



Role of First Registrant in the new SAR Portal 310523 v0.5
Background & Context
The new SAR Portal registration process is designed to be inclusive and accommodate SAR makers of varying approaches and sectors.
SAR makers generally fall into three categories, the two most common of which are obligated to submit reports in order to comply with UK Money Laundering regulations:

1. A “Multi-User Organisation” with more than one person expected to create and submit SARs.

2. A “ Sole- user Organisation” where the organisation is a one person- business or normally a small concern where only one person is expected to create and submit SARs.

3. A “Private Individual” may also submit a SAR, although they are not compelled to do so by UK Money Laundering regulations.
The Role of the First Registrant
Multi-User organisations should designate a ‘First Registrant’ to act on behalf of their organisation. This will be the first person to register to use the Portal.

Prior to registration the First Registrant should prepare the following information:

1. Their organisation’s sector type / AML Supervisory Body / AML Supervisor Registration ID.
2. Main and alternate contact details for their organisation. 
These will be used by the UKFIU for requests for information and to send defence grants and refusals.  The email address can be an individual or a team mailbox but it is the responsibility of the organisation to manage that mailbox for the purpose of security and confidentiality.
The First Registrant takes responsibility for the following activities:

1. To register their organisation

2. To register themselves.
3. To identify the main contact and alternative contacts for the organisation.

Please Note: The main contact(s) can be the first registrant or other persons.
4. To identify the Sector Type and Sector Supervisor Body and/or Regulator.
5. Once their own registration is completed, to invite other SAR makers in their organisation to register.
Registering Organisations & the Role of the First Registrant
Once registered, the first registrant may then nominate other individuals from their organisation to register. The nominated persons will receive an invitation email, and once registered will be automatically aligned to their correct Organisation.
Please Note: All registered persons can nominate colleagues to register on the Portal.

Registering Additional Users: 
1.   Following initial registration, the First Registrant MUST invite at least one other person from their organisation to register for the New SAR Portal. Other registered persons can then invite colleagues to register for the Portal.  The First Registrant should either:
a. Invite all the SAR makers in the organisation to register for the new SAR Portal or
b. Elect another registered person or registered persons to invite the other SAR Makers in the organisation to register for the new SAR Portal.
2.  When SAR makers are invited to register for the new SAR Portal by a colleague they will receive an Email from Notifications Service Gov UK.

3. When SAR makers have completed registration they will receive a welcome pack via an email sent by Notifications Service Gov UK.
Please Note: The onus is on organisations to ensure their IT Firewalls do not block emails from the Notifications Service Gov UK and that their potential SAR makers are briefed to check Junk mail for such notifications. Appendix “A” is an example of an email sent by Notifications Service Gov UK.
It is best practice for organisations to maintain accurate records on who can access the portal. Most organisations place that responsibility on their Money Laundering Reporting Officer (MLRO) or Nominated Officer. 

APPENDIX A Example Email from Notifications Service Gov UK

From: NCA SARs Notifications <nca.sars.notifications@notifications.service.gov.uk>
Date: 26 April 2023 at 14:30:34 BST
To:  XXXXXX
Subject: SAR Portal Invitation
Reply-To: UKFIUSARs@nca.gov.uk

﻿ OFFICIAL You have been invited as a proposed user of the SAR Portal by an existing SAR Portal user from your Organisation. You can progress to the Registration stage of the process by clicking the link: https://sarsreporting.nationalcrimeagency.gov.uk/invi… 
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	OFFICIAL

You have been invited as a proposed user of the SAR Portal by an existing SAR Portal user from your Organisation.

You can progress to the Registration stage of the process by clicking the link: XXXX This link will expire in 7 days. If the link has expired, please contact an existing SAR Portal user from your Organisation to resend an invitation.Once online, please follow the instructions closely. You will need access to a phone to complete registration.

Following a successful ‘Registration’ you will receive a Welcome Pack, offering guidance and providing further information on SARs to assist you in submitting good quality and timely SARs to the NCA.  

SAR Portal Helpdesk on 0207 238 8282 or email UKFIUSARs@nca.gov.uk. If your enquiry is regarding a Defence Against Money Laundering (DAML) matter, please email DAML@nca.gov.uk 
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