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Client Financial Handling & Management 
Introduction
No client monies are received or stored in MBS accounts. Any monies received in error are refunded and a note made on the accounts.
Client financial payments and management are only done where it is included in the scope of the client contract – either in the original section or as an amendment signed by both parties. There should be clear authorisation flows for each type of payment or financial management work.
Client payments are only made with written instructions, and sufficient evidence received as to who the payment is to be made to, and for what reason. 
MBS associates who are given access to client bank accounts should only do so when instructed to do so, or to check and download transactions or statements to enable the finance team to do the work they’ve been instructed to do.
Payments are primarily made weekly, although some ad hoc payments can be made. Currently the payment day is Thursday, with some payments needing to be processed on Friday depending on bank requirements or queries. The deadline for payment requests to be received is lunchtime on Wednesday.
Primary Finance & Administration team members notify the Mindful Business Services payment maker(s) of any payments to be made by Thursday morning. A draft email is created, with the evidence attached, listing the payees, payment figures, reasons and dates to be paid.
The MBS associate making the payment checks the email and details, if there are any queries theses are emailed or cleared before payments are made. Payments are made for at minimum the next working day to allow clients to cancel when notified.
Once the payments have been set up, the email is sent to all signatories, or the agreed group, requesting that checking and authorisation is done as well as notifying them if there are any queries, additional information or other required information.

AML Compliance Policy
Scope of the policy
Mindful Business Services acknowledges its legal and regulatory obligations to prevent financial crime, including money laundering and terrorist financing. 
This policy outlines our commitment to compliance with all applicable Anti-Money Laundering (AML) regulations and guidance. 


We recognise that effective AML controls are essential not only to meet statutory requirements but also to protect the integrity of the financial system and uphold our firm’s reputation. This document sets forth the principles, responsibilities, and procedures designed to detect, prevent, and report suspicious activity in line with our regulatory obligations.
Regulatory Framework
Mindful Business Services is committed to full compliance with applicable AML legislation, including but not limited to:
· The Proceeds of Crime Act 2002 (POCA)
· The Money Laundering, Terrorist Financing and Transfer of Funds (Information on the Payer) Regulations 2017 (as amended)
· Terrorism Act 2000 (TACT)
· Guidance issued by the ICEAW, AAT
Key Responsibilities
Money Laundering Reporting Officer (MLRO)
The money laundering reporting officer (MLRO) has two areas of responsibility. The first is the legal obligation to report suspicion of money laundering to the National Crime Agency (NCA) and the second is ensuring the firm's compliance with the Money Laundering Regulations
The current MLRO is: Wendrie Heywood

Client Due Diligence (CDD)
Mindful Business Services confirms all client organisations and significant person’s identity, including meeting face-to-face with prospective clients where possible.

Controls that are in place to prevent work being started before due diligence is completed.

· MBS use XAMA a third-party AML system which both securely stores the documents and checks it against appropriate government databases and other sources.
· Appropriate due diligence must be carried out before establishing a business relationship or conducting a transaction. This includes:
· Verifying the identity of clients (and beneficial owners where applicable).
· Understanding the purpose and intended nature of the business relationship.
· Ongoing monitoring of the relationship and transactions.
· Enhanced Due Diligence (EDD) must be applied in higher-risk situations, including for Politically Exposed Persons (PEPs) or where a customer is based in a high-risk third country.


Reporting Suspicious Activity
The firm must maintain records of:
· CDD and EDD information.
· Transactions.
· Internal and external Suspicious Activity Reports.
Records will be retained for at least five years after the end of the business relationship or transaction.
Training and Awareness
Training will be given annually to all associates involved with financial handling, and as part of the onboarding for all new associates. The money laundering reporting officer (MLRO) is responsible for ensuring training is delivered and documented. 
Review and Oversight
This policy will be reviewed annually or more frequently if there are significant changes in legislation or regulation. 
Updates will be communicated to all associates, and compliance with the policy will be monitored through internal audits and compliance checks.

Approved by directors 11th December 2025

Email: Compliance@MindfulBusinessServices.com Tel: 020 36912389
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