
 

SOP – UNUSUAL MATTER 
 

 

 

Owner: Finance Manager 
Approved: CEO 

Ref. Number: AMLCTFPRO09A 
Revision Number: 1.0 

Date: 17 November 2022 
Page 1 of 2 

 

Purpose  
To detail the process of identifying and reporting suspicious matters.  This procedure will assist Cronulla 
RSL meet with the suspicious matter reporting obligations under the Anti-Money Laundering & Counter-
Terrorism Financing Act 2006.  

Scope 
This procedure applies to all employees of Cronulla RSL 

Health and Safety 
Health and safety responsibilities include ensuring the safety of yourself and others.  Never disclose your 
suspicion to a person you suspect may be involved in an unusual, or suspicious matter.  

Reference Documents 
Form: Unusual Matter Report 

Standard Operating Procedure: Customer Identification Form 

Standard Operating Procedure: Gaming Machine Prizes 

Procedure: Enhanced Customer Due Diligence 

Membership Application Form 

Detail / not applicable. 

Detail / not applicable. 

Procedure  
What is an unusual matter?:  

The following activities/behaviours have been identified as red flags/unusual matters for transaction 
monitoring purposes: 

Examples of red-flags or unusual matters: 

• Unusual transactions or circumstances are evident.  
• Known business background of the customer may be considered suspicious. 
• Customer profile does not match the amount of funds they are gambling — low income versus 

large amounts of gambled funds.  For example: It is known that a customer receives Centrelink 
benefits or has a low paying job, but they gamble significant sums of money.  Ask yourself, how 
they got access to that kind of money. 

• Customers who gamble with large amounts of cash and do not use the ATM. 
• Production of unusual or false identification. 
• The use of aliases and, or a variety of similar addresses.  
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• Customer sources of funds are suspected to be linked to criminal activity – patron is a known 
criminal, money launderer, syndicate member, or terrorism financier, patron is involved in a 
suspicious matter.  

• Customers asking for cheques to be made out below $10,000 or in the name of a third party. 
• Customers in the gaming machine areas that appear to have no visible intention of playing 

gaming machines, customer inserts cash into the gaming machine with little or no legitimate 
game play. 

• Customers who approach other customers to purchase payout vouchers, credits on machines or 
prize-winning cheques. 

• High redemptions over a short period. 
• Sum of transactions adds up to significant amounts of money. 
• Transactions involving stolen or counterfeit money. 
• Staff collusion – including staff not reporting suspicious matters. 
• Customer using another person’s player loyalty card. 
• Customer preferring to use CRT to avoid staff contact and possible detection of high number of 

transactions. 
• A customer receiving a volume of cheques within a specific period that is beyond that of which 

would be a reasonable amount of winnings by one person.  
• A customer receiving multiple cheque payments on a single day beyond that of which would be 

considered to be a reasonable amount of winnings by one person for one day. 
• The customer involved in a transaction is considered a high risk politically exposed person. 

Actions to be taken: 

1. Where a staff member identifies a matter which may be considered unusual, they are required to 
report the issue, as soon as is reasonably practicable, to the Duty Manager. Use the MANAGERS 
SHIFT SUMMARY REPORT. 

2. The Duty Manager will record the details of the unusual matter that has been reported to them 
using the SHIFT SUMMARY REPORT and notify the AML/CTF COMPLIANCE OFFICER.  If the customer is 
not known to the Club - collect as much information as possible about the customer without 
tipping them off.  

3. If the customer is a member and if possible, inform the customer that the Club needs to update 
its records and request the patron to complete a new MEMBERSHIP APPLICATION FORM.   

4. If the customer is not a member, ask them if they would like to become a member.  If they agree, 
ask them to complete a MEMBERSHIP APPLICATION FORM in accordance with Club procedure.    

5. INCIDENT REPORTS and reports of unusual matters must not be completed in the presence of 
customers.  Customers must not be informed that a suspicion has been formed on a matter, or 
that a Suspicious Matter Report (SMR) is being or has been completed. 

Requests for Change 
Requests for changes or improvements to this document should be forwarded to the Owner identified in 
the document footer.  Any changes to this document must be approved by the CEO.  


