes   ☐ No



C3. Medium-Risk Indicators
	HOW TO USE THIS SECTION:
Complete this section for clients and engagements that present elevated money laundering (ML) or terrorist financing (TF) risk due to the nature of the services provided, geographic considerations, reporting requirements, delivery channels, or other relationship characteristics.

Select "Yes" only where the indicator accurately describes the client or engagement. A Medium-Risk classification may be appropriate where one or more of these indicators are present and no High-Risk Override has been identified in Section B.

Medium-Risk clients require standard Know Your Client (KYC) and Client Due Diligence (CDD) procedures, together with ongoing monitoring appropriate to the nature and complexity of the client relationship.
Responses marked Unknown must be supported by documented rationale (Section D) and follow-up actions where information is unavailable, cannot be verified, is inconsistent, or raises concern, the matter should be escalated to the Deputy CAMLO for review. 
Professional judgment should be applied when determining the final risk classification. Where multiple Medium-Risk indicators are present, or where circumstances appear unusual, inconsistent, or insufficiently explained, consider whether escalation or enhanced due diligence may be warranted.

If one or more Medium-Risk Indicators are present, the client should generally be classified as Medium Risk unless professional judgment supports escalation to High Risk. Medium-Risk Indicators cannot reduce a High-Risk classification already established in Section B.



	Indicator
	Response

	Canadian-resident US tax filing and/or foreign asset reporting.
	☐ Yes   ☐ No   ☐ Unknown

	Payroll, T4 preparation, bookkeeping, or monthly accounting services.
	☐ Yes   ☐ No   ☐ Unknown

	Corporate tax (T2) for business clients where ownership is transparent.
	☐ Yes   ☐ No   ☐ Unknown

	Standard T3 trust return for a transparent Canadian family trust.
	☐ Yes   ☐ No   ☐ Unknown

	T5 investment income slips for standard local investment reporting.
	☐ Yes   ☐ No   ☐ Unknown

	Fractional CFO services with transparent ownership and normal business purpose.
	☐ Yes   ☐ No   ☐ Unknown

	Virtual or telephone-based relationship with adequate ID verification and no red flags.
	☐ Yes   ☐ No   ☐ Unknown

	Client outside local geography but within Canada, with clear identity and purpose.
	☐ Yes   ☐ No   ☐ Unknown

	Assurance/compilation service with no funds movement, no opaque ownership, and no red flags.
	☐ Yes   ☐ No   ☐ Unknown



D. Client / Engagement Information
	HOW TO USE THIS SECTION:
Complete all fields in this section using information obtained from onboarding documents, engagement letters, identification records, ownership documentation, and client discussions. 

This section creates the audit trail supporting the risk assessment and must be completed in full.



	Client Legal Name:
	
	IFirm Code:
	

	Engagement Type:
	
	Engagement Partner:
	

	Date Relationship Started:
	
	In-Person/ /Virtual/
Telephone /Email Only Relationship:
	

	Individual / Corporation / Trust / Partnership / Other:
	
	US Resident? 
	☐ Yes   ☐ No

	Canadian Resident? 
	☐ Yes   ☐ No
	Outside Canada?
	☐ Yes   ☐ No

	Related Entities/Family Group:
	
	PEP/HIO Status:
	

	Outside Ontario? 
	☐ Yes   ☐ No
	☐ Yes   ☐ No
	☐ Yes   ☐ No

	Beneficial Ownership Status:
	
	Source Of Funds Reviewed? 
	☐ Yes   ☐ No

	Sanctions/Listed Person Check:
	
	Risk Rating:
	☐ Minimal / N/A      ☐Low
☐Medium                ☐ High
☐Pending Review

	Verification Status Complete? 
	☐ Yes   ☐ No
	Next Review Date (please refer to the Risk Manual):
	

	Why was this risk classification selected?
	

	Why was a lower classification not appropriate?
	

	Why was a higher classification not required?
	

	Were any Unknown responses considered?
	☐ Yes   ☐ No

	Was escalation required?
	☐ Yes   ☐ No

	Was EDD required?
	☐ Yes   ☐ No

	Notes / Rationale:











E. Beneficial Ownership, Control and Relationship Purpose
	User Instruction
Complete this section for all entities, trusts, partnerships, and organizations. Verify ownership, control, relationship purpose, and expected activity using reliable and independent documentation. If information cannot be obtained or verified, escalate to the Deputy CAMLO before proceeding.



	Required Information
	Complete?
	Notes / Documents Reviewed

	Entity existence confirmed using registry or reliable documentation.
	☐ Yes   ☐ No   ☐ N/A
	

	Directors, trustees, signing authorities, or control persons identified.
	☐ Yes   ☐ No   ☐ N/A
	

	Individuals owning or controlling 25%+ identified, where applicable.
	☐ Yes   ☐ No   ☐ N/A
	

	Ownership/control structure reviewed for opacity, layering, nominees, or offshore entities.
	☐ Yes   ☐ No   ☐ N/A
	

	Purpose and intended nature of relationship documented.
	☐ Yes   ☐ No   ☐ N/A
	

	Expected activity, jurisdictions, products/services, and transaction pattern understood.
	☐ Yes   ☐ No   ☐ N/A
	

	Source of funds / source of wealth considered where risk requires.
	☐ Yes   ☐ No   ☐ N/A
	

	Third-party determination considered where applicable.
	☐ Yes   ☐ No   ☐ N/A
	

	For high-risk CBCA corporations, has beneficial ownership information been compared to Corporations Canada ISC/registry information, and has any material discrepancy been addressed or reported where required?
	☐ Yes   ☐ No   ☐ N/A
	




F. Reviewer Sign-Off
	User Instruction
The preparer and reviewer must confirm that the questionnaire has been completed, supporting documentation has been reviewed, the risk classification is reasonable, and all required follow-up actions have been identified. Any High-Risk classification or escalation must be documented before final approval.



	☐ No escalation required
	☐Deputy CAMLO review completed
	☐ CAMLO review completed
	☐ EDD completed (Attach to file)

	Prepared by:


	Date:


	CAMLO/Deputy CAMLO Signature:


	Date:



	Summary Rationale:








	Required Follow-Up:
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