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Re: Enclosed Money Laundering Prevention and Compliance Guide 
 
 
Dear Global Express Money Order Trustee: 
 
As you know, Global Express is committed to strict compliance with the anti-money 
laundering laws and regulations of the United States. As a money order sales outlet of 
Global Express (a “trustee” under the money laundering laws), you are required both 
under federal law as well as Global Express anti-money laundering policy, to have an 
anti-money laundering compliance program. 
 
Enclosed is a compliance guide, which meets the minimum standards acceptable to 
Global Express for trustee compliance with anti-money laundering laws and regulations 
of the U.S. Bank Secrecy Act/USA Patriot Act. 
 
Please be advised that you should adopt, at a minimum, this guide and the policies set 
forth therein, but you may implement more stringent requirements if you wish. For 
example, a Global Express trustee is free to require identification of money order 
purchasers who buy $500 or more of money orders in a single day even though federal 
regulations do not so require. The guide is not legal advice – see your lawyer if you 
need legal advice. 
 
 
Global Express is vitally concerned that its money orders will not be utilized as a conduit 
of illicit sums for terrorist activities. The guide has been developed to reflect recent 
changes in the law. Under these changes, each Global Express sales outlet (“trustee”) has 
an independent legal duty to insure that its compliance with the anti-money laundering 
obligations is fully met. If you have any questions with regard to any aspect of the guide, 
please do not hesitate to contact Joe Yurko, Global Compliance Officer, at  
(301) 588- 2870 Ext. 422. 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 



GLOBAL EXPRESS MONEY ORDERS, INC., 
MONEY LAUNDERING PREVENTION AND COMPLIANCE GUIDE 

FOR TRUSTEES 
 

• Money laundering is an attempt to conceal or disguise the nature, location, 
source, ownership or control of money. 
 
• The U.S. Bank Secrecy Act (“BSA”) as amended by the USA PATRIOT Act 
of 2001 provides the federal government with the legal authority to issue the BSA 
record keeping and reporting regulations designed to help prevent money 
laundering. 
• Money laundering is not limited to cash transactions. Money laundering can and 
sometimes does involve money orders. 
• The purpose of this pamphlet is to familiarize you with the regulations that 
require your compliance with the federal regulations designed to prevent money 
laundering. 
 
 
Global Express strictly adheres to the anti-money laundering laws and regulations 
and it expects that all Global Express money order trustees will comply with these 
laws and regulations. Global will not do business with trustees that do not comply 
with these regulations. 
 
Global Express has policies/procedures in effect to uncover violations of the 
regulations.  
The following regulations affect you as a seller of money orders – a “Money 
Service Business” under the BSA regulations. There are severe civil and criminal 
penalties for not following these reporting and record-keeping regulations. Please 
note that this guide is not a substitute for the regulations published at 31 C.F.R. 
Part 103, nor is this guide legal advice. If you need legal advice regarding the 
impact and scope of the law or regulations, please contact your lawyer. 
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COMPLIANCE REQUIREMENTS 
 

 
A. Money Order Log Requirement 
 

If someone uses cash to purchase money orders totaling at least $3,000 but not more than 
$10,000 (including fees) in either one transaction or a series of transactions, the trustee 
must keep detailed records about the purchaser(s) and verify the identification of the 
purchaser – this is the “log” requirement under the BSA rules. These records must be 
maintained for five (5) years and be available to the Secretary of the Treasury upon 
request. A sample money order log is included at the back of this Compliance Guide. 
 
Always verify the identification of the purchaser and obtain the following information: 
 
1. Form of identification 
2. Name and address of the purchaser 
3. Social Security number or alien identification number 
4. Date of birth of the purchaser 
5. Date of purchase 
6. Location of purchase 
7. Type of instrument, serial numbers, and total number of instruments purchased 
8. Dollar amount purchased and the amount of each instrument 
9. If the purchaser is buying the instruments on behalf of another person, the same 
information required for line 1 through 4 is also needed for that person 
Anyone who does not comply with the above requirements may be subject to 
penalties assessed by the government. 
 
B. Currency Transaction Report (CTR) 
 
Money order trustees are required to report to the IRS any currency transactions over 
$10,000 or more (including fees), by filing a CTR (IRS Form 104). 
The customer’s identity must be verified by an examination of a document normally 
acceptable as a means of identification when cashing checks (e.g., a driver’s license with 
a photograph) and which contains the name and address of the purchaser. 
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Where to file: 
IRS Detroit Computing Center 
ATTN: CTR 
P.O. Box 33604 
Detroit, MI 48232 
When to file: 
No later than 15 calendar days after the transaction date. 
CTRs (and mailing receipts, if available) must be maintained by you for a period 
of five (5) years and made available to the government upon request, as in the case 
of a BSA compliance examination by the IRS. A sample CTR is attached at the 
back of this Compliance Guide. 
 

C. Suspicious Activity Report (SAR) 
A SAR must be filed whenever a transaction involves or aggregates funds of at 
least $2,000 and the trustee or employee suspects that the transaction: 
 
• Involves funds from illegal activity 
• Is intended or conducted in order to hide or disguise funds or assets derived from 
illegal activity  
• Is designed to evade reporting or record-keeping requirements; or 
• Serves no business or apparent lawful purpose. 
A SAR may be filed for any suspicious transaction or activity even if the dollar 
amount is less than $2,000. 
The trustee or employee should attempt to obtain as much information as possible 
about the customer and transaction. 
Where to file: 
IRS Detroit Computing Center 
P.O. Box 22980 
Detroit, MI 48232-0980 
When to file: 
No later than 30 calendar days after detecting the suspicious activity. 
SARs must be maintained by you for a period of five (5) years and made available 
to the government upon request. A sample SAR is attached at the back of this 
Compliance Guide. 
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It is a criminal offense to notify any person involved in the transaction that the 
transaction has been reported. If you have any doubts about a transaction, err 
on the side of caution – file the SAR. 
 
Suspicious Activity Involving Structuring to Avoid Reports/False Reports 
Money order purchasers may try to structure their transactions to avoid the 
reporting requirements; or, purchasers may ask you not to file a report or to file a 
false report. You must report to the IRS if there is reasonable cause to believe that 
a purchaser has done any of the following: 
 
a. Caused (or attempted to cause) a report not to be filed. 
b. Caused (or attempted to cause) a report to be filed that contains a material 
omission or misstatement of fact. Material omission or misstatement includes a 
false name, address, taxpayer ID number, or business or occupation by the 
purchaser or the money order agent. 
c. Structured (or assisted or attempted to “structure” a transaction). Structuring 
means dividing a transaction, which would otherwise be reportable into two or 
more transactions. For example, this could involve the same person buying $2,000 
worth of money orders each day for two or three days in a row. 

Additional Suspicious Transactions 
Money order purchasers may try to avoid the currency transaction reports (CTR) 
requirements or the log requirements. In addition, you may believe that the 
transaction seems “suspicious” because it “serves no business or apparent lawful 
purpose” or is considered unusual for that customer or involves potential criminal 
activity. For example, you have reason to be suspicious of the transaction if: 
 
a. Several purchasers come in together but pretend not to know each other. 
b. The purchaser provides inconsistent answers to questions. 
c. The same purchaser buys money orders more than once in a day or on two or 
three consecutive days. 
d. The purchaser offers you a tip or bribe or other gift. 
e. The purchaser buys money orders at more than one of your locations on the 
same day. 
f. The purchases are just below the $3,000 threshold. 
g. The purchaser asks whether his purchase will be reported or logged. 
 
These are only some of the examples of suspicious activity; this is not intended as 
an all inclusive list. If you have doubts, file the report! 
NOTE: Do not tell the purchaser that you will file a suspicious activity report. 
Global Express urges you to report all suspicious activities to the IRS. 
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EXAMPLES OF RECORD KEEPING/FILING ACTIVITY 
 

Example 1: Jim brings in $12,000 in cash on one occasion and requests a money order. 

You must file a CTR. 

 

Example 2: Bill brings in $3500 cash and buys a money order. You must keep a log of 

the transaction. 

 

Example 3: Jim brings in cash on several separate occasions during the same day and 

requests a number of money orders, which in the aggregate exceed $10,000 (including 

fees). You must file a CTR/SAR 

 

Example 4: Jim brings in $9,400 in cash and requests a money order. The next day Jim 

again brings in $9,400 in cash and requests a money order. Jim may be attempting to 

avoid the reporting requirements. You should consider whether a structured or suspicious 

transaction is occurring. If you conclude that a structured or suspicious transaction is 

occurring, you must file a SAR. 

 

Example 5: You see Jim and Bill entering your premises together and speaking with 

each other. Each gives you just less than $10,000 in cash and requests a money order. Jim 

and Bill may be attempting to avoid the reporting requirements. You should consider 

whether a structured or suspicious transaction is occurring. You must file a SAR. 

 

Example 6: You see Jim hand cash to Bill and Susan outside your store. Bill and Susan 

give you cash and request money orders, each of which is less than $10,000. In the 

aggregate, the money orders requested by Bill and Susan exceed $10,000. This appears to 

be a structured or suspicious transaction. Jim, Bill and Susan may be attempting to avoid 

the reporting requirements. If you conclude that a structured or suspicious transaction is 

occurring, you must file a SAR. Even if you conclude that a structured or suspicious 

transaction has not occurred, if you believe that Bill and Susan are acting on behalf of 

Jim, you must file a CTR.  
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Financial Institutions Hotline 
The U.S. Department of the Treasury Financial Crimes Enforcement Network (Fin CEN) 
has established a Hotline, 1-866-556-3974, for money services businesses such as money 
order sellers to voluntarily report to law enforcement suspicious transactions that may 
relate to recent or potential terrorist financial activity. The purpose of the Hotline is to 
facilitate the immediate transmittal of this information to law enforcement. Hotline use is 
voluntary and does not negate the requirement to timely file a SAR. 
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SUMMARY OF BSA REQUIREMENTS 
-- A detailed log must be kept for any cash transactions totaling $3,000 to $10,000 

per day to one individual. 

 

-- The log must be kept by the trustees in a centralized location for a period of five 

(5) years. 

-- Trustees must report all transactions over $10,000 on a Currency Transaction 

Report (CTR), which must be sent to the IRS within 15 days. 

-- Trustees must report all suspicious transactions involving at least $2,000 or 

more on a Suspicious Activity Report (SAR), which must be sent to the IRS 

within 30 days. A SAR may be filed even if the dollar amount is less than $2,000. 

-- Potential money laundering, transactions that are structured to avoid reporting 

requirements, fraud, and any other illegal activity involving the use of funds all 

come under the umbrella of suspicious activity. Structuring sales to avoid 

reporting or logging is illegal. 

 

-- A trustee, who sells money orders knowing that the funds used for the purchase 

are proceeds of illegal activities, could be subject to prosecution. “Knowing”  

means being suspicious and failing to ask questions. 

-- It is illegal to complete a transaction, which conceals an important fact i.e. true 

purchaser’s name, address, etc. 

-- The best policy is: 

• Know your customer. 

• Watch for related customers i.e. members of the same family, persons entering 

your business at the same time and buying large dollar value money orders, etc.  

• Watch for customers making large dollar purchases with smaller denominations 

of currency ($20 bills and under.) 
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TRAINING; COMPLIANCE OFFICER; ANNUAL COMPLIANCE REVIEW 
 
Under regulations promulgated by the government, money order sales outlets, “trustees,” must 

now ensure that the policies and procedures set forth above are understood and utilized by the 

trustee and its money order sales employees, i.e., those employees that deal with the public in 

selling money orders. Also, under these new regulations, as a trustee you must designate a 

“compliance officer” whose function is to ensure that the record keeping and reporting 

requirements are understood and complied with by trustee’s employees in the course of money 

order sales activities. The compliance officer has the responsibility of training each retail sales 

employee in the course of money order sales activities. The compliance officer has the 

responsibility of training each retail sales employee concerning the various record keeping and 

reporting requirements as set forth above, as well as providing periodic reviews of employee 

compliance with these requirements. 

In particular, the compliance officer must ensure that the “log” is complete, suspicious activity 

(SAR) reports and CTR’s are being filed and each SAR and CTR is reviewed for completeness 

and accuracy before it is filed. In addition, the compliance officer should maintain updated copies 

of this compliance manual and must ensure that periodic program compliance reviews are 

conducted at least annually and corrective actions taken if necessary. Finally, the compliance 

officer must ensure that the records required to be maintained for five years under the Bank 

Secrecy Act are kept secure – these include the “logs” and copies of CTRs and SARs. 

The compliance officer is also the primary contact between the agent and the state or federal 

officials, such as the IRS, during regulatory audits or BSA compliance examinations. 

As indicated above, it is the compliance officer’s responsibility to ensure that the annual review 

of this anti-money laundering compliance program is conducted using in-house personnel (other 

than the compliance officer), or an independent entity of the trustee’s choice. 

The scope of the annual program review, as mandated by law, is to ensure that each of the 

trustee’s sales locations is complying with this anti-money laundering compliance program. The 

goal of the review is to assist management in determining whether the policies and procedures are 

being followed. In addition, the program review can help to identify any weaknesses in 

procedures and training and that appropriate corrective measures can be identified and 

implemented. Once the annual program review is complete, the results and any suggested 

corrective measures will be reported to the appropriate management level official of the trustee. 

Program review results must be maintained for five years in the records of the company. 
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GLOBAL EXPRESS BILL PAYMENT TRUSTEE COMPLIANCE INFORMATION 
 

Trustees of Global Express that accept Bill Payments are required to comply with 

the Bank Secrecy ACT, (BSA), and Patriot ACT of 2001. 

 

The rules for Bill Pay trustees are similar to the requirements for Money Order 

Trustees. 

 

The major difference is that a log must be created for all transactions of $3,000.00 

to $10,000 including fees and any amount over $3,000 to $10,000 in CASH, 

CHECK OR MONEY ORDER or any other negotiable instrument. 

  

Additionally, a Currency Transaction Report (CTR) must be filed on ALL 

transactions more than $10,000 in Cash. (See CTR and Log Requirements in the 

compliance Guide for Rules.) 

  

Suspicious Activity Reports must also be filed on any/all transaction which may 

appear suspicious in the amount of $2,000.00 or more. (See the Suspicious 

Activity segment of the Compliance Guide for what constitutes Suspicious 

Activity.) 

 

Should you have any questions regarding compliance for Bill Payments visit the 

MSB.Gov site or call the Global Express Compliance Office 800 989 6669, 

extension 422. 
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REGISTRATION OF MSB’S 
 

The U.S. Department of the Treasury may require you to register as an MSB 

(Money Services Business). 

 

Global Express recommends that you register as an MSB. The MSB registration 

form may be printed from the website, MSB.Gov. Global Express strongly 

recommends you give a copy of your registration to your bank along with a copy 

of the Trust Agreement signed by your business and Global Express. 

 
OFAC REGULATIONS 

 
The office of Foreign Assets Control (OFAC) of the Department of the Treasury 

administers and enforces U.S. economic and trade sanctions against targeted 

foreign countries, terrorists, and drug cartels. OFAC requires businesses to 

identify and freeze the assets of the designated entities. 

 

OFAC regulations do not contain an exception for deminimis transactions.  It is 

your responsibility to verify that the person/s you are doing business with are not 

on the OFAC list.   

 

Upon verification that the person/s is on the OFAC list you must not do business 

with that person and must notify OFAC immediately hotline 800-540-6322. 

 

A list called the Specially Designated Nationals and Blocked Entities List (SDN) 

identifies most individuals and entities against whom the OFAC restrictions apply. 

This list changes on a regular basis. You may refer to the OFAC web site 

(WWW.USTREAS.GOV/OFAC) for further information. 
10 



 
 
 
 
 
 
 
 

How to set up your 
Anti-Money Laundering 

Procedures Program 
 











 
 
 
Dear Trustee: 
 
 
Global Express Financial Services Compliance Department presents to you this 
template of a compliance policy to assist you in establishing your own Anti-
money Laundering Compliance 
Program as required by the USA Patriot Act of 2001, for Money Services 
Business. 
 
The purpose of the “Patriot Act” is to prevent our financial systems from being 
used for illegal activities. The Patriot Act makes it mandatory for all Money 
Services Business to implement a compliance program, which includes a 
designated compliance officer, procedures and policies for internal controls, an 
employee training program and a program audit. 
This template will guide you in answering the following questions: 
 
What are the responsibilities of a Compliance Officer? 
What Policies, procedures and internal controls must be implemented to comply 
with the Patriot Act/Bank Secrecy Act covering currency transaction reporting, 
suspicious activity reporting, training, compliance monitoring, and examinations 
by the IRS? 
Training the employees to recognize what constitutes money laundering and 
what is a suspicious activity? 
What should the audit of the program include? 
 
This template should be adapted to fit your own special business requirements. If 
your business has already established a compliance program you may use this 
template to further refine or expand your program. 
 
Global Express neither warrants nor indemnifies the use of this 
information. This material does not constitute legal advice. Direct your 
specific legal questions to your attorney. 
 
 
Global Express Money Orders, Inc. 
Compliance Officer 
 
 
 
 
 
 
 



COMPLIANCE OFFICER RESPONSIBILITIES 
 
The company has established and maintains at all times a designated Compliance Officer 
position to oversee and monitor its’ Anti-Money Laundering Program as required by the USA 
Patriot Act of 2001. The company management has appointed this individual. 
The duties and responsibilities of the Anti-Money Laundering Compliance Officer position are 
outlined below and may be in addition to other duties and responsibilities of the appointed 
individual. 
The Compliance Officer has the overall responsibility for instituting and maintaining the 
company's Anti- 
Money Laundering Compliance Program, with the following responsibilities: 
Policies and Procedures: 
 
1. Establishes and updates internal policies and procedures for the completion, review, 
submission and retention of all reports and records required under the USA Patriot Act and 
Bank Secrecy Act. 
 
2. Establishes an internal referral process and procedures for compliance matters such as 
handling of suspicious transactions, responding to Government officials. 
 
3. Work with the Company management to implement policies, procedures and internal 
controls to correct compliance deficiencies, enhance compliance performance and adapt to 
regulatory changes. 
 
Training: 
1. Manages and updates the Employee Training Program to ensure that employees receive  
an initial and annual refresher training on BSA, Anti-Money Laundering and Currency 
Transaction Reporting and Suspicious Activity Reporting. 
 
2. Provides supplemental training as needed to address compliance deficiencies noted 
through monitoring and audit activities. 
 
Monitoring: 
 
1. Monitors daily reports and investigates any significant deficiencies. 
2. Reviews all CTRs, SARs, and other reports for accuracy and completeness before filing 
them with the IRS. 
3. Monitors employee compliance with policies and procedures. 
4. Identifies need for and implements corrective action. 
5. Ensures that periodic compliance audits are conducted at least annually and corrective 
action taken as needed. 
 
Record-Keeping: 
1. Maintains compliance Manuals and program material. 
2. Maintains BSA records for 5 years. 
 
Other: 
1. Serves as the primary contact between the company and auditors, State or IRS officials 
during audits or compliance exams. 
2. Coordinates the process for identifying unusual transactions, completing and filing SARs 
involving suspected illegal transactions. 
 



COMPLIANCE POLICIES AND PROCEDURES 
This Company’s policy is to strictly enforce all applicable money laundering laws 
and regulations, including those of the USA Patriot Act and Bank Secrecy Act, 
and to take all steps necessary to prevent detect and report possible money 
laundering and suspicious activities. 
Cash receipts from or cash payments to a customer or on behalf of a single 
customer totaling more than $10,000.00 (including fees) in a day are 
documented by this Company filing a CTR (Form #104). 
1. A Currency Transaction Report (CTR) is completed by the Compliance Officer 
or a designated employee. 
2. The Compliance Officer sends the CTR to the IRS Detroit Computing 
Center, P.O. Box 33604, Detroit, MI 48232-5604, within 15 days of the 
transaction date. 
3. The Company keeps copies of the CTR’s for 5 years from the date filed. 

MONEY ORDER LOG PROCEDURE 
The Money Order Log is completed by___________________________for 
money order purchases of $3,000 to $10,000 including fees by or on behalf of 
one customer in a day. 
The “Log” contains the customer’s name, address, Social Security Number, birth 
date, transaction date money order numbers, amounts, number of money orders 
purchased, customer’s type of identification and clerk’s initials. 
The Company keeps the Money Order Log for 5 years from transaction date. 
 

SUSPICIOUS ACTIVITY REPORTING POLICY 
A SAR must be filed for any transaction that is $2,000 or more and is suspicious. 
A SAR may be filed for any dollar amount if the transaction looks suspicious. 
Suspicious activity includes possible attempts to launder money, structuring 
transactions to avoid reporting and record keeping requirements, transactions 
that serve no business or apparent lawful purpose or are considered unusual 
with no reasonable explanation, or any other transaction, which appears to 
involve criminal activity. 
The employee must attempt to obtain as much information about the customer 
and the transaction as possible for the completion of the SAR. 
The employee under no circumstance should inform the customer that a SAR is 
being filed. 
SARs are to be completed by ____________________________, and reviewed 
and filed by the 
Compliance Officer. 
The Compliance Officer will send the SAR to the IRS Computing Center, P.O. 
Box 33980, Detroit MI 48283-0980 within 30 days of detecting the suspicious 
activity. 
EMPLOYEE TRAINING 
The employees are trained on the following compliance issues: 

1. USA/Patriot Act/Bank Secrecy Act Compliance. 
2. Suspicious activity identification and reporting. 
 



PERIODIC COMPLIANCE REPORT 
 
DATE: _______________________________ 
           

     YES NO 
1. CTR's are completed for all cash transactions more than $10,000.00.  __________________ 

2. CTR's are filed with the IRS within 15 days of transactions.   __________________ 

3. Money order logs are prepared for all transactions of $3,000 to  

$10,000.        __________________ 

4 . Money order logs are completed and accurate.    __________________ 

5. SAR's are being completed for transactions of $2,000 or more that are 

suspicious and all transactions that are suspicious regardless of amount. __________________ 

6. SAR's are filed within 30 days of detection.     __________________ 

7. New employees are being trained on AML compliance procedures.  __________________ 

 

 

Explain all no responses. 

 
 
 
 
 
 
 
 
____________________________________ 
Auditor Signature 
________________________________________________________________ 
 
 
 
 
 

 
 



 
 

FORMS SECTION 
 
FIN CEN 107 • Registration of Money Services    

Business 
 
FIN CEN 109 •  Suspicious Activity Report by 

 Money Services Business 
 

FIN CEN 104 •  Currency Transaction Report 
• Money Order Transaction Log 

 
            
  
 
 
 
 
 
 
 
 
 
 
 
 



 4. Involves use of the money services business to facilitate criminal activity.  
 

An issuer of money orders or traveler’s checks is required to report a transaction or 
pattern of transactions that involves or aggregates funds or other assets of $5,000 or 
more when the identification of the transactions as suspicious is derived from a 
review of clearance records or other similar records of money orders or traveler’s 
checks that have been sold or processed.  

  
4. Question:  What is the deadline for filing a SAR?  
  
An MSB is required to file each SAR no later than 30 calendar days after the date of the initial 
detection by the MSB of facts that may constitute a basis for filing a SAR.    

5. Question:  I’m worried about being sued by the customer if I file a SAR.  How do I avoid 
being sued?  
  
Federal law (31 U.S.C. 5318(g)(3)) provides a “safe harbor” or protection from civil liability to 
financial institutions and their directors, officers, employees or agents that report suspicious 
activity to FinCEN or appropriate law enforcement or supervisory agencies.  A financial 
institution is prohibited from notifying any person involved in the transaction that the transaction 
was reported on a SAR (31 USC 5318(g)(2)).  If you receive a subpoena for a SAR, or a request 
of any kind to produce a copy of a SAR (other than a request by FinCEN, or an appropriate law 
enforcement or supervisory agency), you should contact FinCEN’s Office of Chief Counsel at 
703-905-3590 immediately.    

6. Question:  I’m worried about damaging someone’s reputation or getting someone in trouble if 
I’m wrong about a transaction being suspicious.  What happens to SARs after they are filed and 
who looks at them?  
  
A SAR is not an accusation against someone or an allegation that they have committed a crime.  
A SAR indicates that a transaction seems suspicious.  SARs are not disseminated to the public; 
rather, they are provided only to appropriate law enforcement and financial supervisory agencies.  
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