
 
Fact Sheet

Complying with FINTRAC Requirements

Note: This information is current up to January 25, 2013 and has been verified with the Financial Transactions and Reports Analysis 
Centre of Canada. However, this information could change depending on FINTRAC decisions to come.

g How to Identify a Client
REALTORS® are responsible for verifying the identity of the 
buyers and sellers they represent in a real estate transaction, 
including both individuals and entities. Failure to identify a 
client for any reason places the broker in non-compliance with 
FINTRAC rules. 

Identifying an Individual
The information brokers keep on file must include the name, 
address, date-of-birth, occupation or principal business of the 
individual or entity, the type of ID provided and unique ID 
number as verification of this personal information. When a 
REALTOR® identifies the person themself then they must record 
the number of the original government-issued identification. 

These obligations don’t apply to activities related to property 
management.  

Identifying an individual in person (face-to-face)
To verify the identity of a client, the REALTOR® must complete 
an Individual Identification Information Record. This requires 
the REALTOR® to view and then record information from a 
government-issued original document with a unique identifier 
number including a birth certificate, driver’s licence, passport, 
record of landing, permanent resident card or provincial health 
card. A Social Insurance Number (SIN) can also be used, but the 
REALTOR® cannot provide FINTRAC with a report containing 
a SIN because of privacy legislation as detailed in 
www.priv.gc.ca (view the fact sheet on the use of SINs). 
Photocopying identification documents is not required when 
verifying a client’s identity face-to-face. However REALTORS® 
dealing with foreign clients should make copies of their 
identification. 

Identifying an individual in Canada (not 
face-to-face)
To verify the identity of a client residing in Canada who is not 
present, the brokerage can use a contractual agent (a mandatary) 
(see next section: Identifying an individual outside of Canada 
(mandatary face-to-face) for more detail about a mandatary). 
Or where the brokerage does not have a a mandatary, the 
REALTOR® must use two of the following three methods:
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• Identification product or credit file method: REALTORS® 
can either refer to an independent and reliable identification 
product or with the client’s permission, refer to a credit file.

• Attestation method: REALTORS® can obtain an attestation 
that an original identification document has been seen by a 
commissioner of oaths or a guarantor such as an accountant, 
engineer, dentist, doctor, judge, lawyer or notary public. (A 
complete list of guarantors is available at www.fintrac.gc.ca).

• Cleared cheque or deposit method: obtain a cleared cheque 
drawn on a deposit account from a Canadian financial 
institution.

The REALTOR® must obtain and keep a copy of the 
documents used.     
Identifying an individual outside of Canada 
(mandatary face-to-face)
Brokers must have a written agreement contract with an approved 
agent or representative – a mandatary – to identify clients on 
their behalf. CREA has a template agreement for this purpose.  A 
mandatary must verify the identity of a client (face-to-face) using 
original identification documents and collecting the following 
information: 

• the type of identification (drivers licence, passport);
• identification number of that document; and
• the issuing jurisdiction, including province or state and 

country.
The mandatary must send copies of the identification 

documents to the broker’s office. Brokers are responsible for 
ensuring all identification requirements are met. 

Identifying an individual outside of Canada 
(mandatary not face-to-face)
Where the mandatary cannot identify the client face-to-face, 
then the mandatary must verify clients using two of the three 
FINTRAC-approved methods described above in Indentifying an 
individual in Canada (not face-to-face).

 The mandatary must send copies of the identification 
documents to the broker’s office. Brokers are responsible for 
ensuring all identification requirements are met. 

Identifying an unrepresented buyer or seller
If there are unrepresented buyers or sellers, the REALTOR® 

The Financial Transactions and Reports Analysis Centre of Canada (FINTRAC), is a federal government agency 

which facilitates the detection, prevention and deterrence of crime under the Proceeds of Crime (Money 

Laundering) and Terrorist Financing Act (PCMLTFA) and regulations. FINTRAC ensures compliance, including 

the identification of clients in industries including banking, gaming (casinos) and real estate.
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representing the other party is responsible for identifying the 
unrepresented party and keeping all information on file. 

If an unrepresented individual refuses to provide required 
identification, the REALTOR® representing the other party must 
keep this record or report of an attempt to identify on file with the 
reason(s) the unrepresented individual provided for refusing to be 
identified, or provide identification documents.

If the REALTOR® has reasonable grounds for suspicion, they 
must file a Suspicious Transaction Report. 

Identifying an Entity 
REALTORS® must confirm the existence of an entity such as 
a corporation, partnership or charity and make copies of the 
following documents:
• the corporation’s certificate of corporate status; 
• a record that has to be filed annually under provincial 

securities legislation; or 
• another record that confirms the corporation’s existence such 

as an annual report signed by an independent audit firm, or 
a letter or a notice of assessment for the corporation from a 
municipal, provincial, territorial or federal government.

REALTORS® must confirm the names of the corporation’s 
directors within 30 days of the transaction. Brokers are not 
required to verify the identity of directors. 

REALTORS® must also obtain a copy of the official corporate 
records giving the individual the power to sign documents on 
behalf of the corporation regarding the transaction. 

Identifying an entity which is not a corporation
REALTORS® must review a partnership agreement, articles 
of association or similar records. If the records are in paper 
format, REALTORS® must keep copies of them. If the record is 
an electronic version, REALTORS® must keep a record of the 
entity’s registration number and the type and source of the record. 
An electronic version of a record has to be from a public source 
such as Industry Canada’s Strategis database. 

Identifying a third party
REALTORS® must determine if there is a third party – an 
individual or an entity – involved in a transaction. This doesn’t 
refer to the person/entity who owns the money, but instead, the 
person/entity who gives instructions to deal with the money. 

If a REALTOR® determines a third party is giving instructions 
to the individual conducting the transaction, the REALTOR® 
must keep a record of:
• the third party’s name, address and principal business or 

occupation;
• if the third party is an individual, the third party’s date of 

birth;
• if the third party is a corporation, the incorporation number 

and place of incorporation; 
• if the third party is providing a large cash transaction, the 

nature of the relationship between the third party and the 
individual or entity providing the cash; and 

• in the case of a client information record, the nature of the 
relationship between the third party and the client. 

If a REALTOR® is unable to determine if there is a third party, 
but suspects a third party is involved, the REALTOR® must keep 
a record:

• in the case of a large cash transaction, whether, according 
to the individual giving the cash, the transaction is being 
conducted on behalf of a third party; or

• in the case of a client information record, whether, according 
to the client, the transaction is being conducted on behalf of 
a third party. 

This record must provide details of reasons the REALTOR® 
suspects that an individual is acting on a third party’s 
instructions. 

Terrorists and Suspicions
For every identification - check the list of terrorist 
individuals and entities
Every time a REALTOR® identifies a client, they should also 
check the government’s list of known terrorist individuals 
and entities on the Office of the Superintendent of Financial 
Institution Canada’s website at:
www.osfi-bsif.gc.ca/osfi/index_e.aspx?ArticleID=524 

If you have suspicions
If a REALTOR® suspects a client isn’t being honest about their 
source of funds or their identity and has reasonable grounds to 
suspect a transaction is related to a money laundering or terrorist 
financing, the REALTOR® must report this to FINTRAC using a 
Suspicious Transaction Report. 

The REALTOR® must file this report whether the transaction 
completes or not. The REALTOR® must not let the individual 
know they intend to, or have filed a report. 

g Forms and Reports
Brokerages must collect completed CREA forms from their sales 
representatives and keep copies on file for five years. The broker 
is also required to submit three FINTRAC forms to the Financial 
Transactions Reports Analysis Centre of Canada and these are: 
the Large Cash Transaction Report, the Suspicious (Attempted) 
Transactions Report and the Terrorist Property Report.

Continued on page three

CREA forms are available on WEBForms™ and at: 
www.realtorlink.ca/content/fintrac
FINTRAC forms are available at: www.fintrac.gc.ca (see 
reporting)

Individual Identification Information Record
To verify the identity of individuals, REALTORS® must 
complete this CREA form for every purchase or sale of real 
estate, before or at the same time as a Receipt of Funds Record. 
For a buyer it should be completed when an offer is submitted 
and/or a deposit made. For a seller, it should be completed when 
the seller accepts an offer. If there is a third party, REALTORS® 
must also attempt to verify the identification of that third party 
using Section B of the form.

Corporation/Entity Identification Information 
Record
To verify the identity of a corporation, REALTORS® must 
complete this CREA form before or at the same time as a 
corporation Receipt of Funds Record to confirm the existence 
of a corporation or other entity. CREA has also provided a 
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Template Consent Agreement for REALTORS® to give to 
entities to complete. It requires the name of the person acting 
for the corporation, the name of the corporation, address, 
directors, copies of records, and the signature of the authorized 
representative to release entity information. For a buyer, the form 
should be completed when an offer is submitted and/or a deposit 
made. For a seller, it should be completed when the seller accepts 
an offer.

Identification Mandatary/Agent Agreement
Brokers complete this CREA form which is a written agreement 
between the broker and the mandatary or agent to verify the 
identities of individuals or entities including corporations, on 
behalf of the brokerage. 

Large Cash Transaction Report
Brokers must report large cash transactions $10,000+ or two 
or more cash amounts that total $10,000+ within 15 days of 
the transaction using this FINTRAC form. Reporting can be 
submitted online or in a paper format. 

Receipt of Funds Record
The Buyer’s Agent is responsible for completing this CREA form 
to track every amount of funds received during a transaction 
when all parties are represented. If a party is unrepresented, 
the REALTOR® for the other party must complete and retain 
this form and make a reasonable attempt to gather deposit 
information. The form is required if a builder is represented by 
a REALTOR® in the transaction, but is not required where the 
deposit goes directly to the builder/developer or to a lawyer, 
notary public or other unlicensed professional. The form is not 
required if the funds are received from a financial institution or a 
public body, for example, a government department or a hospital 
that is buying or selling. It is completed at the same time as the 
Identification Information Record.

Risk Assessment Form
Brokers must complete this detailed CREA form at least once 
every two years, which serves as a self-assessment that identifies 
risk mitigation processes and procedures. It helps identify, 
for example, whether brokers have clients that operate a cash 
business, use complex intermediate vehicles such trusts, are 
foreign residents, intermediaries or have been identified as having 
engaged in suspicious transactions. 

Suspicious (Attempted) Transaction Report
REALTORS® who have reasonable grounds to suspect that a 
transaction, attempted or completed, may be linked to criminal 
activity or the proceeds of crime, must submit this FINTRAC 
form within 30 days. It is kept with the Receipt of Funds Record. 
If the client is an entity, the report must include a copy the official 
corporate records giving the client the power to sign documents.  

Terrorist Property Report
REALTORS® who know or who have reasonable grounds to 
suspect property is owned or controlled by or on behalf of a 
terrorist or a terrorist group must complete and send the nine-
page Terrorist Property Report.  The report form can be found 
here: www.fintrac-canafe.gc.ca/publications/TPR-2008-eng.pdf 
Unlike other FINTRAC forms, it can’t be sent electronically. It 
must be faxed to 1.866.226.2346 or sent by registered mail to:

FINTRAC Section A, 234 Laurier Avenue West, 24th floor, 
Ottawa, ON K1P 1H7. For a list of terrorist groups, visit: 
www.osfi-bsif.gc.ca/osfi/index_e.aspx?ArticleID=524

g Preparing Forms and Reports
Brokers should submit all three reports electronically to 
FINTRAC except in rare cases where a brokerage doesn’t have 
the technical capabilities. Brokers must then submit paper reports 
using available forms.

Record keeping
REALTORS® must hand over all completed CREA/FINTRAC 
forms and copies of identification documents to their brokerage 
for safe storage when each transaction is completed. CREA and 
FINTRAC report forms must be kept on file by the brokerage 
for five years in a secure location (privacy legislation applies). 
Records can be kept in electronic format, provided that a paper 
copy can be produced upon request by FINTRAC within 30 
calendar days. 

If the record is electronic and concerns an entity, the broker 
must keep a record of the corporation’s registration number 
and type and source, for example the source could be the 
Corporations Canada database accessible from Industry Canada 
at: www.ic.gc.ca (see Search for a Federal Corporation on the 
left-hand side).

 The reports are the property of the brokerage and if the 
REALTOR® leaves the brokerage, the reports remain. 

Compliance
Each brokerage must appoint a person responsible for 
implementing the brokerage office compliance regime. This 
individual must:
• develop and keep up-to-date written office compliance 

policies and procedures;
• assess and document risks related to money laundering and 

terrorist activity financing;
• develop and maintain a written, ongoing compliance training 

program for REALTORS® and staff; 
• develop and document a review every two years of policies 

and procedures, risk assessment, and training program to 
ensure effectiveness; and

• update within 30 days of the review, compliance policies 
and procedures and report in writing to the broker or senior 
management. 

CREA has developed a template Office Compliance Policy at: 
www.realtorlink.ca/content/fintrac

Privacy
To comply with the Personal Information Protection and 
Electronic Documents Act (PIPEDA), REALTORS® must 
collect only the information necessary to comply with FINTRAC 
requirements and should adequately protect information, ensuring 
there is no unauthorized access, copying, disclosure, loss or theft.

For More Information
g For information on FINTRAC contact Harriet Permut, 
Manager, Government Relations at hpermut@rebgv.org

g For information on privacy contact Arnelle Starnaman, 
REBGV Privacy Officer at astar@rebgv.org
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