XD Hisac

Form Completion Guide

Certificate of Balance / Interest / Statement / Cheque Copy /History Report Request Form (For Non-Personal Customer)

The Form serves as a convenient and efficient way for your to request specific financial documents and information. Through the form,
you can request essential documents like 1) Statements, 2) Certificate of balance, 3) Certificate of interest, 4) Paid cheque
copies and 5) Saving and Current accounts transaction details for your business need on recordkeeping, verification, or
transaction reconciliation. Please note that each form is for 1 company ONLY. If you wish to apply document(s) for different companies,
please submit an additional form.

Before proceeding, please read the reminders and tips provided in this Completion Guide.

e The Bank only provides records within 7 years.

e Primary and Secondary User(s) can view and download up to 7 years of eStatements of eligible accounts by using Business
Internet Banking or HSBC HK Business Express mobile app for free.

e Business Internet Banking Primary User can visit www.business.hsbc.com.hk, scroll down to ‘Quick Links’ > 'Form Download
Centre’ > 'e-Form’ to select and submit the respective form faster, simpler and more efficient.

Tips for the Form Button

Add &0 Click this button to provide more than one request

Remove @ﬁ Click this button to delete the request as required

Save =z Click this button to save your progress at any point and you can return to it later.

Validate #ZE Click this button when you finish your input for validation. QR code(s) will be generated.

Amend T C|IC|<' this button if you [weed to amend any information after validation. When you finish, please click the
‘Validate’ button again.

Print ;uﬂ] Click this button to print the Form. Please also print all the QR code(s) and send to us with the Form. Once you
clicked this button, you will not be able to make any amendment on the form.

PUBLIC



XD Hisac

5 steps to completing the Form

Enter your business Select your request
information a. Details of Request
b. Collection Method

c. Handling Charge

g285|) Enter your business information

Revise the

information

Validate and print

A

Sign and submit

Details of Account F A& #
Account Name F OB

Please enter the Full Account Name that is currently held by the Bank.
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|6?> Select your request

e

a. Details of Request

Click to select the applicable choice(s). Where applicable, you may select multiple document types as you need. Relevant
instruction types will be displayed according to your selection.
Details of Request i E&E#

v Statement / Report 4528 / #28%

Savings Account History Report f# & fF ik 4d i )
Savings Consolidation Statement (for Passbook Net Back Item) A&7 min &4 (EANEFR) For Debit Interest Statement, please note that

pecount Setement FAER /. only the 2 MOST RECENT Debit Interest Cycles
Debit Interest Statement (for Business Integrated Account) B FI S A% (BERAREEEEFO) are available.

HSBC Global Wallet composite statement 4R & 452 - ERREREEE
Commercial Cards — Individual Statement/ Consolidated Statement B¥ - &8 / fREKE
Paid Cheque X =
Certificate of Balance Fk & 548 B E
Certificate of Interest K| 2B E
Saving and Current Accounts Transaction Details 5% B £ 5 B O 193 5 &2 6%
Other HAtb

For each document type, you are required to provide Account Number and will need to make further choices and inputs:

AN
Statement/ Report/ Certificate of Interest (Credit Interest only) - 'Period’ (DD/MM/YYYY)

Paid Cheque - ‘Transaction Date’ (DD/MM/YYYY), ‘Cheque Currency’, ‘Amount’ and ‘Cheque Number’

Saving and Current Accounts Transaction Details - ‘Currency’, ‘"Amount’, ‘Date’(DD/MM/YYYY) and ‘Type:

Certificate of Balance - 'Specific Date’ (DD/MM/YYYY)
%
2 Withdrawal/ Deposit’

Other - If you wish to apply for a transaction record/ report/ advice that is not available in the provided choice(s),
I N please select ‘Other’ and provide the ‘Account number’, ‘Description of Document Requested’, ‘Transaction Date'/
'Period” and ‘Amount’, any information where applicable. Please note that acceptance of the required
document(s) is at the Bank’s sole discretion.
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b. Collection Method

Please select ONLY 1 Collection Method in this section. Please note that Credit card statement or Document(s)
required to be inputted to the ‘Other’ box can only be
sent to the Correspondence address of the account
by Ordinary Mail.

Collection Method 8BV A5 =

() Send to the email address that the applicantfompany subscribed for “eStatement and eAdvice” Service (Not applicable
for Commercial Cards Statement and ‘Othgfs’ items) BAZERBFARICERL [BEFHEREFBEANE | RBNSE (R
BRARBRFEERAMIEE)

(O Mail to the correspondence address of the above applicant’s account number & £l B 55 F O fy @A hE
(O Mail to the following address & 1F LA T it fik
(O Collect by the following authorised person B A T2 H#E A $BHL

N

'}{' Send to email address The document(s) will be sent to the email address that your company has
subscribed for the “eStatement and eAdvice” Service.

M Mail to the Mail to the corresponding address of the specific account(s) by Ordinary Mail / Courier
correspondence address (with extra charge).
<>~ Mail to the following Only applicable to institutions that require the Bank to directly mail the documents to
M address them. You may state the name of the institution and provide the address in the form.
O Collect by authorised Authorised person needs to go to the selected branch to collect the required
person document(s) with the Identification Document provided in the form.

Please refer the notes in the form for more details.
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c. Handling Charge

Please select ONLY 1 Debit Method in this section.

Handling Charge &% For Business Integrated Account, the service
Not applicable to Debit Interest Statement request : . .
I AR S 12 B T B charge will be delblt.ed frc?nj the HKD savings
/'— account. If there is insufficient balance, the Bank
Debit Method 2 BUA = ) will debit the service charge from other accounts
(O Please debit my / our account number ”~ .
SrmAA (%) WEO 0 FORES : under the same Business Integrated Account.

() Cheque &2 (applicable for instruction submitted by post / via
branch but not applicable for commercial card statement request

BRARURS BB TEXNERETERNEEFHEENSRE)
() Cash B & (applicable for instruction submitted via branch ELR A&

BATEZWET) I Only for Commercial Card statement request. I
(OPlease debit my / our Commercial Card number #XBAA (5) 1 |

% - FOSRESS ¢ (applicable for commercial cards statement
request only {EBRHREEFEENET)

| 7

(/N Revise the information

If any of the information you provide doesn't match the Warning: JavaScript Window - Invalid Data
requirements shown, you will see tips to help you correct it.
Please follow these tips to revise the information, where
appropriate.

|@. Please input a valid 12-digit account number.
& = EHE2M T FORE.
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'@ Validate and print

For Bank Use Only R 172

Authorized Signature and

For item Related to Actions Required Branch Chop

Current/ SEE/INV / | For interim statement (ie for transactions performed between the last
IA I BIA Account statement date and the day before the request), submit this form to GSC
via NSC.For statement period on or before the last statement date, input
via Central Retrieval System (CRS).

Savings Account/ | Inputvia Central Retrieval System {CRS)

Please click 'Validate' after you have

Paid Cheque Copy

You will see an error message if any information is missing.
Please check that all the mandatory information has been provided and
then click 'Validate' again.

Warning: JavaScript Window -

'Q Please fill all mandatory fields highlighted in red.
' EIEEAH AT .

Collection Method $HHI

Send to the email address that the applicant company subscribed for “eStatement and eAdvice” Service (Not applicable
for Commercial Cards Statement and 'Others’ items) REERRATEZE [RFEERRTANE] BEORBSL T

EARERFERRRLGAR)

Mailled to the following address B {E LT #hik

® Collect by the following autharised person & U FEERLASIR
——
Mame £

Identification Document Number
LaobLibdi

Collection Branch AR {7

finished entering the information.

When the form is successfully validated, QR
codes will be generated at the end of the
Form.

Warning: JavaScript Window - Message

L]

Successfully validated. R TI#2E .,

You can now click the ‘Print’ button to print the Form or click "Amend’ button to revise any
information. Please note that you will not be able to make any amendment on the form

after clicking the ‘Print’ button. IR FEfRE] 11 FIIE0) #2 7| ENL R85 Fes #i2 FerFig

BIEH. EEE, T HE $HR LR T REIRS (A EEL.

[OF 7Tt T
E=C o)

After validation, ‘Amend’ and ‘Print’ buttons will

Authorized Signature and

Savings Account / Input via Central Retrieval System (CRS)
Paid Cheque Copy

For item Related to Actions Required . . -
Branch Chop become available. You can click the ‘Print’ button to
Current/ SEEINV /| For interim staternent (ie for transactions performed between the last X .
1A/ BIA Account statement date and the day before the raquest), submit this form to GSC pr|nt the form OR click the ‘Amend’ button to make
wia NSC.For statement period on or before the last statement date, input . X i .
via Cenural Retrieval Systm (CRS). change before printing out the form if required.

Please ensure the information provided in the form is

'
correct before clicking 'Print' button. Once you click

the ‘Print’ button, the information can no longer

be changed. Highly recommend you save the
validated form.

PUBLIC




XD Hisac

'@ Sign and submit

Please provide the signature of the Authorised Signature(s) in accordance with the signing instructions recorded in the Bank.

Authorised Signature(s) ZE#HE

Primary User(s) can view the existing
T | physical signing instructions by

/- logging on to Business Internet

Banking and going to ‘Account’ >

sv. ) ‘Business Information’.

X \_/

Signature(s) of the Account to be debited /
Commercial Card (If different from the business
account authorised signature(s))

HERFO/MEFHE (WHEBZEFORERETR)

If the signature(s) on the debit account/ commercial
/_ card differ from the business account signature(s),
) the signature(s) of the account to be debited/
/ commercial card must be provided.
-
X \S_Y/ :

Notes to submit the Form:
1. Please print out and submit all the QR codes generated with the form to the Bank.

2. You can submit the form via mail to "The Hongkong and Shanghai Banking Corporation Limited, P O Box 72677, Kowloon

Central Post Office, Kowloon, Hong Kong".
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