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Personnel Due Diligence verifies that your own staff meet AUSTRAC's integrity
requirements under AML/CTF Rules 5-14 — a distinct obligation from customer KYC.
Under Tranche 2 this applies to everyone in an AML/CTF role. PDD lives inside the
Compliance module, alongside your other regulatory obligations (CDD, training,
risk assessment).

OPEN TO START https://app.easyaml.com/compliance

Start a PDD

1 Click Compliance in the left sidebar, then open Personnel Due Diligence. The table
lists your staff; each saved profile has a Start DD option.
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https://app.easyaml.com/compliance

2 C(lick Start DD and set the Labelled Purpose. The purpose label matters for your audit
trail — “New Personnel in AML/CTF Role” tells the system (and AUSTRAC, if records are
ever produced) the specific reason this PDD was initiated. Other options cover
promotions into AML/CTF roles and changes in circumstance.

Start Due Diligence — Ximena Farias

Labelled Purpose *

Select a purpose

New Personnel in AML/CTF Role
Internal Promotion to AML/CTF Role
Change in Circumstances

Concern about a person's conduct

Perform a police check

@® supply own police check

Custom Message

Optional message to include with the verification request
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3 Select any optional screening extras — Adverse Media & PEP, Professional Licence
Check, Police Check — add a custom message if you wish, then click Start Due
Diligence. This commits the PDD to the record: the staff member receives a mobile-
friendly questionnaire tailored to their role, and the platform handles identity
verification and PEP/sanctions screening.

Start Due Diligence — Ximena Farias
Labelled Purpose *
New Personnel in AML/CTF Role
Screening
Adverse Media & PEP
[ Professional Licence Check

Police Check

Perform a police check

(® Supply own police check

Custom Message

Optional message to include with the verification request

4
Start Due Diligence
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Review the assessment

1 Once a PDD is underway, View DD gives a live view — what's completed, what's
pending, and whether any flags have been raised. With multiple PDDs in progress, the
summary list shows all active records; each is independent.
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2 Identity tab — identity verification records and supporting evidence (e.g. a police
check from an external provider). If documents haven't been provided yet, use
Request Documents to prompt the staff member directly through the same secure
document-collection flow used for customers.
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Upload additional documents to support identity verification

Training

Compliance X
Drag and drop or click to select a file
Accepted formats: PDF, JPEG, PNG
Max size: 10MB

5|00 A3Q

Uploaded Documents (2)

Compliance Calendar Title Type Date Status
Professional Membership Licence PDF Professional Membership Licence 15/05/2026 v Uploaded @
Police Check POF Police Check 15/05/2026 + Uploaded (£

Request Documents from Client

__ Additional Document Bank Statement

- Any other supporting documentation as required ~ Bank statement with current address
__ Birth Certificate _ Citizenship Certificate

" Official birth certificate for identity verification ' Proof of Australian citizenship

easyAML — Completing Personnel Due Diligence (PDD) PDD-01 - v1.1



3 Risk tab — aggregated screening results: PEP status, sanctions matches, adverse
media. Review before signing off; anything flagged here needs resolving first.
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Banned directors check

° Clear - No ASIC banned director matches

No matches found on the ASIC Banned & Disqualified Persons Register.

4 Matches tab — any potential PEP, sanctions or adverse-media matches for
adjudication. Confirm or dismiss each with a reason, exactly as for customer matches
(see Reviewing PEP, Sanctions and Adverse-Media Matches).
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5 Questionnaire tab — the role-specific questionnaire the staff member completed:
self-disclosures on criminal history, regulatory findings, conflicts of interest, and

financial position.
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6 Attachments holds everything uploaded for this PDD — identity documents, police
check, reference letters, or anything else your firm's policy requires — keeping the
whole file against the record.

Sign off

1 Return to the summary for a consolidated view — a good checkpoint that nothing has
been missed across identity, screening, questionnaire and documents.
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2 Complete the three sign-off confirmations — the core of the Compliance Officer's
review: you're confirming you've assessed the staff member's integrity (character and
honesty), competence (skills and knowledge for the role), and reviewed the evidence.
Add a comment, set the date of next review, choose the confirm reason, and sign off.
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A police check is generally expected for Compliance Officers. For other roles, follow your firm's
risk-based policy on which screening extras to include.
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More ways to get help

e In-platform: the “Want Help?” button on each page opens the
relevant walkthrough.

e Knowledge Base: https://knowledge.easyaml.com/add-users-and-complete-
personnel-due-diligence-pdd

e Video walkthrough:
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Personnel_Due_Dilig
ence_PDD_in_EasyAML__a6248f95
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