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Bank Reference Letter Application Form(For Non-personal Customer)
銀行證明信申請表 (非個人客戶)
Date (DDMMYYYY) 日期（日／月／年） 
HK WCAS IQA
Notes 注意: 
1. Please click to select where applicable. 請點選適當的地方。
2. The charges for bank reference letter requests are set out in the “Bank reference letter” part under “Request of Report/ Document Copies” section of the Commercial Tariffs, which is available on our public website (https://www.business.hsbc.com.hk/en-gb/regulations/commercial-tariffs). 銀行證明書的費用，請參閱本行網頁內工商金融服務收費簡介中「索取報告/ 文件副本」部分的「銀行證明書」 ( https://www.business.hsbc.com.hk/zh-hk/regulations/commercial-tariffs ) 。
3. Your request will normally be processed within 3 working days (excluding Saturday, Sunday and public holiday) upon receipt of your form. 在一般情況下，本行將在收到你的申請表後三個工作天內（不包括星期六、日及公眾假期）處理你的申請。
4. Please return your completed AND signed form either by 
   (a) online submission, Business Internet Banking users can logon and go to 'Form & Document Submission Centre', and select service type - "Statement / Advice / Document" and form name – “[Request] Bank Reference Letter Application Form (For Business Customer)” upload the scanned copy of the form, or 
   (b) mail to "The Hongkong and Shanghai Banking Corporation Limited, P O Box 72677, Kowloon Central Post Office, Kowloon, Hong Kong".
    請將已填妥並簽署的表格
 （a）網上遞交，商務「網上理財」使用者登入後進入「表格及文件遞交中心」，選擇「服務種類」為「結單／通知書／文件」及「表格名稱」為「[申請]銀行證明信申請表（企業客戶）」，再上傳表格的掃描副本，或
 （b）寄回九龍中央郵政局郵政信箱72677號「香港上海滙豐銀行有限公司」收。 
Applicant Company Information 申請公司資料
Account’s Name 戶口名稱
Account Number 戶口號碼
Registered / Incorporation Document 登記 / 註冊文件
Number 號碼：
Notes 注意:
•  For limited companies registered in Hong Kong, please select “Certificate of Incorporation in Hong Kong” and provide the number of Certificate. 香港註冊的有限公司，請選擇「香港公司註冊證書」並提供註冊證書號碼。
•  For sole proprietorship and partnership, please select “Business Registration Certificate” and provide the number of the Certificate. 獨資經營及合夥經營商號，請選擇「商業登記証」並提供登記証號碼。
•  For overseas companies or other entities, please select “Other” and specify the document type and number. 海外註冊公司或其他機構，請選擇「其他」並注明文件種類及號碼。
Addressee 抬頭
Purpose for Application (If there are any special requests, please fill in below “Information Required Section”)  申請原因 (如有特別要求, 請填寫下方「所需資料部分」)
Details of the Beneficiary  獲支持/協助人士資料
Title 稱謂
Name 名稱
Relationship 關係
Tender Name 投標名稱
Tender No.投標編號
Information Required (More than one can be selected) 所需資料 (可選擇多於一項)
Note 注意:  Acceptance of Information Required is subject to the Bank's final decision. 本行保留接受所需資料的最終決定權。
Bank Reference Letter Language and Copies Required (More than one can be selected) 銀行證明信所需語言及副本數目 (可選擇多於一項)
Number of Additional Copies Required 所需額外副本數目
Language Required 所需語言
Name 姓名
Identification Document Number 身份證明文件號碼
Collection Branch 領取分行
Address 地址
Country/Region 國家/地區
Postal Code 郵區編號
If 3 or 4 is selected, please select Mailing Method 如選擇3或4, 請選擇郵寄方法
Mailing Method 郵寄方法
If courier is selected, please input recipient’s contact number 如選擇速遞, 請填寫收件人聯絡電話
Postal Code 郵區編號
?
If no postal code available, please fill in ‘00000’ for this field. 如未能提供郵區編號，請於此欄填寫「00000」。
Note 注意: 
To receive the required document(s) by email, you must be a registered user of our eStatement and eAdvice Service. You can register for eStatement and eAdvice Service through ‘My HSBC’ > ‘Admin Tools’ > ‘eStatement and eAdvice settings’ after log in to Business Internet Banking.  If you have already registered for the Service, you can also review and update your registered email address via Business Internet Banking. 如選擇透過電郵收取所需文件，你必需已登記為電子結單及電子通知書服務使用者。你可於登入商務「網上理財」後，進入「我的滙豐」> 「管理工具」> 「電子結單和電子通知書設置」以登記電子結單及電子通知書服務。如你已登記此服務，你亦可透過商務「網上理財」查閱及更新你已登記的電郵地址。
Note 注意: 
Primary Users of Business Internet Banking can check the corresponding address of your account in Business Internet Banking directly, please go to “My HSBC” > “Admin Tools” > “Update Business Information” > “Contact Information” > “Apply the new address to” > click the “pull down” icon of the account number. To update, please complete the “New Address Detail” section and submit accordingly. 商務網上理財主要使用者可直接在商務網上理財查閱你的戶口通訊地址記錄，請前住「我的HSBC」>「戶口管理」>「更新商業資料」>「更新聯絡資料」>「設立新地址為」> 點擊戶口號碼的「下拉」圖標。如需更新地址，請填妥「新地址資料」欄並提交。
Please debit the Company’s account 請扣除本公司戶口
Account Number 戶口號碼
For business integrated account, the service charge will be debited from the HKD savings account. If there is insufficient balance, the Bank will debit the service charge from other accounts under the same business integrated account. 
如屬商業綜合戶口, 有關服務費將由港元儲蓄戶口中扣除。如戶口沒有足夠結餘, 本行將從同一商業綜合戶口內的其他戶口扣除服務費。
Signature of Authorised Signor 授權簽名人簽署
Signature of Recipient 收件人簽署 
I hereby acknowledge receipt of the above Bank Reference Letter.  本人茲收到上述的銀行證明信。
ID  checked
For Third Party Collection
S.V.
Branch/Department Chop
Handled by
Remarks
Signature
Signature Code
Prepared by
Signature Code
Signature
Please submit ALL the QR codes with the Form to the Bank. 請將所有二維碼連同表格提交給銀行。
The below automatically generated QR code should be kept unaltered and unmarked.  下方自動產生的二維碼需保持原樣及沒有被標記。
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