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SHARE THIS MANUAL WITH YOUR EMPLOYEES

As this Manual has made clear, it is extremely important that you and your employees thoroughly
understand the requirements of anti-money laundering and counter terrorist financing regulations.
We have provided this Manual to help you in this important task. Make sure that all of your
employees read and understand this Manual.

You may obtain additional copies of this Manual by printing the manual in BRS-SAF provided o you
under "lools” "AML Compliance Manual® or by calling the Compliance Department of BDO Remit at 1-800-

472-3252

The penallies for non-compliance are severe. Ignorance or confusion about the regulations and laws is
not a defense,




1 CHAPTER1

1.1 Adoption of Compliance Program

By completing the Cettificalion on this page, this enlity 1s formally adopting the materials in this
manual as a part of its USA PATRIOT Act required Compliance Program.

This enlity should supplement its Compliance Program with the specific procedures of the business,
as well as with additiona! information provided by regulators of Money Services Businesses.

The adoption of this program is just one step this entity will take to ensure that it maintains an
effective Anli-Money Laundering / Counter Terrorist Financing Compliance Program. Other measures
this entity will take include employee training on this program, the designation of a Compliance
Officer, and an independent review of the guality of this program.

Certification of Adoption of Compliance Program

(name) on behalf of 1
. (name of business) certify that this (§
entity has adopted an Anti-Money taundering and Counter Terrorist Financing compliance program, |8
|| which includes the policies and procedures contained in the BDO Remit (USA), Inc. Anti-Money |§
Laundering /Counter Terrorist Financing Compliance Manual. Furthermore, this entity will comply with [f

all of the reporting and recordkeeping requirements imposed by the Bank Secrecy Act, the USA ||
PATRIOT Act and any other applicable anti-money laundering / counter lerrorist financing laws or |f
| regulations.

Date:
Name:
L Title:
Company:

1.2 Designation of a Compliance Officer

This entity agrees to formally designate a competent individual to serve as its Compliance Officer.
The designated individual may be an employee of this entity, but should be in a position of
responsibility in the entity's organization to ensure that he or she is able 1o implement an effective
Anti-Money Laundering / Counter Terrorist Financing Compliance Program.

The Compliance Officer's duties will include: ensuring proper compliance training of alt staff involved
in Money Services Business (MSB) activities, proper recordkeeping and reporting as mandated by
the Bank Secrecy Act, updating the Compliance Program as necessary due to changes in laws or
regulations; maintaining compliance with ficensing laws and OFAC requirements;, and ensuring
agherence to any related compliance laws and regulaiions

The Compliance Officer is also responsible for ensuring thal an independent periodic review is
conducted on the quality of the Compliance Program, The review is to be conducled by a senior lavel
employee or a qualified professional, other than the Compliance Officer, who understands the
requirements of an effective compliance pregram.



Designation of Anti-Money Laundering
Compliance Officer

{name of parsoen) is hereby designated as the

Anti-Money Laundering / Compliance Officer for B
{name of business). The Compliance Officer, as well as senior management, is responsible for i}
ensuring the ongoing compliance of this entity with all state and federal anti-money laundering and
counter ferrorist financing (AML/CTF) laws, and for ensuring that all employees are trained on
AML/CTF requirements before conducting any Money Services Business (MSB) activity.

Date:
Name:
Title:
Company:

1.3  Employee Training

One of the key components of an effective compliance program is employee training. At a minimum,
this fraining must include: how fo ideniify suspicious activity and structured transactions:
recordkeeping and reporting requiremeants; verifying customer identification and familiarity with anti-
money laundering forms.

Before conducting any Money Services Business (MSB) transactions, employees should be required
to review all of the information in this Manual and sign a copy of the Acknowledgment form that will be
retained in their personnel file or the business's anti-money laundering files.

| | have read the materials in this Manuat and have been trained and understand the Anti-Money
| Laundering / Counter Terrorist Financing Compliance Program requiremenis. In addition, prior to
conducting any Money Services Business (MSB) transactions for this entity, 1 have been instructed on
the Bank Secrecy Act reporting and recordkeeping requirements, including the recognition of {§

suspicious activity and reperting such to BDO Remit (USA), Inc.

Employee’'s Name:
Employee's Signature:
Dalg;

1.4  Independent Raview

Every Money Services Business (MSB) is required by the USA PATRIOT Act to conduct an
independent review of iis compliance program. A senior level employee of the MSB, or some other
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qualified party such as the MSB's attorney or accountant, may conduct the review. However, the
MSB's dasignated Compliance Officer may not conduct the review.

i an employee of the MSB conducts the review, it should be an employee who is familiar with the
MSB's compliance program and the anti-money laundering / counter terrorist financing requirements
that apply 1o the M3B. The USA PATRIOT Act does not specify the frequency with which MSP's
should conduct their review, bul it should be conducted at least annuatly,

A checklist that can be used to perform the independent review of your business's anti-money
laundering / counter terrorist financing compliance program is provided in Chapter 4 ~ Annex “H".

Certification of indepe_ndent Review

I have completed an  independent review of the compliance  program of i
(name of business). Among other things, this i
review focused on the requirements of the USA PATRIOT Act and the Bank Secrecy Act. The resuils
of my review are that | find this entity's anti-money laundering / counter terrorist financing compliance
§ program:

Acceplable

Acceptable, but recommend the following enhancements

Unacceptable for the following reasons

Reviewer's Signature
Reviewer's Name
Reviewer's Title/Position
Reviewer's Company
il Date of Review




2  CHAPTERZ

2.1 Anli-Money Laundering / Counter Terrorist Financing Compliance Guide

Dear BDO Remit Agent:
The purpose of this Guide is to halp you and your employees:

w Detect and prevent money laundering and terrorist financing;

&« Comply with the Bank Secrecy Act's (BSA) recordkeeping and reporting requirements;

w Comply with the USA PATRIOT Act;

x {dentify suspicicus activity;, and,

e Comply with the requirements of the Office of Foreign Assets Control (OFAC) and other anti-
money laundering / counter terrorist financing regulations.

Your knowledge of the information in this Guide may help prevent your business from being used
and victimized by money launderers and help you comply with the faw. In addition, your
compliance with these requirements may help law enforcement agents in their efforts to track
down and capture terrorists who illegally launder money.

It is BDO Remit's policy to follow the spirit, as well as the letter of the law. We do not want our
meney transmission husiness to be used for illegal purpeses. We will not do business with
anyone who knowingly violates the law. Although we cannot take responsibility for you or your
employees' compliance with the anti-money laundering / counter terrorist financing faws and
reguiations, we believe this Guide can help you develop your own effective anli-money laundering
/ counter terrorist financing compliance program.

BDO Remit thanks you for your shared dedication to the fight against money laundering and
terrorism.

Guide Contents

Money Services Businesses (MSBs) and their employees who conduct money transfer transactions
must comply with all anti-money laundering / counter terrorist financing laws and reguiations that
apply 1o them,

Section . Money Laundering Overview

Money laundering is the attempt to conceal or disguise the nature, location, source, ownership, or
controf of illegally obtained money. The government requires businesses like yours to file reports and
maintain records,

Section Il. USA PATRIOT Act
You must implement an anti-money laundering / counter terrorist financing program based on the
risks associated with your business, such as size, location, volume of business, etc.

Section . Recordkeeping
You must record certain information regarding BDO Remit's money transfer transactions thal meet
prescribed regulalory and company-established monetary limits.




Section IV. Currency Transaction Report (CTR)

You must oblain  all necessary  information  including  regulatory  and  company-required
documeniations neaded for BDO Remil to file a CTR for any cash/currency lransaclion greater than
510,000,

Section V, Structuring
Structuring is the illegal act of breaking up a larger transaction into smaller transactions in order to

avoid the recordkeeping or reporting requirements.

Section Vi. Suspicious Activity Reporting

Suspicious activity involves transactions that appear o be structured or do not have any legitimate
purpose. You must inform BDO Remit any suspicious activity you may notice or encounter in order for
BDO Remit to investigale and if necessary file a Suspicious Aclivity Report by Money Services
Business (5AR-MSB) on suspicious activity that involves at least $2,000.

Section VII. OFAC and Other Reports

The U.5. Treasury Depariment’s Office of Foreign Assets Contrel (OFAC) prohibits all U.S. entities
from conducting business with targeted countries, drug cartels, terrorists and other spacially identified
individuals.

Section VIll. MSB Registration
All MSB's are required to register with the U.S. Treasury Depariment. However, most BDO Remit
agenls are covered by BDO Remil’s registration, so they do not have {o register on thefr own.

Section 1X. Civit and Criminal Penatties

The government can impose severe penalties agains! individuals and businesses for violating money
laundering laws and regulations. The criminal penallies for an individual may reach as much as
$500,000 in fines, up to 10 years of imprisonment, and the loss of your business.

This Guide is not legal advice.  you need legal advice, you should seek the services of an
attorney.

Section |

2.2 Money Laundering Overview

Money laundering is the allempl to conceal or disguise the nalure, location, sowrce, ownership, or
conlrol of illegally oblained money,

This definition covers a wide range of activity. You need to understand how people launder money so
that you can dentify money laundering and know how to help prevent it,

To help prevent the laundering of cash ana lo obtain decumentation that may be used to prosecute
mongay launderers, the government requires certain businesses to file specific reports and maintain
records on certain cash transactions,

Who Is Covered?

Because you process money transfer transactions, you are subject to the Bank Secrecy Act
(BSA), the USA PATRIOT Act, OFAC, other anti-money laundering / counter terrorist financing
laws, and to their reporting and recordkeeping obligations. The BSA requires anyone doing
business in one or more of the capacities listed below to comply with these laws:

A, A money transmilier;
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B. A selier of money orders, or stored value (other than a person who never sells such
checks or money orders or stored value in an amount greater than $1,000, 1o any person,
on any day, in one or more transactions);

C. A person engaged in the business of a check casher (cther than a person who never
cashes checks in an amount greater than 51,000, for any person, on any day, in one or
more fransactions).

Ail entities that are covered by the definitions above are known as “MSBs” which stands for
Money Services Businesses.

Section I

2.3 USA PATRIOT Act Anti-Money Laundering Compliance Program

The USA PATRIOT Act requires that all MSBs adopt a written anti-money laundering compliance
program that is reasonably designed to ensure proper record keeping and reporting of certain
transactions, and to prevent your business from being used to launder money. Your anti-money
taundering / counter terrorist financing compliance program must include, at a minimum, the
following:

A. Internal policies, procedures and controts for:
«  Verifying customer identification
«  Filing reports
» Creating and retaining records
* Responding to law enforcement requests

B. The designation of a Compliance Officer who is responsible for assuring that;
= Policies and procedures are followed
= Procedures are updated as needed
= Training and education are provided
+  Reports are properly filed

C. Risk assessment commensurate with the business activities such as:
« Customer types, products, volumes, and amounts
» Geographic location of the business, high intensity financial crime areas
(HIFCA) and high intensity drug trafficking areas (HIDTA)}
+ Mulliple MSBs the agent offers to its customers and
» The number of suspicious activity reports (SARs) that were filed

. An ongoing employee training progran: that:
+  Explains policies and procedures
= Teaches how 1o recognize and identify suspicious activity

E. An independent review of your anli-money laundering/counter terrorist financing
program:

* The review should take place as needed and be as thorough as needed based
on the risks specific (o your business.

*  The review may be performed by one of your responsible employees who is
knowledgeable with the compliance program and the anti-money laundering /
counter terrorist financing reguirements that apply (o the MSB.

«  Your Compliance Officer cannot perform the review.

The information contained in this Guide will provide your business with the tools ¢ needs to
build an anfi-money laundering/counter {erroris! financing compliance program thal meets the
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requirements of the USA PATRIOT Act. However, the quality and eflectiveness of the
program depends on your commitment to it The only opportunily to verify custorner
information and identily suspicious aclivily is at the point of sale. This can only be done with a
knowledgeable, well-trained staff,



BDO Remit recommends the following steps
in order to satisfy the requirements of the USA PATRIOT Act:

First, your business should formally adopt a risk-based anti-money laundering / counter terrorist
financing compliance program. This Guide can serve as the basis for that program. See Chapter
1 for a form that can be used to certify adoption of such a program.

Second, your business must designate a Compliance Officer. The Compliance Officer may be an
employee who has other duties at your business, but it should be someone in a responsible
position. The Compliance Officer is responsible for your business's day-to-day compliance with
the anti-money laundering laws and regulations, and for ensuring the compliance program is
updated as needed The Compliance Officer is also responsible for overseeing your business's
ongoing education and training program. When you designate a Compliance Officer, you should
complete the Designation of Compliance Officer form shown in Chapter 1 and then retain it in
your arti-money laundering compliance files.

Third, your business must conduct a risk assessment taking into consideration:

Customer type

Products /services/Amounts

Business location ~ HIFCA & HIDTA

Distribution channel

Third, Your business must established policies and procedures on how to detect suspicious
transactions sent to different carriers (M5Bs). Please note that BDO Remit (USA), Inc has a
report in our BDO Remittance System (BRS) that would detect suspicious transactions but are
limited to BDO Remit transactions only. The Compliance and Operations Officers of BDO Remit
shall advise you via e-mail or phone call to tag certain remitters identified as high risk and will
advise you to get a required document/s, i.e, the BSA Compliance Form or bank statement or
withdrawal slip. You should not process another transaction until the required document/s isfare
submitted.

Fourth, your business must establish an ongoing employee-training program for all employees
who will have any involvement with MSB activities The education and training should include
instruction on the employees’ responsibilities under the program, as well as the detection of
suspicious transactions. One good tool for fraining is this Guide. All employees should be
required to read this Guide prior to conducting any MSB transactions. in addition, prior to
conducting any MSB transactions, employees should sign a copy of the form in Chapter 1 that is
then kept in their personnel file. Employees shouid also receive periodic updates to their training.
particutarly when there are changes in regulations.

Fifth, your business must subject its anti-money laundering / counter terrorist financing program
to an independent review to assure ifs adequacy. The regulations state that the scope and
frequency of this review should be “commensurate with the risk of the financial services provided
by the money services business.” Such a review should be conducted annually based- on the
risks faced by the MSB. An officer or employee of your business may conduct the review, but the
person who is designated as the Compliance Officer cannot conduct it. A form is shown in
Chapter 1 that can be used to help your business comply with this requirement.

Finally, it is important that you create recordkeeping fites for your anti-money laundering /counter
terrorist financing program. These files can then be readily accessed if your business is
examined/audited by state or federal regulators. In addition to files containing the information
described above, you should have files that are clearly labeled and contain the following:

1. A copy of this Manual in a file labeled "AML/CTF Program” (Anl-Money Laundering /
Counter-Terrorist Financing Compliance Program) along with any other compliance guides
you may receive from other vendors, trade associations, acco



untants, lawyers, etc. The content in these malerials can serve as a guideline {or your
program. However, you musl creale a program that includes your business's internal
procedures,

A fite labeled "PATRIOT Act” for your completed Adoption of Compliance Program,
Designation of Compliance Officer, Employee Training and [ndependent Review forms. You
should also keep your completed MSB Registration form or a document that explains why
your business was not required {o register.

Although the preparation of CTRs and SARs are centralized al BDO Remit Head Office, a file
containing the photo identification and information documents for transactions requiring
CTRs; and, the company designed SAR incident Report (explained in Section 6) inciuding
any supporting materials should be maintained in a file labeted "CTR/SAR™.

A file labeled "Recordkeeping” for money transmissions that meet prescribed regulatory and
company established fimits. This file will include payment instructions, company designed
BSA Compliance forms and photocopies of reguired identification and custemer information.

In addition to these basic files, you may also want to add a file labeled "Government
Communications” containing any updated information you receive from regulators or law
enforcement agencies regarding money laundering or terrorism.



Section I}

2.4 Recordkeeping

Recordkeeping Requirements for Money Transfers:

BDO Remit will follow state laws where they are stricter than the Company's own policies;
otherwise the Company's policies will prevail.

All recordkeeping and reporting doecumentation required by the BSA will be maintained for a
minimum of five (5} years and they will be made readily available to the Treasury Department
upon request.

All forms and documents shouid be properly destroyed at the end of the five (8) years.
BDO Remit Identification and Recordkeeping Requirements:

BDO Remit has set a $2,000 or more (fee_inciusive} threshold amount for single and/or
multiple transactions in_one business day that requires customers to fillup and sign a
company-designed identification and recordkeeping form called “BSA Compliance Form”
shown in Chapter 4 — Annex “D". Obtaining and recording all the information requested in this
BSA Compliance Form and having the form signed by the customer, will supply all the required
information.

Whenever a customer requests a money {ransfer, the following information must be collected
BEFORE the transaction is processed for single and/or multiple remitiance transaction/s in
one business day, the required documentation shall be faxed to BDO Remit on the same day
before any transactions will be processed at the Head Office:

Forindividuals
Up to $1,999.99 (Fee inclusive for Cash/Checks/Money Orders)

«  Record and verify name, present & permanent address (A P.O. Box address is not
acceptable), place of birth, nature of work, source of funds, purpose of remittance and the
telephone number. If remitter or beneficiary has no telephone no. “0000000" shall be
indicated.

* Record and verify the type and number of any (1) valid US government-issued photo 1D
reviewed (i.e., State-issued [D/Driver's License/Passport, Alien Registration Card), if
none, any (1) valid foreign government-issued photo ID e.q. passport, driver's license or
alien identification card evidencing nationality or country of residence.

$2,000.00 - $10,000 (Fee inclusive for Cash/Checks/Money Orders)

*  Record and verify name and present & permanent address (A P.O. Box address is not
accaptable), place of birth, nature of work, source of funds, purpose of remitiance and
telephone number. I remitter or beneficiary has no telephone no. "0000000" shall be
indicated.

s Record and verify the type and number of any (1) valid US government-issued photo 1D
reviewed (i.e., State-issued 1D/Driver's License/Passporl or Alien Registration Card).

«  Photocopy of the photo 1D,

*  Reacord the Social Security Number,



*  Require remitler to provide information and sign the BSA Compliance Form.

More than $10,000 (Fee inclusive)

»  Record and verify name and address (A #.0. Box address is not acceplable), place of
birth, nature of work, source of funds, purpose of remittance and ielephone number. |f
remitter or beneficiary has no telephone na. "0000000" shall be indicated.

« Record and verify the type and number of any (1) valid US government-issued photo iD
reviewed {i.e., State-issued ID/Driver's License/Passport or Alien Registration Card).

= Photocopy of the photo 1D,
»  Record the Social Security Number.
*  Require remitier to submit photocopy of bank statement or withdrawal slip

»  Require remitter {o provide information and sign the BSA Compliance Form.

For checks/money order mode of payment only:

= Photocopy of the check/money order.

For cash mode of payment only:

»  Photocopy of Social Security Card (SSN Card).

For Juridical Entities

» Arlicles of Incorporation
+ Business permit
« EIN

Notes:

-

No cash transactions exceeding $10,000 will be accepted without a copy of SSN Card and
source of funds, ie. Bank statement or withdrawal slip. A substitute document clearly
showing the SSN e.g., US withholding tax certificate, income tax return, etc. may be accepted
subject to the approval of BDO Remit's General Manager or his desighate.

For amounts $2,000 - $10,000, if remitter has no US 1D, presentation of any (1) valid foreign
government-issued photo ID, e.g., passport, driver's license or alien identification card
evidencing nationality or country of residence may be accepted subject to the approval of
BDO Remit's General Manager or his designate.

For Seamen remitling $2,000 - $10,000, the photocopies of the [-95 and company D are
required in lieu of SSKN. Philippine address and {elephone no. shall be indicated. Remittance
transaction of more than $10,000 will not be accepted.

Recording of name, address and {elephone no. including type and number of 1D will only be
done one-time for new customers,

Customers with given address that is different from the address in the photo {0 may be
required to present proo! of residence such as utility bills, credit card statements, efc.

All checks are subject to verification and bank clearing prior to processing.

BDO Remif retains the right to refuse to process any transaction at its sole discretion or as it
sees fit. BDO Remit also reserves the right to require additional documents, as it deems
necessary.

Third Party Information

H the customer who is conducting a transaction is doing so for someone else, the information
must be oblained for both parties, one for the person conducting the transaction and one for
whom the transaction is conducled for. Examples of third parties are an employee of a business
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conducting the transaction for the business, or a relative of an elderly or disabled person
conducting the transaction for that person.

Moreover, for transactions amounting to $2,000 or more, one BSA Compliance form shall be
completed by the person conducting the transaction and one for whom the transaction is
conducted for.
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Section 1V

2.5  Currency Transaction Reporting Requirements

A Currency Transaction Report (CTR} must be filed with the federal government for any cash
transaction of more than $10,000, conducted in one day, by any person, or on behall of another
person. You must reat mulliple money transfers as a single transaction if you have knowledge
ihat they are by or on behalf of the same person and tolal over 310,000, during one business day.
This $10,000 amount includes both the face amount of the transaction and any fees paid by the
customer. You must obtam the necessary informalion and documantation before the transaction
is completed,

Identification Requirements for CTRs.

Before conducting any fransaction that requires a CTR, you must verify your customer’s name
and address (A PO Box is not acceptable) in the following manner:

You must see a document that banks normally accept when cashing checks for non-customers,
such as a driver's ticense, passport, or a state issued ideniification card. In all situations, you
should only accept valid, current identification that contains a photograph of the customer. BDO
Remit's policy involves accepling cash/currency transaction of more than $10,000, which is
subject to a CTR filing, only from customers that preseni a copy of the S8N Card.

The regulations reguire that you verify and record your customer's name, address and Social
Security Number for CTR purposes. The CTR form also asks for occupation, date of birth, and
other information. Again, by having the customer complete the company designed "BSA
Compliance Form”, you will have ail of the information that you are required for CTR completion.

If two or more people are conducting the transaction, or if the transaction is being conducted on
behalf of someone else, you must obtain similar information for all parties. Examples might
be an employee of a business conducting the transaction for the business or a relative of an
elderly or disabled person conducting the transaction for that person,

You must obiain all of the information before you complete the fransaction.
Below are BDO Remit’s policies regarding preparation and filing of CTRs:

1. The preparation of the CTRs will be centralized at the BDO Remit Head Office.

2. 1t is the responsibility of the Agent to oblain the necessary information and documents
needed for CTR purposes. Foliow strictly the identification requirements prescribed by
regulation and BDO Remit's Identification and Recordkeeping requirements contained in
Section Ill. The required documentation shall be faxed to BDO Remit on the same day
before any transactions wilt be processed at the Head Office. Incomplieie information and
gdocurmentation will hold processing of the remitiance transaction,

3. Agemnt remittance tellers shall advise remitier that the transaction will be covered by a
CTR to be submitted to the IRS within fifieen (15) days from date of transaction.

4. Agent shall verify identity of remitter using BDO Remit's existing records if remilter, after
having been properly identified before, is a repeatl customer and has been previously
assigned a unique Remitier 1D Number.

5. InPart Hl of the CTR form, the Agent name and address will be entered to indicate where
the particular remittance transaction subject to CTR reporting took place. However, since
CTR are centrally prepared in 8DO Remit Head Office, BDO Remit will be the one to
prepare, sign and file the CTR report with the RS on a Currency Transaction Report -
within 15 days of the transaction in behalf of the Agent. In case the Agent receives any
inquiries or verification letters coming from regulatory bodies regarding the filed
CTRs, the Agent is required to immediately direct such to BDO Remit's Compliance
department for proper disposition.
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6. BDO Remit will keep a copy of the CTR and supporting documents for at least five (5)
years {rom the date of filing and the file will be kept in a secure location. Agents are
required lo keep their supporting documents also for the same period of time. Agents may
request from BDO Remit copies of CTRs filed, especially in cases of Agent examinations
by regulatory agencies,

7. In case new customers refused o provide the required identification details, courteously
decline the transaction. Explain that the CTR is strictly required by the government for all
curency transactions in excess of $10,000.00. 1f sufficient and helpful information can be
gathered, complete and submit a SAR Incident Report (explained in Section Vi) to BDO
Remit.

8. Should remitter insist that his/her fransaction be accepled/processed, refer the
fransaction to BDO Remit's Compliance Officer.  In this difficult situation, the most
prudent course of action is to continue to decfine the {fransaction because the remitier
would not provide the information needed toc have a CTR prepared. However, if it
became clear that continuous refusal would expose to danger any of the agent personnet,
the transaction shall be accepted. Immediately thereafter, the incident should be
reported to BDO Remit for guidance.

Question: When do you have knowledge of muitiple transactions conducted by or on
behalf of the same person?

A, If you or your employees withess the multiple transactions;

8. Hf someone talis you or an employee about the multiple transactions;

C. If you or an employee know a customer is conducling a transaction for someone else
for whom you or your employee know has already conducted another transaction.

Question: Do you have to verify the information given by the customer?

You must verify the entity of the customer by viewing an official document thal contains the
customer's name, address and photograph. Official documents that may be used to verify the
customes's identity include a state issued identification card, driver's license, passport, or alien
registration card. Although it is not necessary to verfy other information obtzined from the
customer, if you believe the information provided is false, immediately inform BDO Remit's
Compliance Office for the necessary instructions.

Examptes of when a CTR must be filed:

Example 1: A customer brings in $12,000 in cash to send a money transfer.

Example 2: A customer brings in cash several times during the same day and transacts money
transfers that add up to more than $10,000 {inctuding fees).

Note: See other examples of money transmission transactions to determing reportable
transactions shown in Chapter 4 — Annex “F",
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Seclion V

2.6 Structuring

Many money launderers are familiar with the dollar thresholds that require recordkeeping and
reporting. Therefore, in order to remain anonymous and avoid the detection of law enforcement
officials, they will *structure” their transactions so that the recordkeeping or reporting requiremenis
will not be triggered. Structuring is the act of breaking up a potentially large transaction into
several smaller ones.

[tis illegal for you or your customers to structure transaclions in order to avoid the recordkeeping
or reporting requirements. For example, if a customer transacts money transfer of $1,000 with
cash in the morning and another 31,000 money transfer with cash at the end of the day, they may
be structuring their transactions in order to avoid the recordkeeping “Log”.

Likewise, it is illegal for you or your employees to assist anyone in structuring transactions in
order to avoid recordkeeping or reporting requirements. For example, you may not tell or even
imply to a customer that they can avoid providing information by conducting a smaller transaction.
Some criminals may attempt to trick you or your employees into allowing them to structure
transactions by splitting up transactions with several accomplices or by trying to "con” you with a
hard luck story. You need to be on the jookout for structuring so that you can prevent it from
oceourring.

Question: Are all multiple transactions considered structuring?

Mo. For example, a customer sends two money transfers to separate receivers, one for $1,500
and another for $1,000. Each transfer is less than $2,000, but the tolal transaction exceeds
$2,000. There was nothing suspicious about the transactions, and you leam that the customer is
sending money to his children who are attending two different schools. Since the aggregate
amount exceeded the company threshold of $2,000 single or muiltiple transaction/s in one day,
you should require the customer to fill-up the BSA Compliance form in order to fulfil the
recerdkeeping requiremeant and to show that there was no attemp! to structure the {ransactions.
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Section VI

2.7 Suspicious Activity Reporting

"Suspicious activity” is a difficult concept to define, because il can vary from one transaction to
another based upon all of the circumstances surrounding the transaction or group of fransaclions.
For example, ransactions by one customer may be normal. because of your knowledge of that
customer, while similar fransactions, by another customer, may be suspicious. Many faclors are
involved in delermining whether transactions are suspicious, including the amount, the focation of
your business, comments made by your customer, the customer's behavior, elc. A fransaction
need not he illegal to be suspicious. That is why it is important for you to read this Guide in order
to help you delect suspicious activity and structured transactions.

The federal government requires MSBs to file a Suspicious Aclivity Report (SAR) for any
transaction ~ or pattern of transactions - that is altempted or conducted with at least $2 000, that
you Know, suspect, or have reason {o suspect:

—_

fnvolves funds derived from illegal activity or is intended to hide funds derived from
ilegal activity,

2. Is structured to avoid recordkeeping or reporiing requirements:

3. Has no business or apparent fawful purpose; or

4. Facilitates criminat activity.

You or your employees must not alert the customer conducting the suspicious transaction
of your suspicions. It is iltegal to tell your customer that a SAR or information contained
therein has been or will be filed by BDO Remit.

If BDO Remit believes that some of your customers may be misusing its money transfers,
our compliance staff may contact you as part of an investigation. You must not tell your
customer about such an inquiry.

BDO Remit retains the right to refuse to process any transaction that it deems suspicious.

BOO Remit will not do business with individual{s) of questionable integrity, even if it
means a diminution in its income opportunities.

Below are BDO Remit’s policies regarding preparation and filing of SARs:

1. ltis the responsibility of the Agent to obtain as much information and documents needed

for SAR purposes. The Agent personnet who suspects that a fransaction is suspicious will

repart the suspicious activity by compieting the SAR Incident Report shown in Chapter 4

— Annex “B" and submitting this via facsimile to BDO Remit Head Office Operations

Officer at 1-866-372-3252 for further investigation or you can e-mail indicating the date,

reference no., remitters name & reason why transaclions is suspicious at

info@bdoremitusa.com

The preparation of the SARs will be centralized at the Head Office.

BDO Remit Head Office will file the SAR report with the IRS within 30 days upon receipt

from the Agents of the SAR Incident Report.

4. BDO Remit will keep a copy of the SAR and supporting documents for at least five (5)
years from the date of filing and the file will be kept in a secure location. Agents are
required {o keep their supporting documents also for the same period.

L

Federal law provides protection from civil liability for all reports of suspicious activity made in good
faith to appropriate authorities.

Examples of suspicious activity wherein you should consider whether to submit a SAR
Incident report to BDO Remit Head Office:
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Example 1: A cuslomer sends a $2,500 money transfer. The nexi day the customer sends
$9,000 to the same person. The customer may be struciuring his {ransactions in order io avoid
the CTR reporting requirements.

Example 2: A customer transacts several money fransfers with cash just below $2,000 over the
course of several days. The customer may be structuring his transactions to avoid recordkeeping
requirements,

Example 3: You see Nathan hand cash to Billy and Debby outside your store. Billy and Debby
each give you cash and transact maney transfers thal total less than $10,000 for each of them,
but total more than 310,000 together. This appears to be a structured transaction and may also
require the filing of a CTR.

Example 4: A customer says thal he wants fo send an $11,000 money fransfer that he wants to
pay for with cash. When you tell the customer that you will need to complete a CTR, he says ha
no longer wants to do the transaction, or asks how he can avoid having a CTR filed on the
transaction. You must file a AR on the transaction or attempted transaction.

Common suspicious transactions that should be reported as suspicious activity include, but are

not limited to:

» A customer uses a fake or obviously altered 1D,

»  Acustomer is unable or unwilling to provide I,

*  Two or more customers use the same or similar IDs,

= A customer asks to alter his transaction after learning that he must show ID.

= A customer deliberately changes the spelling of his name on mulliple transactions.

* A customer states he does not have a local address bul he appears to reside locally because
he is a repeat customer. '

» A customer conducts transactions so that they fall just below amounts that require reporting
and recordkeeping.

«  Two or more customers apparently work fogether to break one transaction into two or more
transactions to avoid record keeping requirements.

* A customer uses two of more remittance locations in the same city to process money transfer
transactions.

= A customer offers bribes or tips to avoid record keeping requirements.

= A customer admits that the cash for his transactions came from illegaf conduct.

« A customer makes large transactions that are not consistent with his occupation or business
practice.

= A customer shows unusual behavior, action or demeanor (e.g., nervous, very tentative or
evasive in answering normal conversational questions, very inquisitive about
transaction/customer recordkeeping and reporting, could not look straight in the eyes,
sweating profusely on a cool day, etc.).

NOTE: CTRs, SARs, and other records and reports are only as good as the information you
provide. Therefore, it is very important that the information you provide BDO Remit to file
for such reports is accurate and complete, This is your responsihility, The government and
law enforcement agencies depend on this information as they fight against money
faundering and terrorism.



Section Vi

2.8 OFAC and Other Reports

Office of Foreign Assets Control (OFAC)

The Office of Foreign Assets Control (OFAC) is part of the 1.8, Department of the Treasury and
is responsible for enforcing U 5. government sanctions programs against countries, organizations
and individuats, Sanctions programs typically involve blocking assets to further national security.
Many of the sanclioned individuals, commonly referred to as "Specially Designated Nationals”
(SDNs), are drug dealers and terrorists. All U.S. entities are prohibited from conducting any
financial fransactions with SDNs.

You can learn more about OFAC by visiting the Treasury Depariment's websile at
www ustreas govioffices/enforcement/ofac. The site also includes an extensive list of questions
and answers to common questions regarding OF AC.

Agent Responsibility
BDO Remit has computer programs that review all money transfer senders and receivers against
the government watch lists. BDO Remit agents may rely on BDO Remit to conduct the review of
sender and receiver names. Agents must then follow BDO Remit's instructions in osder to prevent
any unauthorized payout or refund.

OTHER REPORTING REQUIREMENTS
There are other reporting obligations that you may be subject to under the BSA, the USA

PATRIOT Act and other state and federal anti-maoney laundering / counter terrorist financing laws
that may require the filing of additional reports with the government.



Section VI

2.9 MSB Registration

If you engage in MSE activities on your own behalf - apan from serving as our agent - then you
may be required to register with the U.8. Department of the Treaswry, as an MSB. For example,
a supermarket that serves as a money transfer agent but performs no other MSB services is not
required to register. However, registration would be required if the supermarket, in addition to
acting as an agent, also cashes checks tn an amount greater than $1,000, for any person, on any
day, in one (1) or more transactions.

The MSB registration must be electronically filed at FInCEN website (www.fincen.gov) Log on o
BSA E-filing. The registration of Money Service Business form OMB No. 1506-0013 shown in

Chapter 4 - Annex "E",

The MSB must retain a copy of the registration form with the MSB Registration No. for five (5)
years.

Section 1X

2.10 Civil and Criminal Penalties

The government can impose harsh civil and criminal penalties against anyone who viclates the
BSA, USA PATRIOT Act, OFAC, or other anti-money laundering / counter terrorist financing laws
and regulations. Civil and criminal fines can quickly reach into the hundreds of thousands or even
millions of dollars. Criminal viclations can result in prison terms. The criminal penalty for viofating
a BSA requirement is a fine_of up to §500.000 or a jail term of up to 10 yvears OR BOTH. In
addition, the government can seize any property involved in criminal violations of these laws. This
includes your business, your bank account, or any other assets the government can link to
criminal violations.

Under certain circumstances, the government will hold businesses criminally liable for the acts of
their employees. It is important that your employses are trained on anti-money laundering /
counter terrorist fingncing compliance. it is equally important that your business has a program to
ensure that your employees are complying with the faws and regulations.

The government requires strict compliance with these laws and regutations. BDO Remit will also
immediately cancel the contract of any agent who knowingly or negligently fails to comply with the
laws and regulations.

Non-compliance with the law is not worth the risk.



Anti-Money Laundering EXPRESS GUIDE
Reporting

« Currency transactions greater than $10,000 (including fees)
Report on CTR
File within 15 days
Follow instructions on form

» Suspicious aclivity, including structured fransactions, of at feast $2,000
Report on SAR
File within 30 days
Folfow instructions on form

Recordkeeping
+ Transactions of $2,000 or more

* Verify
Customer's name, address and telephone no. If wio telephone no. indicate
"0000000" in the space provided for.
Use valid, government issued, photo ID (passport, driver’s license, etc.)

+ Record
Customer's name, address and telephone no. If w/o telephone no. indicate
0000000 in the space provided for
Type of iD provided, 1D #, and 1D issuer
Customer's Social Security #
Customer’s date of birth
Transaction date
Transaction reference #
Amount of transaction
Point of sale address
Beneficiary's name and any other information provided about them
If transaction is conducted on behalf of someone else, record simifar information on
that other person

* Record information on
Payment Instruction
BSA Compliance Form (Applies lo any method of payment for monay transfers
amounting to $2,000 or more)

Maintain copies of all reports and records for 5 years

USA PATRIOT Act Requirements for MSBs

1) Adopl written anti-money laundering / counter terrorist financing compliance program.

2) Designate Compliance Officer for their business,

3} Train employees on anti-money jaundering / counter terrorist financing compliance,
including recordkeeping and reporting requirements, as well as identification of suspicious
activity.

4) Conduct independent reviews of the anti-money Jaundering / counter terrorist financing
compliance program and make improvements as needed.



MSB Registration
» Register at FinCEN's website using the Registration of Money Service Business form.
» Many non-check casher agenis are covered by BDXO Remit's registration and do not need to
regisier on their own,
» See Registration form for details.
OFAC Sanctions

* U.S. businesses and individuals are prohibited from doing business with any country, entity
or parson listed on OFAC sanctions list.

For Further Information:

Contact Information:

www.msh.gov
www.fincen.gov
www.treas.gov/ofac

Treasury Department's Financial Crimes Enforcement
Network (FInCEN) "Hotline” at 1-800-949-2732

BOO Remit's Compliance Office at 1-800-472-3252

Ind
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3 CHAPTER3

3.1 Financial Crimes Enforcement Network (FInCEN)

The Financial Crimes Enforcement Network (FInCEN) is a bureau within the U.S. Treasury
Department that administers the federal government’'s anti-money laundering / counter terrorist
financing laws and regulations. FinCEN has crealed materials to assist Money Services Businesses
{(M3Bs) to comply with these laws and regulations.

MSBs shouid familiarize themselves with information provided by FInCEN and should regularly review
FinCEN's website for MEBs (www fincen gov) for any updates or new information related to anti-
meney laundering / counter terrorist financing compliance.

Beiow is a list of some of the information avaitable for Money Services Businessas on the FinCEN. gov
website:
& Guidance - This section is intended {o clarify issues or respond o guestions of general
applicability that arise under FinCen regulations 31 CFR Chapter X,

= Federal Register Notices — This section contains the MSB registrant search web page,
the definition of transmittal of funds and fund transfer and customer due diligence
reguiremsnts.

e Forms - This section contains the forms, such as the CTR, SAR and RMSB forms along
with information about how to obtain them and where to file them.

e Administrative Rulings - This section confains administrative letter rulings by FInCEN.
This are issued pursuant to authority on the administration of the BSA.

e News Releases — This section centains advisories, news releases and announcements. 1
also contains reports published by the federal government and international groups that
relate to money laundering and other crimes.

e Advisories/Bulletins/Fact Sheet - this seclion contains FinCen advisories. The title &
date the guidance was issued to MSBs,

3.2 Terrorism Financing Prevention

Money faundering is most commonly associated with drug dealing and tax evasion. However, other
individuals, most notably terrorists, may attempt to launder money in order to conceal their identity
and finance their operations. it is critical that M5Bs remain aler! for any such activity, and take
appropriate and immediate action if detected.

If you suspect terrorism financing, you should immediately report the incideni to BDO Remit by filing a
SAR Incident Report. BDO Remit will investigate the matter immediately and if necessary, BDO
Remit will call the FiInCEN hotline at 1-800-556-3974, which is operated 24 hours a day, seven (7)
days a week. BDO Remit will also file a SAR on any suspected lerrorism activity.

The Financial Action Task Force (FATF) and FinCEN have each issued guidance on financial
transactions that may be indicative of terrorist financing af www. fatf-gafi.org and www fincen.gov
websites. Most of the cited examples apply to fransactions conducted at banks or other depository
institutions. However, the following exampies may also be conducted by MSBs:

1. Movement of funds through a country designated by FInCEN or the FATF as "non-
cooperative,” thal are idenlified as specially designated nationals by Treasury's Office of
Foreign Assels Control, or that appear on the United Nation’s list of blocked accounts;
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2. Multiple fransactions conducted by a group of nationals from countries associated with
terrorist activity;

3, Individuals acting on behalf of ancther money transmitting business that use BDO Remit
o transfer funds to multiple locations. This may be indicalive of unlicensed money
transmitlers that seek to evade use of the banking system to conduct foreign transfers.



4 CHAPTER 4

4.1 Anti-Money Laundering Compliance Forms

Federal law requires the completion of various forms for recordkeeping and reporting purposes. The
completion of these forms is triggered by certain menetary thresholds, which may be reached in a
single transaction or mulliple transactions. For specific information on when the forms must be
completed, as well as examples of siluations that may require the completion of a form, see the
materials in Chapler 2 of this manual.

Some of the forms are created by the federal government and some by BDO Remit, but federal law
requires all. Also, while some forms are to be sent o the federal government, copies of all completed
forms must be kept in your files for at least five (5) years,

Although the preparation of the CTRs and SARs are centralized in BDO Remit's Head Office, we
have included in this Manual the atest version of these forms for Agent familiarization. You can refer
to FInCEN's website (www fincen.gov) for any updates or amendments related to these forms.

(Note: Some states may have monetary thresholds that are fower than what is required by federal
law.)

4,2  Suspicious Activity Report by Money Services Business (SAR)

A SAR will be electronicatly filed by BDO Remit whenever any activity is attempted or occurs that
involves at least $2,000 in any one or group of transactions ... AND ... it is suspected that the
activity:

* Involves funds derived from iliegal activity or is intended 1o hide funds derived from iflegal
activity, or

+ [s structured to avoid recordkeeping or reporting requiremerts; or

» Has no business or apparent lawful purpose; or

+ Facilitates criminal activity.

Whenever you or any of your employees encounter any of the above suspicious activity, it is
your responsibility to obtain as much information and documents neaded for SAR purposes.
You are required to report the suspicious activity to BDO Remit by completing the SAR
Incident Report.

The following fist provides examples of suspicious aclivity that require the filing of a SAR.

A customer asks an employes how to avoid a reporting requirement.

A customer threatens or bribes an employee in order to avoid providing information.

A customer refuses to proceed with a transaction when asked for identification

A customer refuses to provide all of the information required.

A customer (or group of customers working together) sends money transfers in amounts just below
the recordkeeping or reporling thresholds with the apparent purpose of evading either of these
requirements, This activity is known as structuring.

6. A customer conducts transactions thal are unusually large based on their past history,
employment, or level of income.
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Note: A SAR-MSB is a separate requirement from a CTR. Even if BDO Remil has filed 2a CTR on a
transaction or set of transactions, you must also inform BDO Remit through the SAR Incident Report if
you believe the activity is suspicious.

Additional examples of polentially suspicious aclivilies involving MSB services can be found at
www.fincen.govimsb_prevention_guide.pdf,

Note: BDO Remit will electronicaily file SAR within 30 days upon receipt of the SAR Incident Report
to:

hitp://www.fincen.gov/
Log into BSA E-Filing

Refer o Annex “A” for the SAR Form OMB 1506-0065, also, refer to FInCEN's website
(www fincen.gov) for any updates or amendments related to this form.

Refer to Annex “B"” for BDO Remit’s SAR Incident Report.

4,3  Currency Transaction Report (CTR)

A Currency Transaction Report (CTR) must be filed with the Federal Government for any cash
transaction/s, greater than $10,600, conducted in one (1) business day, by any person or on behalf of
any person. The $10,000 threshold includes the {otal of the amount of the transaction and fees.

Examples of transactions that require a CTR are:

1. A customer sending a single cash/currency money transfer transaction totaling more than
£10,000 in one (1) business day

2. A customer sending several cash/currency money transfer transactions totaling more than
310,000 in one (1) business day.

Note: I is your responsibility lo oblain the necessary information and documents needead frem the
remitier for CTR purposes. If you are aware that more than one (1) currency transaction has been
conducted by the same customer or on behall of the same customer, and the total amount is more
than $10,000 during the same business day, you should obtain alt information before the transaction
is completed.

3rd Party Information. If the customer who is conducting the fransaction is doing so for someone else,
the information must be obtained for both parties. Examples of 3rd parties are an employee of a

husiness conducting the transaction for the business, or a relative of an elderly or disabled person
conducting the transaction for thal person.

Note: BDO Remit will electronically file the CTR within 15 days after the day of the transaction at:

http:iiwww fincen.gov/
Log into BSA-E Filing

Please refer to Annex “C” for the CTR Form, also, refer to FinCEN’s website (www.fincen.gov)

for any updates or amendments related to this form.

4.4 Recordkeeping for BDO Remit Money Transfers
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If 2 customer sends a money transfer of $2,000 or more, cerlain information must be recorded on the
BDO Remit BSA Compliance Form. It does not malier whether the customer pays by cash, check,
money order, etc.

Ali of the information must be recorded before the {ransaction is compleled. The customer must have
valid photo identification such as a driver license, passport or alien identification card tha! contains the
customer's name and address.

3rd Parlty Information. il the customer who s conducting the transaction is doing so for someone efse,
the information must be recorded for both parties. Examples of 3rd parties are: An employee of a
busingss conducting the transaction for the business, or a relative of an elderly or disabled person
conducting the transaction for that person.

Please refer to Annex *D” for BDO Remit's BSA Compliance Form,

45 MSB Registration

Your business must register with the U.S. Treasury if it conducts Money Services Business activities
on its own behalf. Money Services Businesses include:

* Money transmitters

» Currency exchangers®

+ Check cashers®

» Issuers of travelers chacks or money orders®

+ Sellers or redeemers of travelers checks or money orders®

Must conduct transactions greater than 31,000 for any person, on any one day, in one or more
transactions to qualify.

Registration is not required if this business conducts money services business solely as an agent of
another registered Money Services Business, and does not independently conduct any other MSB

activity.
Registration is required within 180 days after the business begins conducting MSB activity.
Renewal is required every two {2) years, re-registration is required when:

» There has been a change in ownership

+ There has been more than a 10 percent transfer of voling power or equity interest

» The number of agents has increased by more than 50 percent

Note: This should be electronically filed using the Registration of Money Services Business
form OMB No. 1506-0013 at:

hitp:/iwww. fincen.gov/
Log into BSA E-Filing

Please refer to Annex “E” for the RMSB form OMB No. 1506-0013, also, refer to FinCEN’s
website (www .fincen.gov) for any updates or amendments related to this form.

4.6 Independent Review

The USA PATRIOT Act requires thal all Money Services Businesses (MSBs) have an Independent
Review of their anli-money laundering / counter terrorist financing program done periodically to verify
that their program is atdeguate. As an agent of BDO Remil, you are an MSB and MUST conduct an
Independent Review.



Most government regulators recommend that Independent Reviews be performed at least
annually by all MSBs,

The owner, manager, or an employee of your business may conduct the Independent Review.
However, your designated Compliance Qfficer may NOT conduct the review,

If an employee of your business does conduct the review, it should be an employee who is familiar
with your compliance program and the anti-money laundering / counter terrorist financing
requirements that apply to MSBs. To determine compliance, sampling should be performed for a
representative period, documentation supporling analysis and conclusion should be retained.

A Checklist form thal may be used by the person conducting your Independent Review is shown in
Chapter 4 - Annex "H”.
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ANNEX A - Suspicious Activity Report (3AR)

WARHKING: PRINTED VERSIONS OF THE B3A E-FILING FORMS ARE NOT FOR SUBMISSION AND WILL NOT BE PROCESSED
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WARNIRG: PRINTED VERSIONS OF THE B5A £-FILING FORMS ARE NOT FOR SUBMISSION AND WILL HOT BE PROCESSED
by FINCEN.
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%@ . Remit

ANNEX B — SAR Incident Report

BDO REMIT

SAR INCIDENT REPORT

Remitter Identification: Complete ancther SAR Incident Report (remilter identification portion only) for
multiple subjects.

Name: Date of Birth: i1
(First name) {Middie initial) (Last name)

(MM} (DD) (YYYY)
Current Address: Tel. No.:
Name of Employer: Occupation:
US Social Security Number: [ | /-1 1 I-4 1 I 1 |
D No.: {Check one)_Btate ID [ IDriver's License [ _|Passport
Alien 101
(Check one} [ ] US I_] Foreign 1D (specify country) ID Expiry Date: {

A

(MM) (DD) (YYYY)

Remittance Information:

Date or date range of suspicious activity (From) {1 (To) {1

(MM} (DD} (YYYY) (MM) (DD)

{(YYYY)

Transaction Reference no./s:
Amount of Remittance:
Mode of Payment (Check applicable):[ | Cash[_} Check [._]Money Order

Source of Funds (Check applicable): ..i Savings/Checking K]LoansD Others (pls. specify):

Suspicious Activity Information:
Date suspicious activity was first identified
Mature of Suspicious Activity: {Check applicable)

{1 Money Laundering [] Structuring L terrorist Financing []Other (pls.
specify)
Narrative description or explanation of the suspicious activity: (Use additional sheets if necessary)

Agént Nafné:
Certified correct: Date: -

Agent Representative (Printed Name and Signature) (MM} (DD)
{(YYYY)

Please send to BDO Remit Compliance department at 1559 £. Amar Rd. Suite U,
West Covina, CA 91792 or fax to 1-800-472-3252.



BDO REMIT (USA), INC,
ANNEX C — Currency Transaction Report (CTR})

Currency Transaction Report Version Number. 1.0

Filing Name

1 Type of filing [ nttiat repont 7] Covrecyamend pror repor [ FincEm dlrectes Backniing

Docurment Control Number { BSA identitier |

Save Validate I

Under penaities of perjury, | declare that | have examined this fransmittal, including accompanying
documents, and to the best of my knowledge and belief it is corect and complefe. In the vase of documents
without recipient's identifying numbers, | have pomplied with the requirements of the law in attempting 1o
secure such numbers from the receipis. | declare that this filing represents all Docwmenis filed during this
repecting perind except for those transactions reported on paper.

Sign with PIN

Fage 1of 4
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WARNING: PRINTED YERSIONS OF THE B5A E-FILING FORMS ARE NOT FOR SUSMISSION
AND WILL NOT BE PROCESSED BY FINCEN.
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WARNING: PRINTED VERSIONS OF THE BEA BE-FILING FORMS ARE HOT FOR SUBMISSION
AND WILL ROT BE PROCESSED BYFINCEN.
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WARNMING: PRINTED VERSIONS OF THE BAA E-FILING FORMS ARE NOT FOR SUBMISSION
AND WILL HOT BEPROCESSED BY FINCEN,
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B remit

ANNEX D - B5SA Compliance Form

BDO REMIT

BSA COMPLIANCE FORM

(FOR SINGLE/MULTIPLE TRANSACTIONS TOTALING $2,000 AND UP IN ONE DAY)

Remitter identification:

Name: Date of Birth: I
{First name} {Middte initial) {Last name)

(MM} (DD) (YYYY)

Current Address: Tel. No.:

{A PO Box address is not acceptable; require physical address to include house no., street
name, city, state and ZIP code)

Name of Employer: Occupation:

Employer Address: Tel. No.: .
US Social Security Number:/_[ [ (- + -1 t [ | |

ID No.: (Check one)] ]State ID [ ]Driver’s License [_Passport
Atien 1D ]

(Check one){_] US IDC_]Foreign iD (specify country) ID Expiry
Date: i1

(MM) (DD} (YYYY)
Remittance Information;
Amount of Remittance:
Mode of Payment (Check applicable): | |Cash []Check [ IMoney Order

Source of Funds (Check applicable): —Bavings/Checking {] Loans[ | Others (pis. specify):

"ﬁ"ﬁrpose of Remittance:
Beneficiary Name:

R
Remitter Signature: Date: [
{MM)
(0D (YYYY)
For Branch/Agent use only: Ref. No.
Certified correct: Date: {1
Branch/Agent Representative Signature {MM)  (DD)

(YYYY)

1.1  ATTACH PHOTOCOPY OF ID ATTACH PHOTOCOPY

OF SSN
(Required) {(Required for cash transactions
amounting to more than $10,000)
44




BDO REMIT (USA), INC.
ANNEX E - Registration of Money Service Business

WARNING: PRINTED VERSIONS OF THE BSA E-FILING FORMS ARE HOY FOR SUBMISSION YO AND WILL NOT BE
PROCESSED BY FINCEN.

Registration of Money Service Business Varsion Number 1.1
OME Ne 1506-0011

Stegs o Submit Compéte the tepon o ds erdrety will a8 tecurested Of raguires dala krown 1o e fiee

ooy “atate” 10 eraure proper fomatiing and mat a8 requited Twids are compeelad. Sig nowan PN Ok
% sers may also "Print” a papsr comy Rt et reeneds Cligk * Sobma”

Flitng Name

SPECIAL NOTE: Pease be advised that Pan 'V of this segistration may be left blank for aninisial registeation when the Pimary
Tranzacion Account for MSB Activities is not vet known. Begistrants mus file 3 corrented registration when the account data is

knoren,

By praviding my PIN, | acknowledga hat | am slectronically signing the BEA mpon submitlpdg,

Slgn with PIN -}
i
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WARNING: PRINTED VERSIONS OF THE BSA E-FILING FORMS ARE NOT FOR SUBMISSION TU AND WILL NOT BE
PROCESSED BY FINCEN.
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WARMING: PRINTED VERSIONS OF THE BSA E-FILIMG FORMS ARE NOT FOR SUBMISSION TO AND WILL NOT BE
PROCESSED BY FINCEN.
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WARNING: PRINTED VERSIONS OF THE BSA E-FILING FORMS ARE NOT FOR SUBMISSION TO AND WILL NOT BE
PROCESSED BY FINCEN.
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WARNING: PRENTEDR VERSIONR OF THE B5A E-FILING FORMS ARE NOT FOR SUBMISSION TO AND WILL NOT BE
PROCESSED BY FINCEN,
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ANNEX F - Sample Money Transmission Situations to Determine Reportable Transaciions

1. CASH REMITTANCE

Facts: A remitter sends a $12,000.00 telegraphic transfer and pays cash.

Reportable Transactions? YES. This is a currency transaction exceeding $10,000.00.
2. REMITTANCE PAID WITH CHECKS

Facts: A remitter sends $18,000 to his mother and paid the fransaction with a cashier's check issued by
XYZ Bank.

Reportable? NO. This is not a currency transaction because a check is used. However, a copy of
remitier's picture 1D and the cashier's check received should be filed for future reference.

3. WIRE TRANSFERS INTO THE COMPANY'S DEPOSIT ACCOUNT

Facts: An amount of $15,000.00 is wired to the Company's bank account for further credit to a deposit
account with a Philippine Bank of a named beneficiary.

Reportable? NO. A CTR would not be required because the wire fransfer did not result in a currency
transaction,

4, REMITTANCE PAID BY ACH DEBIT

Facts. A customer walked in, applied for a remittance of $20,000, and gave written authorization to debit
his/her account with ABC Bank.

Reportable? NO. A CTR would not be required because the remitter's funds were already in the banking
system and the remittance did not involve a currency transaction. However, the example is a highly
speciatized one that can only be processed in the Company's Headquarters through the use of the
Automated Clearing House system of FRBSF. Proper identification of the remitter shall be obtained and
the remittance may only be sent after the standard clearing time for an ACH dehit.

5 CASH REMITTANCE FOR SLIGHTLY LESS THAN $10,000

Facts: A customer applied for a remittance of 59,893 and paid principal plus the remittance fee of $40 in
currency.

Reportable? YES. The threshold amount of $10,000 plus $0.01 applies to the total currency received
and not to the amount of the transter.

8, CASH REMITTANCE BY SEVERAL INDIVIDUALS.

Facts: A husband and wife, their son and his wife jointly applied for a remittance of $11,000 and paid
$2,750 each,

Reportable? YES. The total currency received for the remittance exceeded $10,000.
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4.0 Remit
ANNEX G - Independent Review Checklist

USA PATRIOT Act Independent Review
Business Information

Business Name;_

Business DBA.

Address:

Phone NMumber:

Owner | Manager:

Compliance Officer;

Number of Locations:

Circle YES or NO for each question:

YES NO Is the business registered with the U.8, Treasury Department ~ Financial Crimes
Enforcement Network (FinCEN) as a Money Services Business? If this entity
conducts money service transactions (Examples: check cashing or currency
exchange} on its own behalf that exceed $1,000, for any one cuslomer, on any
one day, registration is required.

YES NO if YES, (s the MSB registration available and current?
If NO, indicate the reason:

Product Risk:

All financial services businesses, including banks; credil unions and maoney services businesses are at
risk of being victimized by money launderers or other criminals. This risk can increase with the number of
financial services that are sold, or with the use of mulliple issuers/vendors for these services. Both
muitiple services and multiple issuersivendors increase a money launderer or other criminal’s ability to
structure transactions {o avoid detection and recordkeeping requirements. If mare than one (1) product or
service is offered, the Independent Reviewer should more carefully review this compliance program.
identify the financial services and products tha! are offered:

YES NO Money transfers / wire transfers
YES NO Money orders

YES NO Check cashing

YES NGO Currency exchange

YES NO Stored value cards

Location Risk:
Law enforcement agencies and government regulators have identified areas that are at higher risk for

money faundering, related financial crimes, and drug trafficking. i the answer is "YES” to any of the
following three (3) questions, this MSB has a greater risk of being victimized by money launderers or
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other criminals. Therefore, the independent Reviewer should more carefully review this compliance

program.

YES

YES

YES

Compliance Program

YES

MNO

NO

NO

NO

Is the MSB located in an area at high risk for money laundering or related
financial crimes? A map identifying such areas can be found on the FinCEN
website at: www . fincen.gov/hifcaregions. himl.

ls the MSB located in an area at high risk for drug trafficking? A map identifying
such areas can be found at; www.whitehousedrug policy. gov/hidtalindex. html.

Does the MSB transfer funds to high-risk areas? High-risk areas can be found by
reviewing the Current NCCT list on the Financial Action Task Force website at
www fatf-gafiorg and the Sanctions Program and Country Summaries on the
OFAC website al. www treas. gov/offices/enforcement/ofac/.

Does the MSB have a written Compliance Program?

Does the Compliance Program include written policies, procedures, and internal controls reasonably
designed to assure compliance with the Bank Secrecy Act, including:

YES

YES

YES
YES

YES

YES

YES

YES

NO

NO

NG
NO

NO

NO

NO

NO

Customer identification?

Filing applicable reports (Suspicious Activity Reports by Money Services
Business (SAR-MSB) and Currency Transaction Reports (CTR)? If you are solely
an agent of BDO remit, your answer will be NO since filing of these reports are
centralized in BDO Remit Headquarters.

Recordgkeeping and retention requirements?

Response to law enforcement requests for information”?

Does the Compliance Program include limits specific to this business, such as a
maximum send amount, a maximum receive amount, or a maximum amount of

money orders that may be purchased? If YES, describe how these Hmits are
enforced and monifored:

Has a Compliance Officer been designated?

Does the Compliance Officer fully understand and perform the duties and
responsibilities of this position?

Are Independent Reviews, to monitor and maintain an adequate compliance
Program, conducted at least annually by a qualified party?

Applicable for Money Transfers through BDO Remit:

YES

YES

NO

NO

SAR-MSBs

Does the Compliance Officer {(or their designee) review daily transaction activity
to look for structuring and to ensure that SAR Incident Report is sent to BDO
Remit for further investigation?

Have SAR Incident Reports been sent to BDO Remit?
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YES NO

YES NO

YES NO
YES NO
YES NO

If NO, why not:

Are copies of filed SAR Incident Reports and supporting documentation
maintained in a secure location?

Are copies of SAR Incident Reports and supporting documentation
mainfained for 5 years?

Does the Compliance Officer (or their designee) review daily activity to look for
transactions that in individual or multiple transactions may require the filing of
CTRs?

Are copies of supporting documentation for transactions requiring CTR filing
maintained in a secure location?

Are copies of the CTR supporting documentation maintained for 5 years?

BSA Compliance forms

YES NO
YES NO
YES NO
YES NO
YES NO
YES NO
YES NO
YES NO
YES NO

Does the Compliance Officer {or their designee) periodically review the Payment
Instructions for accuracy and completeness?

Are BSA Compliance Forms properly completed and the necessary ldentification
documents maintained for transfers of $2,000 or more {$1,000 or more for State
of Arizona)?

Are the BSA Compliance Forms and ldentification documents kept in a secure
tocation and maintained for 5 years?

Customer ldentification

Does the Compliance Officer (or their designee) periodically review the Money
Transfer Logs and/or the BSA Compliance Forms and supporting identification
documents to ensure that the identification policy and procedures are being
followed?

Is valid, government issued photo identification, being recorded for money
transfers up to $1,999.997

Is valid, government issued, photo identification, being recorded and photocopied
for money transfers of $2,000 or more ($1,000 or more for State of Arizona)?

Is the SSN Card photocopied for cash/currency money transfers of more than
$10,0007

Employee Training
Have all employees involved in providing MSB services received compliance

training from BDO Remit or other third party providers?
i YES, how often?

Does training include reading BDO Remit's Anti-money laundering / counter
terrorist financing Compliance Manual for Agerits?
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If NG, why not:

YES NG Are training records documented?

YES MNO {s training material thorough and current?
Briefly describe the conlent:

YES NO Do employees fully understand compliance policies and procedures?

YES NO Are employees adequately frained to identify potentially suspicious activity,
including structuring?

YES NO is testing conducted to validate the employees’ undersianding of compliance?
Briefly describe the content and process:

YES MNO Does the MSB conduct annual emnployee refresher compliance training?

Data Review
in order to verify that {ransactions have been properly identified for recordkeeping and reporting
requirements, the Independent Reviewer may choose to conduct a random test of a sample of

transactions.

If a data review was conducted, briefly describe the results of the review and analysis;

Additional Comments (ali unacceptable areas must be addressed):

Certification of Independent Review

I have completed an independent review of the compliance program of
{name of business}. Among other
things, this review focused on the requirements of the USA PATRIOT Act and the Bank Secrecy Act. The
results of my review are that [ find this entity's anti-money laundering / counter terrorist financing
compliance program 1o be;

Acceptable:
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Acceptable, but recommend the following enhancements:

Unacceptabie for the following reasons:

Signature of the person conducting the review,

Reviewer's Name:

Reviewer's Tille:

Reviewer's Company:

Date of Review:




