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NEW YORK STATE BANKING DEPARTMENT 

LICENSED FINANCIAL SERVICES DIVISION 

 One State Street 

New York, NY  10004-1511 

 
INSTRUCTION SHEET - FOR A 

TRANSMITTER OF MONEY LICENSE 
 
Instructions for preparing and filing an application pursuant to the provisions of Article XIII-B of the 
New York State Banking Law. 
 

There is a separate application that accompanies these instructions which must also be 

downloaded from the website.  

 
I. GENERAL APPLICATION PROCEDURES:  

 
1. The application for a license shall be made upon forms issued by the Superintendent of 

Banks of the State of New York. The application forms are available on the Banking 
Department website www.banking.state.ny.us . 

 
2. The application form, individual questionnaires and other related forms shall be filed in under 

oath. 
 
3. A separate application form is required for each new (de novo) operation or change of control 

of an existing licensee seeking to conduct business under the provisions of Article XIII-B. 
 

4. All forms are to be printed or typed and fully completed. Type "none" or "not applicable" 
where appropriate.  If additional space is required to respond, prepare and annex a signed 
rider. 

  
5. Full names and addresses must be given, including Zip Codes and Counties, where 

requested. 

 
6. The completed application shall be submitted, and shall be accompanied by a check made 

payable to the Superintendent of Banks in the amount of $3,000 to cover a non-refundable 
investigation fee. The completed application should be submitted to the Licensed Financial 
Services Division at the above address 

  
Application Processing 
 
Upon receipt, each application is reviewed by the Licensed Financial Services Division (LFSD) to 
determine if it is substantially complete. Following this review, details of every substantially complete 
application are published in Section I of the Department’s Weekly Bulletin. Applicants/licensees 
submitting incomplete applications will receive written notification of the reason(s) their application 
was found to be incomplete and an itemized list of its deficiencies. In cases where the application 

deficiencies are too extreme, the entire application package will be returned to the applicant.  
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Required Documentation Chart 

 

The contained documentation chart identifies the required information needed for a money 

transmitter application. 
 
The chart is not all inclusive as the Superintendent may require additional information deemed 
necessary to adequately assess the applicant fairly and efficiently within the intent of Article XIII-B of 
the Banking Law. 
 

REQUIRED DOCUMENTATION CHART FOR A MONEY TRANSMITTER APPLICATION* 
 
 Application Information Required    

A Corporate Matters X 

B History and Business X 

C Principal Officers, Directors and Equity Owners X 

D Operations X 

E Legal Proceedings X 

F Financial Statement X 

G Pro Forma Financial Statements X 

H Required Affidavits X 

I Anti-Money Laundering X 

J Deposit or Surety Bond Requirement X 

K Miscellaneous Items X 

L Fingerprints (see Fingerprinting Procedures) X 

M Background Investigation Report(s) X 

N FinCEN Registration X 

 
*Applicants submitting a change of control application need not resubmit information already on file 
but may incorporate it by reference. Please note that previously filed information may be out-dated, 
the Department therefore may ask that this information be re-filed. 
 
Note: If any required information is not submitted, a separate Request for Waiver under Supervisory 
Procedure CB 117 must be submitted, please be aware that any waiver request must include an 
acceptable substitute for the required information. 
 

II. CONTENTS: 

  

The application should include, in addition to the information called for on the front page, the 

following information and documents, which should be attached to the front page:  
 

A.  Information Regarding Corporate Matters 
 

1. Provide the applicant's name, address, federal Taxpayer Identification Number, 

date and place of incorporation. Attach a copy of applicant's Articles of 

Incorporation as amended to the date of the filing of the application, certified by 

the agency of the domiciliary jurisdiction and a copy of the By-Laws, certified 

as current and accurate by the corporate secretary.  
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(a)  If the applicant is a corporation organized under New York Law, the 

copy of the Certificate of Incorporation should be certified by the 

Secretary of State of New York. 

 

(b)  Foreign corporations must submit copy of Application for Authority and 

Foreign Bid Certificate certified by the Secretary of State of New York 

as proof of their qualification to do business in this State. 

 

(c)  If the application is executed outside of New York State, County Clerk's 

Certificate authenticating signatures of notaries taking 

acknowledgments must be affixed to such application.  

 

2. Provide the mailing address, telephone number and facsimile telephone 

number for: (a) the applicant's head office, (b) the name and title of the 

individual to whom all communications from the Banking Department should be 

addressed, (c) the name and title of the individual to whom all consumer 

inquiries and complaints should be addressed, (d) the office where applicant's 

books and records are kept, (e) each branch office of the applicant in this State 

and (f) each subsidiary or affiliated company engaged in the business of selling 

or issuing travelers checks, or money orders or of receiving money for 

transmission or transmitting money.  
 

3. In the case of any person who has made a commitment to extend credit to the 

applicant and such commitment is outstanding, identify such person and 

describe the terms of the commitment.  

 

B.  Information Regarding History and Business 
 

1.  Summarize the history of the applicant.  
 

2.  Describe the business of the applicant. If the applicant has been or is now 

engaged in the transmission business without first obtaining a license from the 

Superintendent, provide details as to the length of time engaged in such 

business, amount of funds transmitted, and reason for not obtaining a license.  
 
3.  Explain reason or reasons why applicant wishes to engage in the transmission 

business.  
 
4.  List the jurisdictions both domestic and foreign in which the applicant is 

engaged in the business of selling or issuing travelers checks, or money orders 

or of receiving money for transmission or transmitting money, specifying the 

jurisdictions in which applicant is licensed and the amount of bond or deposit 

furnished in each jurisdiction in which applicant is licensed. Has any jurisdiction 

in which applicant has applied for a license to transmit money not issued a 

license, and for what reason? Has applicant's license in any state been 

revoked, suspended or its renewal refused?  
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5.  Describe the business of applicant (if any) other than transmitting money and 

describe the business of each subsidiary or affiliated company of the applicant. 
 
6.  List the jurisdictions both domestic and foreign in which each subsidiary or 

affiliated company of the applicant is engaged in the business of selling or 

issuing travelers checks, or money orders or of receiving money for 

transmission or transmitting money, specifying the jurisdictions in which each 

subsidiary or affiliated company is licensed and the amount of bond or deposit 

furnished in each jurisdiction in which each subsidiary or affiliated company is 

licensed. Has any jurisdiction in which each subsidiary or affiliated company 

has applied for a license to transmit money not issued a license, and for what 
reason? Has such subsidiary’s or affiliated company’s license in any 

jurisdiction been revoked, suspended or its renewal refused?  
 

7.  List bank references including all domestic and foreign clearing banks.  
 

C.  Information Regarding Principal Officers, Directors and 10% Equity Security Owners 
 

1.  Describe the amount and type of equity securities of the applicant owned by 
each director, principal officer and/or 10% equity security owner. Complete a 
sworn statement of ownership form for the applicant.  

 
2.  Provide a list showing, with respect to each natural person who is a director, 

principal officer or 10% equity security owner:  
 

(a) name, (b) citizenship, (c) title of each position held with applicant, (d) title of 
each position held with each subsidiary and affiliated company engaged in the 
business of selling or issuing travelers checks, or money orders or of receiving 
money for transmission or transmitting money, (d) social security number or 
alien identification number as applicable and (e) business and residential 
address.  

 
3.  In the case of each 10% equity security owner who is a natural person, and in 

the case of each director and principal officer, describe all material 
occupations, positions, offices or employment during the preceding 15 years, 
providing the starting and ending dates of each and the name and address and 
principal activities of any business, corporation or other entity in which each 
occupation, position, office or employment was carried on, including a 
statement as to whether within such period he has been discharged from such 
occupation, position, office or employment and, if so, for what reason.  

 
4.  In the case of any person other than a natural person who directly or indirectly 

owns 10% or more of the equity securities of the applicant, provide the name, 
address, date and place of incorporation of any such person. It is suggested 
that the applicant include an organization chart to show the beneficial 
ownership relationship between the parties.  
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5.  Describe the amount and type of equity securities of applicant owned by any 
such person or the person's associates, either directly or indirectly through the 
ownership of another entity.  
 

6.  Has any director, principal officer or 10% equity security owner who is a natural 
person or any person other than a natural person who directly or indirectly 
owns 10% or more of the equity securities of the applicant, ever applied for a 
license in this State or any other jurisdiction to engage in the business of 
transmitting money, and was a license granted? Was such license ever 
suspended, revoked or its renewal refused?  

 

7. The exhibits marked Questionnaire and Litigation Affidavit in the enclosed 

material must be completed in the case of each 10% equity security owner 

who is a natural person and in the case of each director or principal officer 

whether or not he is a shareholder.  
 

D.  Information Regarding Operations 
 

1.  List the jurisdictions in which the applicant proposes to operate and if 
applicable the locations in other countries to which the applicant proposes to 
transmit money to.  Please include other money transmitters routinely used to 
facilitate transactions.   
 

2.  Describe in detail the proposed mode of operation for conducting the 
transmission business. This description should include information on the 
staffing and internal organization of applicant, its systems and procedures and 
all banking arrangements. Include letters from bank compliance officers that 
the bank is aware that the applicant accounts are being used to facilitate 
money transmission. 

 
 Where the application involves a Change of Control the bank letter(s) should 

confirm that each clearing bank is aware of the Change of Control and include 
a statement that the clearing arrangements will be maintained for the new 
owners. 

 
3.  Provide a specimen form of any travelers check, money order, other check, 

draft or other instrument or order for the payment or transmission of money the 
applicant plans to issue, sell or originate in this State. In addition, provide a 
specimen form of the receipt or other evidence of acceptance of money the 
applicant intends to provide the payor.  
 

4.  Each applicant must submit a written description of the applicant's general 
procedures by which it intends to enter into agency contracts to engage in 
money transmission in this State. This description must include the applicant's 
policies and procedures and other details regarding the following matters:  

 
(a)  A brief summary of the proposed money transmission activities to be 

engaged in by the agents and a description of how money is to be 
transferred to the beneficiaries and an undertaking by the applicant to be 
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liable as a maker with respect to each instrument for the transmission or 
payment of money which is sold in this state by it directly or indirectly 
through an agent; and  

 
(b)  The number of agents in this State and other jurisdictions by jurisdiction of 

origination and monthly sales volume in dollars and units sold for travelers 
checks, money orders and all other transmission instruments projected to 
be sold during the initial two years of operation in this State; and  

 
(c)  The procedures for agent selection including the method of ascertaining 

the agent's credit standing; and  
 
(d)  The procedures that agents shall follow relating to:  

 
(i) Recordkeeping;  

 
(ii)  Safeguarding travelers checks, money orders and all other 

instruments or orders for the transmission or payment of money;  
 

(iii) Remittance of proceeds of sales of travelers checks, money 

orders and all other instruments or orders for transmission or for 

payment of money sold to the public (i.e., time within which such 

proceeds are required to be remitted to the applicant and 

remittance procedures); 
 

(iv)  Reporting procedures to be followed by agents when reporting to 

the applicant the sale of travelers checks, money orders and all 

other instruments or orders for the transmission or payment of 

money sold to the public including but not limited to the time within 

which such sales are to be reported to the applicant, and 

procedures for reporting such sales; and  
 

(e)  Copies of any documentation which the applicant will require its agents to 
furnish the public in connection with the money transmission activities 
including but not limited to samples of travelers checks, money orders and 
all other instruments or orders for the transmission or payment of money 
sold, including forms and receipts; and  

 
(f)  Procedures for distributing policies and procedures pertaining to agents 

and applicant's program to assure agent's compliance; and  
 
(g)  Compensation arrangement with agent; and  
 
(h)  Bonding and insurance of agents; and  
 
(i)  The applicant's policy relating to loans to and investment in agents except 

loans and investments made by a regulated financial institution in the 
ordinary course of its business; and  
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(j)  In the case of money transmissions other than by sale of money orders 

and travelers checks, the names and addresses of correspondents and/or 
related parties which will be used to make delivery of money to 
beneficiaries within this country or abroad; and indicate whether the 
correspondent and/or related party possesses a license to distribute the 
transmissions in their home country.  

 
5. A listing in alphabetical order of its agents in this State showing their full names 

and addresses and applicant assigned identification number if any grouped by 
the category of transmission activity the applicant expects to authorize the 
agent to conduct on its behalf; and  
 

6. A specimen copy of the proposed agency contract between the applicant and 
its agents including all attachments and supplements. 

 

E.  Information Regarding Legal Proceedings.  
 

1. Describe (a) any criminal action brought against the applicant, (b) any civil 
action brought against the applicant (excluding any civil action in which the 
amount in controversy was less than $25,000, or which terminated more than 
15 years previously), any proceeding brought to declare the applicant bankrupt 
and the disposition of such action or proceeding.  

 
2. Describe (a) any criminal action brought against any director, principal officer 

or 10% equity security owner, (b) any civil action brought against any director, 
principal officer or 10% equity security owner, (excluding any civil action in 
which the amount in controversy was less than $25,000, or which terminated 
more than 15 years previously), (c) any proceeding brought to declare any 
director, principal officer or 10% equity security owner, bankrupt and the 
disposition of such action or proceeding.  

 
F. Information Regarding Financial Statements 

 
1. Provide audited financial statements for the applicant for the two fiscal years of 

operation preceding application, prepared by an independent certified public 
accountant. If applicant’s fiscal year ends more than 60 days prior to date of 
application, a supplemental financial  statement for a period ending not more 
than 60 days prior to date of application (which may be prepared by applicant). 
Such financial statements should include a balance sheet, profit and loss 
statement, and a statement of retained earnings. Where applicant has wholly 
owned subsidiaries, financial statements for applicant alone as well as 
consolidated financial statements should be filed.  

 
2. Complete the enclosed personal financial statement for each director, principal 

officer or 10% equity security owner of the applicant. A different format may be 
used provided that it contains similar information, but in either case the 
statement must be dated and certified as complete and correct by the party 
submitting it.  
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3. Provide audited financial statements for the most recent two fiscal years of any 

company which directly or indirectly owns 10% or more of the equity securities 
of the applicant. Such financial statements should include a balance sheet, 
profit and loss statement, and a statement of retained earnings.  Any exhibited 
losses should be explained and a projected date for the return to or achieving 
profitability should be included.  

 
4. Provide an affidavit that the applicant will comply with Section 651 of the 

Banking Law as related to the maintenance of permissible investments. 
 

G. Information Regarding Pro Forma Financial Statements 
 

1. For all applicants provide projections for the two years of operation in New 
York, to include quarterly receipts and the expected number of transmissions. 
Include the assumptions used in making the projections.  

 
2. Provide a pro forma balance sheet and profit and loss statement include 

retained earnings for the business as of the close of each of the first two years 
of operation. Include the assumptions used in making the projections. Any 
projected losses should be explained and an estimate of time to achieve 
profitability should be given. 

 

H. Required Affidavits 
 

The applicant is required to submit various affidavits with the application.  Please refer 
to our website www.banking.state.ny.us for Industry Letters and for guidance.  All of 
the described affidavits must be signed by a senior official of the applicant and be 
properly notarized. 
 
1. An affidavit that the applicant will abide with the industry guidance letters issued 
October 2, 2001 and October 9, 2001 by Banking Department Superintendent 
McCaul, regarding the freezing of assets that support terrorism.  

 
2. An affidavit that the applicant will comply with the privacy provisions of the 

Gramm-Leach-Bliley Act, per the Industry Letter of October 29, 2001.  

 

3. An affidavit that the business location of the applicant is properly zoned for 

commercial use.  There is no specific Industry Letter concerning this, however the 

affidavit is required pursuant to a longstanding Banking Department policy. 

 

I. Anti-Money Laundering (AML) 
 

Part 416 of the Superintendent’s Regulations discusses AML requirements for Money 
Transmitter applicants.  This is available on the Banking Department website by 
accessing NY Codes, Rules and Regulations. 
 
All applicants are advised to read and comply with all the requirements of Part 416, 
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each applicant should demonstrate an anti-money laundering program that complies 
with applicable federal anti-money laundering laws. Notwithstanding other 
requirements the AML program should incorporate transaction screening and filtering, 
proper and on-going AML training for staff and the designation of a person 
responsible for day to day compliance.  

 
J. Deposit or Surety Bond Requirement 
 

Indicate how the applicant proposes to comply with Section 643 of the Banking Law, 

including the general manner and the proposed amount of the deposit.  
 

K.  Miscellaneous 
 

1. All parts of the application, including documents submitted with the application, 
must be in the English language or complete and accurate translations must 
be provided. 

  
2. Financial statements of foreign owned applicants must be presented both in 

the applicable foreign currency and in United States dollars, and the date and 
basis of conversion must be stated. 

  

3. Name, address, telephone number and facsimile telephone number of 

applicant's counsel and independent certified public accountant is to be 

provided. 

 
 L. Fingerprint Procedure (Rev: 08/10) 
 

Every applicable partner, officer, director, stockholder, and owner of an applicant or, 

for a change of control, all individuals not currently employed by a licensee, must 

follow the “Fingerprinting Procedures” posted on our website. If you have any 

questions concerning this procedure, please contact the Department at (212) 709-

5511. 
 

 

M. Background Investigation Reports 

 

In connection with your application, an investigative background report is required. It 

is the responsibility of the applicant and its principals (officers, directors, stockholders 

holding ten percent or more of outstanding stock, partners or individuals, as 

applicable), to order such reports at their own expense from an independent licensed 

private investigation company.  
 

For a change of control application a previously submitted background report for an 
existing licensee over three years old will require a new background report(s) for the 
change of control application. 
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Please note that all background investigation reports must be provided directly 

to the Banking Department by the private investigation company.  These reports 

should be ordered early since they may take almost 8 weeks to be completed 

and delivered to the Department. Failure to promptly order the reports may 

delay application processing.    

 

These reports should be sent to:  
 

New York State Banking Department 

Licensed Financial Services Division 

One State Street 

New York, NY 10004-1511 

 
The following listing relative to such background reports specifies all requirements 

and must be submitted as part of the application process.  
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New York State Banking Department Required 

 Background Investigation Information  

 
No background report will be considered complete unless all the information requested below is 

included in the investigation report.  
 

1.  Comprehensive credit report/history (include the actual report as well as summary).  

 

2A*.  Civil Court and Bankruptcy Court records for the past 10 years.  

 

2B*.  Criminal records (felonies, misdemeanors and violations).  

 

*Include federal, state and local courts. Such reports shall contain, at a minimum, 

court data from courts located in counties in which the applicant both worked and 

resided and all counties contiguous to those counties.  

 

3.  Education records.  

 
4.  Employment history.  
 
5.  Personal and professional references (at least three of each, excluding relatives), 

which must be furnished in writing.  
 
6.  Media history, if applicable (including electronic search of national and local 

newspapers, wire services and business publications).  
 
7.  Regulatory history, if applicable (HUD, FREDDIE MAC, State Regulators, OCC, 

NASD, etc.). 

  

8.  Department of Motor Vehicle records.  
 
9.  All judgments and liens filed with the county clerk (within the past ten years). Such 

reports shall contain, at a minimum, information on judgments and liens filed with 

the county clerk in counties where the applicant worked and resided and all counties 

contiguous to those counties.  
 
10.  Licenses granted by any governmental agency or judicial body. (Indicate if they are 

still in good standing.)  
 
11.  Listing of all credit relationships by the applicant such as revolving credit and 

established credit facilities. Indicate any credit extensions, including loans, on which 

the applicant is in default (more than 90 days past due).  
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N. FinCEN Registration – The applicant is required to submit evidence that it has 
registered with FinCEN as a Money Service Business. A copy of FinCEN’s 
confirmation or acknowledgement letter will be sufficient. To register with FinCEN go 
to www.fincen.org. 

 
III. ENCLOSURES:  

 

A.  Questionnaire  
 

B.  Certification - Background Report  
 

C.  Statement of Ownership  
 

D.  Financial Statement 
  

E.  Litigation Affidavit  
 

F.  Surety Bond - New York Instruments  
 

G.  Surety Bond - New York Traveler's Checks  
 

H. Depository Agreement  
 

I. Taxpayer Identification Form (E.I.N.)  
 
IV. APPLICABLE LAWS AND REGULATIONS 

 
1. Article XIII-B of the New York State Banking Law as applicable to Transmitters of Money 

and Article XIII-C of the New York State Banking Law as relevant to the State Transmitter 
of Money Insurance Fund are available by accessing the Banking Department website 
www.banking.state.ny.us by accessing “Laws, Regulations and Interpretations” prompt; 
select “Consolidated Laws”; select “BNK Banking”. Scroll down and select the specific 
Article. 

 
2. Part 406 of the Superintendent’s Regulations, specific to Money Transmitters, Part 416 of 

the Superintendent’s Regulations specific to Anti-Money Laundering Programs for Money 
Transmitter applicants and Part 300 of the Superintendent’s Regulations regarding the 
Reporting of Crimes Against Banking Institutions, Mysterious Disappearances and 
Misconduct are also available by accessing  Banking Department’s website via the “NY 
Codes, Rules and Regulations” prompt. Select “NYCRR”, scroll down and select “Title 3. 
Banking Department” and continue to the weblinks. Select “Chapter III Superintendent’s 
Regulations”, and continue to “Subchapter B Non-Banking Organizations”.  Select Part 
300, Part 406 or Part 416 as needed to access all sections of the respective regulations.  

 
 

V. GENERAL ASSESSMENT CHARGES 
 
Once licensed, a money transmitter will be charged an annual general assessment fee. This 
assessment consolidates all Banking Department operating costs and is payable in four 
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installments.  Please see the Department’s website under Industry Letters to review the latest 
Assessment Calculator Charts, to determine costs and factors relevant to Money Transmitters and 
to approximate your assessment amount.  
 
Filed Applications 

 
Please note no application will be published in the Banking Department’s weekly Bulletin 

until all information and documents required by all applicable laws and regulations as 

determined by the Superintendent are received and evaluated by Banking Department staff.  

If you have questions concerning the preparation and filing of an application, please contact 

the Licensed Financial Services Division at (212) 709-5494 or 3853.  

 


