NGAN HANG THUONG MAI CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM
SAl GON THUONG TiN Poc Lap — Ty Do — Hanh Phlc

S64434/2006/QD-TTTM Tp, HO Chi Minh, ngay~0thang 12 ndm 2006

QUYET PINH
V/v ban hanh BO QUY TRINH NHAP KHAU.

TONG GIAM POC NGAN HANG TMCP SA! GON THUONG TIN
Can cur Gidy phép s6 006/NH-GP ngay 05/12/1991 cia Théng dbc Ngan hang Nha nudc Viét Nam va Gidy
phép $6 005/GP-UB ngay 03/01/1992 ctia UBND Thanh phd HS Chi Minh v/v cho phép Ngéan hang Sai Gon
Thuong Tin thanh 1dp va hoat dong,
Gan ¢l quyét dinh sé 575/QB-NHNN ngay 30/3/2006 cia Théng déc NHNN Viét Nam v/v chuén y viéc bo
nhiém chire danh Téng giam déc Ngan hang Sai Gon Thuong Tin;
X6t nhu cau thiét Iap quy trinh nghiép vu toan hé théng:
QUYET DINH
Biéu 1. Nay ban hanh kém theo quyét dinh nay BO QUY TRINH NHAP'KHAU MA SO: TTTM/QTNK-01
Didu 2. Quyédt dinh nay co hiéu lyc ké tir ngay 01/03/2007

Didu 3. Giao Phong TTTM co trach nhiém phd bién va hudng din thuc hién Quy trinh nay trong toar hé théng.

Didu 4. Giao cho cac Phong Ban nghiép vu Hoi-S&, S& Giao Dich/Chi Nhanh dong gop y kién d& hoan chinh Quy
trinh.

Diéu 5. Cac Ong/Ba Pho Téng giam dbc, Giam dbéc Khéi, Giam dbc Trung tam, Trwdng phong nghiép vu Ngan
hang, Giam déc S& giao dich/Chi.nhanh cé trach nhiém thi hanh quyét dinh nay.

Noinhan:

hhe dgidu 5 °dé thi hanh”

Sac kinh gdv
TI/HDGT, dng Trudng BKS “dé kinh tudng”
Leu van thu
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I. MuC BICH

Nh3m hé th8ng héa, ddm bao chét lugng, tranh dugc sai s6t va rit ngén thdi gian thuc hién cac nghiép
vu thanh toan qudc t& nhap khdu tir Hdi s& d8n Chi nhanh, hudng d&n muc dich ddm bao kiém soat
dudgc rui ro, xif ly nhanh, chinh xac, tranh trung 13p trén co s& tuan thli ding cac vin ban phap luat v@
Quan ly ngoai hgi, cac quy tic ve thdng 18 qudc t&€ do phdng Thuong mai Qudc t& phat hanh.

Chu#n héa céc thao tac nghiép vu thanh toéan qudc té.

Xay dung tai lidu d20o tao, hudng din, ddm bao thuc hién nghiép vu nhap kh&u th8ng nhit trong toan hé
th8ng Ngan hang.

Cang cu kiém soat ngudi thuc hién, phan dinh rd trach nhiém tirng c4 nhan trong mdi budc thuc hién.

PHAM VI AP DUNG:
Quy trinh ndy dugdc 4p dung tai cac don vi dugc phép hoat ddng thanh toan qudc t8 trong linh virc nhép
kh&u bao gdm Thu tin dung va nhd thu kém chirng tir trén toan hé th8ng Ngan hang.

DINH NGHIA:
Bd quy trinh nhap kh&u: gdm céac so dd hé théng, luu dd t8ng quat, phan dién giai lvu d8, miu bidu,
méu d4u va cac huvdng dén thuc hién lién quan dén toan bd quy trinh tac nghiép c4c san phdm/dich vu
nhap kh&u hién c6 tai Ngan hang TMCP Sai Gon Thuong Tin (hién tai & L/C nhap kh&u va nhd thu nhap
kh&u).
Quy trinh tai Chi nhanh: quy trinh tac nghi&p xUrly hd so nhap kh&u Thanh toan Quéc t& thudc pham vi
chi nhanh, chi nhdnh xir ly va chiu trdch nhiém theo tirng budc ctia quy trinh va cac hudng din lién
quan.
Quy trinh tai Hdi s&: quy trinh tac nghiép xt ly hd so nhap kh&u Thanh toan Qudc t€ thudc pham vi Hdi
sd. Hoi s& xUr ly va chiju trdch nhiém theo tirng budc cla quy trinh va cac hudng dén lién quan.
Quy trinh trong HMXL cia chi nhénh: & quy trinh tac nghiép thudc thdm quy&n xir ly duoc c8p cta chi
nhanh. Do vay, chi nhanh tu xir ly va ty chiu trach nhiém cho toan bd qua trinh thyc hién diing theo tirng
budc cla quy trinh va cac hudng dén lién quan.
Quy trinh vugt HMXL cla chi nhanh: 1 quy trinh tadc nghiép vugt thdm quydn xir ly cda chi nhanh. Chi
nhanh va Hdi s& cling xi¥ ly va chiu trach nhiém qua tirng budc thuc hién clia quy trinh v& cac hudng
dan lién quan.
Han mifc Chi nhanh: 1a t6ng s8 du L/C cla mdt khach hang phéat hanh/ tu chinh LC thudc HMXL Chi
nhanh hodc thuéc HMPQ Chi nhanh ho#c thudc han mirc dugc cdp clia Khach hang hosc ky quy 100%.
Phat hanh/ tu chinh LC trong HMXL Chi nhénh: 1a viéc phat hanh/ tu chinh LC ma tri gia 01 LC phéat
hanh (ho#c tri gid 01 LC sau khi tu chinh) thuéc HMXL chi nh&nh dugc c8p va t8ng s8 du LC (hoic t8ng
s8 du LC sau khi tu chinh) clia khach hang thudéc han mirc Chi nhanh.
Chit ky clia Ban Giam d8c CN 1a chit ky clia Giam d8c chi nhanh (hodc ngudi dugc (y quyén hgp phap).
Chir ky hitu quy8n ciia Khach hang (st dung trong céc miu biéu) 12 chir ky c6 thdm quy@n cla Doanh
nghiép da dugc dang ky tai NH khi m& tai khoan, nhdm muc dich thyuc hién cac giao dich vai NH.
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Iv. CAC CHU VIET TAT SU DUNG TRONG QUY TRINH:
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v

TTQT: thanh toan qudc t&

NVTTQT: Nhan vién thanh toan qudc t& Chi nhanh
CBTD: can bd tin dung Chi nhanh
TP.DVKH: Trudng Phong Dich vu khach hang Chi nhanh
TTV : Thanh toan vién P.TTTM

KSV : Kiém soat vien P.TTTM

KTV : K& toén vién P.TCKT

NHNN: Ngan hang nudc ngoai

NH: ngén hang

NH SGTT: Ngan hang Sai Gon Thuong Tin
BP.TTQT: BS phan thanh toan qudc t& CN
CN : Chi nhanh/SGD

P.TTTM: Phong Tai Trg Thuong Mai

P.KD: Phong Kinh Doanh

P.TCKT: Phong Tai Chinh K& Toan
P.KDTT: Phong Kinh Doanh Tién Té

NB: ngoai ban

KQ: ky quy

HMXL.: han mirc xir ly

HMPQ: han mirc phan quyét

BCT: bd ching tir

BHL: bat hop i@

QUY BINH CHUNG:

T&t ca cac hd so L/C, nhd thu nh&p kh&u, CN chiu trdch nhiém kim tra, theo ddi va yéu cau khach hang

b3 sung dy di cac chirng tir c6 lién quan theo quy dinh hién hanh cla Ngan hang nha nudc.

Phi dich vu thanh toan qudc t& phai dugc thu th8ng nhét trong toan hé th8ng theo bidu phi hién hanh clia

Sacombank.

Céc chi nhanh chiu hoan toan tradch nhiém trong viéc kiém tra chit ky va ddu mdc trdn clia don vi. Phai

Aaong ddu ngay gid nhan va ddu da kiém tra chit ky trén t&t ca chimg tir quan trong c6 tinh chét phap Iy

nhan dugc tir phia khach hang (nhu gidy d8 nghi mé/tu chinh/hiy L/C, chdp nhan thanh toan trén hdi

phiéu, chdp nhan b4t hop 18, gifly a8 nghi ky hau B/L...).

NVTTQT chi giao chirng tir, vn ban c6 lién quan cho ngudi giao dich dugc khach hang gidi thidu bing

van ban. Khi giao chirng tir, v&n ban phai y8u ciu ngudi nhan ky nhan ghi rd ho tén va ngay nhan va luu

Gifly gidgi thidu cla khach hang.

Quy dinh v8 thoi han thanh toan LC va ch8p nhan thanh toén:

> P8i vdi L/C trd ngay, thdi han thanh toan 1a: Bing thdi gian quy dinh theo thdng 1& qudc t& (UCP)
n&u BCT phu hgp.

> P@Givéi LC trd cham:
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e Ngay chép nhan h&i phiéu: Bang thdi gian quy dinh theo thdng 18 quéc t& (UCP) néu BCT phl
hgp.
¢ Ngay thanh toan 14 ngay d4o han.
Luu y: d€ ddm bdo uy tin cia NH trong giao dich TTQT, d& nghi cdc CN thuc hién thanh toén va chdp
nhén thanh toan LC theo ding thdi han quy dinh trén.

v Chi nhanh/SGD phai chiu trach nhiém v& sy khdp ding ndi dung gitra ban thdo dién va file dién chuyé&n
Ién Hdi sd. Ban thdo dién chuy&n i8n Hoi s& han ché& chinh sira, nu c6 chinh sira phai cé ky nhay cla
kiém so4t CN.

v D6i v6i hd so trong HMXL ctia CN, CN chiju trach nhiém v& ndi dung hd so, I8i chinh ta ctia ban thdo
dién, P.TTTM chiu trach nhiém v® mét ki thuat dién Swift.

v CN phai ddm bao tinh chinh xac va chiju trach nhiém v& nhitng théng tin th& hi&n trén t& trinh phat hanh
LC, cac cdng nd trén gidy d@ nghi tu chinh LC (ph&n danh cho Ngan hang - d8i véi LC tu chinh tiing
tign).

v Céc chimng tir lru hanh ndi bd Ngan hang tai CN lidn quan d&n quy trinh nh&p kh&u phai dugc déng ddu
tén va chirc danh ctia c8p c6 thdm quyan ky duyét ngoai trir cac ching tir k& toan nhu Phiu thanh toan,
phi€u xut /nhap ngoai bang, phi€u chuyén khodan, phi€u chuy8n khodn VAT phai déng thém d&u mdc
tron cda CN 18n chit ky ctia C8p c6 thdm quysn.

v Céc CN cé trach nhiém dam bdo viéc chuyén hd so hoan chinh va ddy dl (bao gdm hd sd file gify va file
dién) ngay khi hoan tit va ding thdi gian quy dinh. P.TTTM co6 trach nhiém xir ly trong ngay nhitng hd so
ma CN chuyé&n trude 16 gid cing ngay. DSi vai hd so chuyén 18n sau 16 gid s& xir ly vao ngay hdm sau,
ngoai trir mot s6 truedng hop dic biét.

v Tt ca cac giao dich khéc c6 lién quan dén x{t ly dién nhung khdng c6 trong quy trinh nhap khu, yéu
cau thuc hién theo B quy trinh thao tac va xir ly dién TTQT trén hé thng SWIFT ma s8 TTTM/SWIFT
ban hanh ngay 14/10/2006.
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VI. SO DO HE THONG QUY TRINH:
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VIl. DANH MUC QUY TRINH NHAP KHAU:
Tén quy trinh: Ma s8:
1. PHAT HANH LC TAI CHI NHANH/SGD TTTM/LCNK-1A
2. PHATHANHLCTAI HOISO TTTM/LCNK-1B
- TRONG HAN MUC XU’ LY CUA CHI NHANH/SGD . TTTM/LCNK-1B1
- TRONG HAN MUC PHAN QUYET HOAC KY QUY 100% NHUNG VUOT HAN MUC | TTTM/LCNK-1B2
XULY CUA CHI NHANH/SGD.
- TRONG HAN MUC BUQC CAP NHUNG VUOT HAN MUC XU LY CUA CHI | TTTM/LCNK-1B3
NHANH/SGD.
-VUOT HAN MUC BUOC CAP HOAC KHACH HANG CHUA CO HAN MUC VA VUOT | TTTM/LCNK-1B4
HAN MUC PHAN QUYET CN.
3. TUCHINHLC TAl CHINHANH/SGD TTTM/LLCNK-2A
4. TUCHINHLC TAIHOISO TTTM/LCNK-2B
- TANG TIEN LC HOAC TU CHINH KHAC TRONG HAN MUC XU LY CUA CHI | TTTM/LCNK-2B1
NHANH/SGD.
- TANG TIEN LC TRONG HAN MUC PHAN QUYET HOAC KY QUY 100% NHUNG | TTTM/ILCNK-2B2
VUOT HAN MUC XU LY CUA CHI NHANH/SGD.
- TANG TIEN LC TRONG HAN MUC BUQC CAP NHUNG VUGQT HAN MUC XU LY | TTTM/LCNK-2B3
CUA CHI NHANH/SGD.
- TANG TIEN LC VUOT HAN MUC BUOC CAP HOAC KHACH HANG CHUA COHAN | TTTM/LCNK-2B4
MUC VA VUOT HAN MUC PHAN QUYET CN.
-KHAC VUQT HAN MUC XU LY CUA CHI NHANH/SGD TTTM/LCNK-2B5
5. HUY LC TAI CHINHANH/SGD TTTM/LCNK-3A
-CON THO HAN HIEU LUC DO NGUOI MO YEU CAU. TTTM/LCNK-3A1
- CON THO! HAN HIEU LUC DO NGUO HUONG YEU CAU. TTTM/LCNK-3A2
6. HUYLCTAIHOISO TTTM/LCNK-3B
- CON THOYHAN HIEU LUC DO NGUOI MO YEU CAU. TTTM/LCNK-3B1
- CON THOI HAN HIEU LUC DO NGUO! HUONG YEU CAU. TTTM/LCNK-3B2
7. XULYBIEN YEU CAU CHAP NHAN BAT HOP LE TU NUOC NGOA! TAIHOI SO TTM/LCNK-4A
8. XU LY BIEN YEU CAU CHAP NHAN BAT HQP LE TU NUGC NGOAl TAl CHI | TTTM/LCNK-4B
NHANH/SGD
9. KYHAUBLTA CHI NHANH/SGD TTTM/LCNK-5A
10. PHAT HANH THU BAO LANH NHAN HANG TAI CHI NHANH/SGD TTTM/LCNK-5B
11. XULY CHUNG TU TAI CHINHANH/SGD TTTM/LCNK-6A

-XULY CHUNG TUBEN CUA L/IC NHAP KHAU .
- THONG BAO BAT HOP LE CHO NGAN HANG NUGIC NGOAL.

TTTM/LCNK-6A1
TTTM/LCNK-6A2

=

TTTM/QTNK-01
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- CHAP NHAN THANH TOAN LC TRA CHAM. TTTM/LCNK-6A3
12 XULY CHUNG TU TAIHOI SO TTTM/LCNK-6B

-XU'LY CHUNG TUBEN CUA L/IC NHAP KHAU . TTTM/LCNK-6B1

- THONG BAO BAT HOP LE CHO NGAN HANG NUGC NGOA!. TTTT/LCNK-6B2

- CHAP NHAN THANH TOAN LC TRA CHAM. TTTM/LCNK-6B3
13, THANH TOAN LC TAl CHI NHANH/SGD TTTM/TTNK-7A1
14. THEO DOI THO HAN THANH TOAN CHO NUGIC NGOAI TAI CHI NHANH/SGD TITWTDTT-7A2
15. THANH TOANLC TAI HOI SO TTTM/TTNK-7B1
16. THEO DOI THOV HAN THANH TOAN CHO NUOC NGOAI TAI HOI SO TTTWTDTT-7B2
17. TAT TOAN LC HET HAN HIEU LUC 15 NGAY TAI CHI NHANH. TTTM/LCNK-8A
18. XU'LY CHUNG TUNHO THU TAI CHI NHANH/SGD TTTM/NTNK-9A

- XU LY CHUNG TU CUANHO THU NHAP KHAU. TTTM/NTNK-9A1

- CHAP NHAN THANH TOAN DA TTTM/NTNK-9A2
19. XULY CHUNG TU NHO THU TAIHOI SO TTTM/NTNK-9B

- CHAP NHAN THANH TOAN DA . TTTM/NTNK-9B2
20. THANH TOAN NHO THU TAI CHI NHANH/SGD TTTM/TTNK-10A
21. THANH TOANNHO THU TAIHOI SO TTTM/TTNK-10B
22. THEO DOl THON HAN THANH TOAN CHO NUXGC NGOAI TAI CHI NHANH/SGD TTTM/TDTT-7A2
23. HOAN TRABO CHUNG TU TAl CHI NHANH/SGD TTTMHTCT-11A

-PI DIEN THONG BAO HOAN TRABO CHUNG TU. TTTM/HTCT-11A1

-HOAN TRABO CHUNG TU TTTM/HTCT-11A2
24. HOAN TRA BO CHUNG TU TAI HOI SO TTTM/HTCT-11B

-PI DIEN THONG BAO HOAN TRABO CHUNG TU. TTTM/HTCT-11B1

-HOAN TRABO CHUNG TU. TTTM/HTCT-11B2

VIIl.  NOI DUNG QUY TRINH:
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Sacombank  QUY TRINHPHAT HANHLC TAICHI | oo % L an o 06)
i NGAN HANG SAI GON THUONG TIN } NHANH/SGD S8 trang: 1/6

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

= = —

LUU PO QUY TRINH TAI CHI NHANH

|

Trach nhiém Buwéc Qua trinh Chuirng tir

Gidy d& nghj m& LC. Miu QTNK/
PHLC-03

Hop adng ngoai thuong

Gidy dé nghj mua ngoai t& (néu od).

M&u; QTNK/DMNT-12
o ) A Bao hidm (TH didu kién thuong mai
Nhan vién TTQT B1 Tiép nhan hd sor yéu cAu ngui mé mua bao hiém)

Phuong an kinh doanh (néu cb)
Hegp ddng mé LC tra cham(trudmg
hop phat hanh LC tra cham). Miu:
y QTNK/HBTCO7

Nhan vién TTQT ) )
Can bb tin dung B2 Kiém tra, chuyén hd so sang CBTD Chimg tir & B4 L
Trudng BP TD hodc lam t& trinh , thye hién mé LC B&o cdo Sé duwr L/C clia khach hang
TP.DVKH Lénh trich KQ. M3u: QTNKALTKQ-11
Gidy a8 nghj mua ngoai té (ndu cd)

Phiéu nhap NB

To trinh phat hanh LG MAu: QTNK/
Kiém soat vién BP.TTQT TTPHOT
hosc TP.DVKH va Ban B3 Ky kidm soat va ky duyét Ban thao dién MT700
Giam Bbc chi nhanh/SGD Chimg tir & B2

Céc chung tir b lién quan

Nhan vién TTQT B4 Chuyén hd so lén Phong TTTM Ban thao dién MT700
Kiém soat vien BP . TTQT Duyét va chuyén a s s
hosc TP.DVKH B5 dién Ién hoi s Ban thao dién MT700
o ia In dién tra v tir hdi sd, trinh ky phat .
Nhan vién TTQT B6 hanh, déng dAu LIC Ban dign MT700
y
Giao L/C géc cho khach hang Ban chinh dién MT700

Nhan vién TTQT B7

\ 4
Nhan vién TTQT B8 Q Luu hd so ) Hudng din sé TTTMHDNK-04

L . B

Quy trinh nay ap dung cho t4t ca cac Chi nhanh/S& Giao Dich trén toan hé th8ng.
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DIEN GIAI CHI TIET LUU
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1

Sacombank | QUY TRINH PHAT HANH LC TAI CHI

‘ CAC BUGC QUA TRINH
Ti€p nhan ho so

|
iKié’m tra, chuyén ho sd

'sang CBTD lam o trinh,|

'thuc hién ma L/C

|

DO QUY TRINH TAI CHI NHANH

M3 s6: TTTM/LCNK-1A
Ban hanh: 01¢29/12/2006)

NHANH/SGD | SGtrang:2/6

MO TA CAC BUGC QUA TRINH
Nhan ho so m@ L/C tir khach hang:

1. Gidy d& nghi md LC méau biéu QTNK/PHLC-03.

2. Hop ddng ngoai thuang.

3.Gidy dé nghi mua ngoai t¢ mau biu QTNK/DMNT-12 (néu
khach hang can mua ngoai té).

4. Phuong an kinh doanh (trudng hop khach hang nhap hang vé
dé kinh doanh).

5. Hop ddng m& LC trd cham (néu md LC trd cham) mau biéu
QTNK/HBDTC-07.

6. Ban chinh chirng thu bao hiém (trudng hgp diéu kién thuong
mai yéu cau ngudi md mua bao hiém).

Pong dau ngay gid nhanho so.

Kiém tra tinh phap Iy cia ho so:

v Kiém tra tinh phap ly cla hd so theo hudng dan s6

TTTM/HDNK-01.
Luu y: NVTTQT kiém tra chit ky va con dau trén Gidy dé
nghi m& L/C, Gidy dé nghi mua ngoai t&, Hop dong ma L/C
trd cham (néu ma LC tra cham) va dong dau xac nhan chiy
ky va con diu theo hudng dan s6 TTTM/HDNK-02.

v_. Céac chuing tir con lai phai ¢6 ngay phat hanh, chit ky, con
d4u cua cac bén co lién quan.

Kiém tra ndi dung ho so:

v NOi dung thé hién trén cac ching tir: phai théng nhat va
khéng mau thuan nhau.

v Hogp déng md LC tra cham: kiém tra tén ngudi dugc bao
Ianh, thdi han, tai san dam bao va sd tién bao lanh.

v Hop dong ngoai thuong: thé hién tén va dia chi ngudi mua,
ngudi ban, tén hang héa, phuong thitc thanh toan, diéu kién
thuong mai phi hop vdi LC phat hanh, tri gid hgp dong phai
1dn han hodc bang tri gia LC phat hanh.

v Gidy dé nghi m@ LC: khdng c6 diéu khoan nao bat lgi va
khong méau thuan véi thong Ié quéc t& (UCP, Incoterms...)

v Cac ndi dung khac can tu van cho khach hang: xem thém
hudng dan s8 TTTM/HDNK-01.

v In bao cao s6 du LC cua khach hang, kiém tra sé& du trén

bao cao va so du LC thuc té dén thai di€m phat hanh LC.

e S




Sacombank }

HGAN HANG SAI GON THUONG TIN |

DIEN GIAI CHI TIET LUU

PO QUY TRINH TAI CHI NHANH

QUY TRINH PHAT HANH LC TAI CHI

‘Ma s&: TTTM/ILCNK-1A
A Ban hanh: 010/12/2006)
NHANH/SGD | SGtang:36

]- Ghi nhan xét vé ky thuat clia LC trén gidy d& nghi m@ LC (phan
‘danh riéng cho ngan hang), ky tén rdi chuyén TBP/KSV ky duyét.
'~ Chuyén hd sd sang CBTD soan td trinh phat hanh LC:

1 v  Gidy dé nghi md LC (ban sao lién 2)

‘ v Hgp dong ngoai thuong (ban sao)

i v Hop déng md LC tra cham (n€u md LC trd cham)

\ v Phuong an kinh doanh

i v Béocao s duLC

\— CBTD soan td trinh phat hanh L/C theo mau bidu QTNK/TTPH-

oo

- Nhan tg trinh phat hanh LC da dugc trudng bd phan tin dung
hodc TP.DVKH ky kiém soat.

- Thuyc hign mé LIC:

v Tao mdéi L/C: vao giao dich tao mdi L/C va nhap cac théng

tin trén giao dich
v Soan dién phat hanh: soan dién MT700 dua trén gidy dé
nghi m& LC.
Luu y:
» Ngan-hang nhan L/C phai la ngan hang c6 ma khoéa véi
Sacombank.
« Trén ban thao dién MT700 luén luén phai thé hién noi

dung sau vao field 47A:

|

|

|

}‘ > Please be informed that saturday is to be considered

\ as non-banking business day for our trade finance

\ processing/operations unit aithough our bank may

‘ otherwise be opened for business.

‘ > In the event that documents presented are determined

| to be discrepant, we will give an advice of

\ discrepancy(ies) to the presenting/negotiating bank.

] Unless prior contrary instructions have been received

\ from the presenter, we reserve the right to seek a

l waiver such discrepancy (ies) from the applicant. If we

\ and the applicant agree with the waiver of discrepancy
(ies), payment will be made in accordance with the
presenter’s instructions w)’thout further notice to you.

|

| ,

‘ v In ban thao dién va phi€u nhap ngoai bang.

\ v Kiém tra ndi dung ban thdo dién vd6i don xin mé LC cla

khach hang theo hudng dan kiém tra hd so phat hanh LC

9




Sacombank \ QUY TRINH PHAT HANH LC TAI CHI
NHANH/SGD | Sotrang: 4/6

D||§N GIAI CHI TIET LUU O QUY TRINH TAI CHI NHANH

NGAN HANG SAI GON THUONG TN \

!
3 ?Ky ki€m soat va ky duyét \l
| |
| -
4 Chuyen hé so 1én phong}
gTTTM |

‘\

|
|

ro e ra—

Ma s6: TTTM/LCNK-1A
Ban hanh: 01¢0/12/2006)

nhap kh&u s6 TTTM/HDNK-01.

Kiém tra phi€u nhap ngoai bang: tén khach hang, tri gia LC
so vdi gidy dé nghi ma LC cla khach hang.

Luu y: Trudong hop sai tén khach hang hodc tri gia LC, vao

giao dich hiy LC chua phat hanh, hily LC vira tao sau doé

tao mdi LC khac theo ding ndi dung trén gidy yéu cau md

LC cua khach hang.

Lap 1énh trich KQ: KQ md L/C vdi s tién tuong tng vdi ty 1é

KQ da dugc ban GD chi nhanh/SGD hoac Ban TGP duyét

thuén thé hién trén to trinh phat hanh LC.

Lap Gidy dé nghi mua ngoai té& (néu co):

« Phan danh cho khach hang: d& nghi mua ngoai té vdi
s6 lugng bang tri gia L/C + dung sai. Néu ré muc dich
su dung.

<« Phan danh cho Ngan hang: duyét ban sé ngoai té
khach hang da dé nghi.

Luu y: S6 lugng ban cho ting [an thanh toan theo ty gia

ngay mua ngoai té, ghi ré ngay ban va muc dich. Thong bao

s6 lugng ban ngoai té cho nhan vién phu trach KDTT (theo
quy dinh hién hanh)

Hach toan: KQ mad L/C va thu phi, trudng hgp LC da duoc

cap c6 thdm quydn duyét KQ bang 0 bé qua budc hach

toan KQ md LC, chi thu phi phat hanh L/C, phi bao lanh LC
tra cham (néu md LC tra cham), dién phi.

Luu y: hach toan phan bé chi phi phat hanh LC va phi bao

lanh LC tra cham theo dung nguyén tic k& toan.

In phi€u chuyén khoan(néu cé hach toan KQ md LC), phiéu

chuyén khodn VAT. Kiém tra sy khdp dung s tién, s8 TK,

tén khach hang trén cac phiéu vira in vdi Iénh trich ky quy.

Trinh ky: NVTTQT tap hgp hd sd md LC bao goém td trinh phat
hanh LC va tnnh ky.
Kiém soat vién BP. TTQT hoac TP DVKH klem tra va ky klem

soat hd so.

Ban giam ddc ky duyét

S |

Truéng hop phat hanh L/C trong HMXL cla ch| nhanh: Fax
hodc gl truc ti€p ban copy cua ban thao dién MT700 c6 dong
dsu “HO SO TRONG HMXL CHI NHANH’ Ien P TTTM

10




| Sacombank | QUY TRINH PHAT HANH LC TAI CHI

i NGAN HANG SAI GON THUONG TiN ‘
|

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI CHI NHANH

5 ‘Duyét va chuyén dién lén
| héi sd
|
| |
| |
| ‘
6 In dién tra vé to hdi sd,

trinh ky phat hanh, déng
dauLC

1 'Ma s& TTTMILCNK-1A

Ban hanh: 01¢0/12/2006)
NHANH/SGD | S6 trang: 5/6

Trudng hop phéat hanh LC vugt HMXL cia chi nhanh : Fax hodc

gui truc ti€p ban copy cua cac chirng tir sau 1én P.TTTM:

v Ban thao dién MT700.

v Gidy dé nghi md LC mau biéu QTNK/PHLC-03.

v Hop déng ngoai thuong.

v Hop d6ng md LC trad cham (néu md LC trd cham) mau biéu
QTNK/HBTC-07.

v Chiing thu bdo hiém (trudng hop diéu kién thuong mai yéu
cau ngudi md mua bao hiém).

v Td trinh phat hanh LC mau biéu QTNK/TTPH-01.

Luuy:

v Trén ban chinh cta ban thao dién MT700 hodc s giao nhan
c6 ky nhan ctia TTV P.TTTM ghi rd ngay gid nhan ho so (néu
gui truc ti€p)

v Ban thao dién MT700, TS trinh phat hanh LC phai c6 chit ky,
dong dau tén va chiic danh cta Ban giam ddc, khéng can
dong ddu mde tron.

Trudng hgp phat hanh LC:

v Vugthan murc dugc cap cho khach hang, hodc

v “Khach hang chua c6 han muc va vuot HMPQ cia CN:

nhan két qua duyét thuan phat hanh LC cla cip c¢6 thdm quyén tir

P.KD bang email

Luu y: Néu cdp c6é thdm quyén cé chi thi dac biét trong td trinh
duyét thuan yéu cau CN phai thuc hién trudc khi phat hanh LC
thi sau khi nhan théng bao tir P.KD héi sd, CN thuc hién bé sung
dung theo chi thi va théng bao cho P.TTTM néu rd: “Pa hoan
thanh cac y8u ciu clha Td trinh dugc duydt® bang fax co chit ky
xac nhan ndi dung cla Ban Giam déc dé P.TTTM thuc hién sira

dién va cho phat hanh LC.

Kiém soat vién BP.TTQT hééb TF;D\}};H kiém tra sy khdp dang
gilra file dién va ban thao dién.

Luu y: néu trén ban thao dién c6 chinh sira, ma file dién chua
dudc sira, chuyén vé cho NV.TTQT sira dién.

Duyét phat hanh va chuyén file dién lén P.TTTM.

In dién:
v In file dién MT700 dugc tra vé tir hdi sd bang gidy lién tuc 2

lién (quy cach: 240mm x 279mm).

A4 /
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Sacombank | QUY TRINH PHAT HANH LC TAI CHI

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH

Ma s&: TTTM/LCNK-1A

Ban hanh: 01()/12/2006)
NHANH/SGD | S6 trang: 6/6

v Ki8m tra tinh khdp dang giita ban dién tra vé tr héi sd va ban
thao dién.
Luu y: N&u c6 nhifng sai sot phai vao Swift mdi sira dugc thi
dién trd v& CN khong hoan toan khdp ding, nhan dién gidy
travety P.TTTM.
v Vao s8 phat hanh L/C nhap kh3u (theo hudng din s8
TTTM/HDNK-02).
Trinh ky phat hanh: trinh kiém soat vién BP.TTQT hodc
TP.DVKH kiém tra va ky ki€ém soat trudc khi trinh ban GD duyét.
Déng dau: déng dau moc tron d6, mée tén va chirc danh cta ban
Giam ddc Ién ban chinh.

Giao ban chinh dién MT700 cho khach hang.

Khach hang ky nhan trén ban sao (lién con lai cta ban dién).

Nhan td trinh duyét thuan PHLC ban chinh ti P.TTTM (d6i vdi

PHLC vugt HMBC cla khach hang hodc chua cé han mirc va
vuot HMPQ caa CN)

Nhan vién TTQT Iap bia va lvu ho sd phat hanh LC theo hudng
dén s6 TTTM/HDNK-04.




@ Sacombank

NGAN HANG SAI GON THUONG TiN

QUY TRINH PHAT HANH LC TRONG
HAN MUC XU LY CUACHI
NHANH/SGD

M3 s&: TTTM/LCNK-181
Ban hanh: 01(£0/12/2006)
S48 trang: 1/2

DIEN GIAI CHI TIET LUU BD QUY TRINH TAI HOI SO

LUU DO QUY TRINH TAI HO1 SO

Trach nhiém

Thanh toan vién PTTTM

Thanh toan vién PTTTM

Thanh toan vén PTTTM

Thanh toan vién P.TTTM
Kiém soat vien P.TTTM
Ké toan vién P.TCKT

Thanh todn vién PTTTM

< Lap bla va luu hd so ’

Bwéc Qua trinh Churng twr
B1 ' Tiép nhan hd so > Ban thao dién MT700
Gem tra ky thuat dién va .
B2 Ky x&¢ nhan Ban thao dién MT700
B3 Stra dién va tra dién v& chi nhanh Ban thao dién MT700
Dispose
B4 Duyét dién cAp 1 Ban th3o dién MT700
Dyyét dién cap
Ban thdo dién MT700
B5 Dién in tir Swift

Huéng dén luu triehd so TTTM
HDNK-04

Pay (& quy trinh trong han mire chi nhanh. Quy trinh nay 4p dung trong trudng hgp cdc Chi nhanh/Sd Giao
Dich c6 han mifc xir ly hd s thanh toan qudc t&. Day 1 quy trinh chi nhéanh ty thuc hién.

Trach nhiém:

® Chi nhanh: kiém tra hd sg, 18p t& trinh, phan quy&t mé L/C, soan dién.
® P.TTTM: kiém tra ky thuét dién, sira didn va chuy8n dién ra nudc ngodi. C8p kiém tra tai P.TTTM I

thanh toan vién.

13




@ Sacombank

NGAN HANG SA!I GON THUONG TIN

QUY TRINH PHAT HANH LC TRONG
HAN MUC XU LY CUA CHI

Ma s8: TTTM/LCNK-1B1
Ban hanh: 01¢{0/12/2006)
S6 trang: 2/2

NHANH/SGD

BUOC

CAC BUGC QUA TRINH

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO

MO TA CAC BUGC QUA TRINH

1

Ti€p nhan ho sg

Nhan béng fax hodc nhan truc tiép ban photo ban thao dién
MT700 tir CN chuyén lén.

Ky nhan chirng tir ghi rd ngay gid nhan néu nhan truc tiép,
luu y gid néu nhan bang fax.

Kiém tra ky thuat dién va ky xac

nhan

Kiém tra dong d&u xac nhan *HO SO TRONG HMXL CHI
NHANH" ngay vi tri ky duyét cua Ban Giam déc CN trén ban
thao dién MT700 cha CN.

Kiém tra_tinh phap ly cia hd sg: ban thao dién MT700 cla
CN phai ¢c6 chit ky va dong dau tén clia Ban Giam ddc CN,
khéng c&n d6ng ddu méc.

Kiém tra ngan hang nhan dién, ngan hang théng bao LC,
céc truong, cac diu khoan ctia LC khdng mau thuin nhau,
khong mau thudn vdi théng 1é qudc t& (UCP, Incoterms...),
khéng c6 didu khoan nao bét Igi cho ngan hang (huéng din
ki€m tra hd sg phat hanh L/C nh&p khfu s8 TTTM/HDNK-
01)

TTV ky xac nhan ién ban thao dién MT700.

Sira dién va tra vé chi nhanh

TTV.vao phan hé tai trg thuwong mai, can cit vao ban thao
dién MT700 da duyét dé sira cac sai sét so vdi file dién CN
chuyén lén.

Sau do duyét dién, tao file va tra dién vé chi nhanh.

Luu y: néu co nhitng sai sét phai vao Swift mai stra dugc thi
dién trd vé CN khdng hoan toan khdép dung, phai tra dién

gidy ve.

Dispose
Duyét dién cép 1
Duyét dién cap 2

Thuc hién theo Quy trinh xr ly dién TTQT gt 1én mang
SWIFT-CN soan thdo s TTTM/SWIFT-3A.

Lap bia va luu ho so

TTV iap bia va lvu hd so phat hanh LC theo Hudng din s8
TTTM/HDNK-04.

44




@ Sacombank | QuY TRINH PHAT HANH LC TRONG | M@ 80 TTTMILCNK-152
" NGAN HANG SA1 GON THUONG TIN . . Ban hanh: 01(.[_0/1 2/2006)
HAN MUC PHAN QUYET HOAC KY QUY S6trang: 113
100% NHUNG VUCT HAN MUC XU LY '
CUA CHI NHANH/SGD

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO

LUU DO QUY TRINH TAI HOI SO

Trach nhiém Bwoc Qua trinh Chirng tir

Ban thao dién MT700
Hop ddng ngoai thuong X
Té& trinh phat hanh LC mAu biéu

QINKTTPROL
Thanh toan vién P.TTTM B1 ( Tiép nhan hd so ) Gidy d& nghj m& LC méu biéu

QTNK/PHLC-03
Hop dbng mé LC tra cham(néu
l m& LC tra cham) m3u bidu

QTNKMHDTC07
Chimg the bao hiém (néu cd)

Thanh toan vién PTTTM B2 Kidém tra hd sor va han muc Chung tir B1

Kiém soat vién P TTTM B3 Chimg tir B1

Thanh toan vién PTTTM B4 Stra dién va tra dién v& chi nhanh Ban thao dién MT700

Thanh toan vién PTTTM -

. ) Dispose

Kiém soat vien P.TTTM B5 Duyét dién cAp 1 Bn thio dién MT700

Ké toan vién P.TCKT Quyat dien cAp
Chimg tir B1

. B6 . Dién in tir Swift
Thanh toan vién PTTTM Lap bia va lvu hd so Hutng d3n leu trir hd so TTTM
: HDNK-04

Quy ‘7inh nay 4p dung A6i vdi:
. Phét hanh LC c6 gia tri vugt han mirc x{ ly nhung trong han mirc phan quyét ctia chi nhanh/SGD hoic;
. Phat hanh LC ma khach hang da ky quy 100% tri gia LC nhung vugt han mitc xr ly clia chi nhanh/SGD.
Luu y: D&i véi LC Ky quy 100% thi Gidm Dbc céc chi nhdnh/SGD dupc toan quyBn quyét dinh va chiu tréch
nhiém phét hanh LC ma bat k& trj gié LC phét hanh.
Tr4ch nhiém:

® Chi nhanh: kiém tra hd so, lap t& trinh, phan quy8t md L/C, soan dién.

® P.TTTM: kiém tra hd so m¢ L/C, kiém tra ky thuat dién, sira dién va chuy8n dién ra nudc ngoai.

Cédp ki€m tra t=i P.TTTM la thanh toan vién va ki8m soat vién.

5 W‘*‘“’“




NGAN HANG SAI GON THUONG Tin . . Ban hanh: 01 (,2‘0/1 2/2006)
HAN MUC PHAN QUYET HOAC KY QUY |
) So trang: 2/3

100% NHUNG VUQT HAN MUC XU LY

4 s0: LCNK-1B2
Sacombank | QUY TRINH PHAT HANH LC TRONG | M@ 5% TTTMALC

CUA CHI NHANH/SGD
DIEN GIAI CHI TIET LUU B0 QUY TRINH TAI HQI 8O
( BUOC | CACBUGC QUA TRINH MO TA CAC BUGC QUA TRINH
1 Tiép nhan ho sg - Nhan bang fax hodc nhan truc ti€p ban photo hd sd tir CN

chuyén 1én gom co:
1. T® trinh phat hanh LC mau biéu QTNK/TTPH-01
2. Gidy dé nghi md LC méau biéu QTNK/PHLC-03
3. Ban thao dién MT700
4. Hop déng ngoai thuong
5. Hop ddng md LC trd cham (néu md LC tra chadm) mau biéu
QTNK/HDTC-07
6. Ching thu bao hiém (trudng hgp diéu kién thuang mai quy
dinh ngudi md mua bao hi€m)
- Ky nhan ching tir ghi ré ngay gid nhan néu nhan truc tiép,

lwu y gid néu nhan bang fax.

2 Kiém tra hd sd va han mic Can ¢ ndi dung td trinh phat hanh L/C cta CN, xac dinh ho
so trong thdm.quyén phan quyét cha P.TTTM.
- Kiém tra tinh phap ly ctia ho sao:

v Ta-trinh phat hanh LC, ban thdo dién MT700 cia CN
phai c6 chi ky va dong diu tén cla Ban Giam doc CN,
khdng cin déng ddu mdc.

v Cac chiing ti con lai phai cé chit ky, con dau, ngay phat
hanh cda cac bén lién quan.

- Kiém tra ndi dung ho so:

v T trinh phat hanh LC phai thé hién day du cac thong tin
theo méu biéu QTNK/TTPH-01 va ndi dung cla td trinh
phai khdp dung vdi LC dé nghi md.

v Hogp dong md LC tra cham phai kiém tra tén ngudi dugc
bao Ianh, thdi han va so tién bao lanh, tai san dam bao.

v Hdp dong ngoai thuong thé hién tén va dia chi ctia ngudi
mua, ngudi ban, t&n hang hda, phuang thire thanh toan,
digu kién thuong mai phai phli hgp vdi LC phat hanh, fri
gia hgp ddng phai 16n han hodc bang tri gia LC phat
hanh.

v Kiém tra su khdp dung gitta gidy dé nghi md LC va ban
thao dién ctia CN.

Luu y: Bat ky chinh stra nao trén Gidy dé nghi mg L/C
déu phai c6 dau chinh sia cla khach hang.

v Kiém tra ngan hang nhan di&én, ngan hang théng bao LC,

16 W—
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@ Sacombank | QuY TRINH PHAT HANH LC TRONG | M@ 8¢ TTTM/LONK-1B2
P NGAN HANG SA1 GON THUONG TIN . . Ban hénh: 01 m /1 2/2006)
HAN MUC PHAN QUYET HOAC KY QUY S5 trang: 3
100% NHUNG VUOT HAN MUC XU LY '
CUA CHI NHANH/SGD
DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI s&

cac trudng, cac diéu khoan ctia LC phai khdong mau

thudn nhau, khéng mau thuén vdi thong lé qudc t& (UCP,
Incoterms...), khéng co6 diéu khoan nao bat loi cho ngan
hang (hudng din kiém tra hd so phat hanh L/C nhap
kh&u s§ TTTM/HDNK-01)

v Chang thu bao hi€m: cac chi tiét trén bao hiém nhu tén
ngudi md LC, tén hang héa, chuyén tai, cang di, cang
dén, s6 hop déng ngoai thuong phai pht hop vdi LC, fri
gia va diéu kién bao hiém thuc hién theo cac quy dinh

hién hanh.

3 Ky duyét - Chuyén ho sa cho KSV kiém tra va ky duyét.

4 Sira dién va tra vé chi nhanh |- TTV vao phan hé tai trg thwoang mai, can ci vao ban thao
dién MT700 d3 duyét dé slra cac sai sét so vdi file dién CN
chuyén |én.

- Sau d6 duyét dién, tao file va tré dién vé chi nhanh.

= Luu y: néu cé nhitng sai s6t phai vao Swift mdi sira dugc thi
dién trd vé CN khong hoan toan khdp dung, phai tra dién giay
ve.

5 Dispose - Thuc hién theo Quy trinh x&* ly dién TTQT gUi I&n mang

Duyét dién cap 1 SWIFT-CN soan thao s6 TTTM/SWIFT-3A.
Duyét dién cap 2

6 Lap bia va luu ho so - TTV lap bia va luu hd sd phat hanh LC theo Hudng din s&

TTTM/HDNK-04.
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QUY TRINH PHAT HANH LC TRONG
HAN MUC PUQC CAP NHUNG VUQT
HAN MUC XU LY CUA CHI NHANH/SGD

Ma s8: TTTM/LCNK-1B3
Ban hanh: 01¢%0 /12/2006)
S4 trang: 1/3

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO

LUU PO QUY TRINH TAI HOI SO

Ké toan vién P. TCKT

Thanh toan vien P.TTTM

B6

ét dién cap

( Lap bia va luu hd sor )

Trach nhiém Budc Qua trinh Chirng tir
o - Ban thao dién MT700

Hop déng ngoai thuong X
Té& trinh phat hanh LC mAu biéu
QTNK/TTPH-01

Thanh toan vién P.TTTM B1 Tiép nhan hd so Gidy @& nghj mé LC m3u bidu
QTNKPHLC03
Hop dbng mé LC tra cham(néu
mé LC tra cham) mau bidu
QTNKHDTC-07
Chimg thu bao hiém (néu cb)

Thanh toan vién PTTTM - ) . .

Kidm sodt vien P TTTM B2 Kidm tra hd so’ va han mic Chumg tir B1

C4p c6 thAm quyén N

PTTTM B3 Chimg tir B1

Thanh toan vién P.TTTM B4 Stra dién va tra dién vé chi nhanh Ban thao dién MT700

Thanh toan vién P.TTTM -

. AN Dispose
Kiém sost vien P TTTM B85 Duyét dién cAp 1 Ban thao dién MT700

Chumg tir B1

Bbién in tlr Swift

Hutng dén luu trir hd so0 TTTM
HDNK-04

Luu y: Trong trudng hdp khach hang dd dugc c8p han mirc thl Gidam B8c cac Chi nhanh/SGD dugc toan

quyan quyét dinh va chiu trach nhiém phét hanh LC trong han mitc dugc cdp.

Trach nhiém:

@ Chinhanh: ki€ém tra hd sg, 1ap t& trinh, phan quy&t md L/C, soan dién.

e P.TTTM: ki8m tra hd so md L/C, ki8m tra kj thuét dién, sita dién va chuy8n dién ra nudc ngoai.
Cép kiém tra tai P.TTTM I3 thanh to4n vi8n — ki8m soét vidn — C8p c6 thdm quydn P.TTTM.
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@ Sacombank

NGAN HANG SA1 GON THUONG TIN

QUY TRINH PHAT HANH LC TRONG
HAN MUC PUQC CAP NHUNG VUQT
HAN MUC XU LY CUA CHI NHANH/SGD

Ma sG: TTTM/LCNK-1B3
Ban hanh: 01¢d0 /12/2006)
SG trang: 2 /3

BUGC

N
CAC BUGC QUA TRINH

DIEN GIAI CHI TIET LUU B0 QUY TRINH TAI HOI SO

MO TA CAC BUOC QUA TRINH

1

Tiép nhan ho sa

Nhan bang fax hodc nhan truc ti€p ban photo ho so tr CN
chuyén I&én gom co:

1. T& trinh phat hanh LC mau biéu QTNK/TTPH-01

2. Gidy d& nghi m& LC mé&u biéu QTNK/PHLC-03

3. Ban thdo dién MT700

4. Hgp dong ngoai thuong

5. Hop dong md LC trd cham (néu md LC trd cham) mau
bigu QTNK/HDTC-07

6. Chitng thu bao hiém (trudng hgp diéu kién thuang mai
quy dinh ngudi m@ mua bao hi€m)

Ky nhan chitng tr ghi ré ngay gi® nhan néu nhan truc ti€p,

luy ¥ gio néu nhén bang fax.

Ki€m tra ho sa va han mlc

Cén c ndi dung td trinh. phat hanh L/C cta CN, xac dinh hd
s0 trong thdm quyén phan quyét ctia P.TTTM.
Kiém tra tinh phap ly cGa ho so:

v T4 trinh phat hanh LC, ban thao dién MT700 cla CN
phai co chit ky va dong dau tén ctia Ban Giam dbc CN,
khdng can déng ddu mdc.

v Céac ching ti con lai phai cé chit ky, con diu, ngay
phat hanh cua cac bén lién quan.

Kiém tra ndi dung ho so:

v  Td trinh phat hanh LC phai thé hién day du cac thong
tin theo mau biéu QTNK/TTPH-01 va ndi dung cla td
trinh phai khdp ddng vdi LC dé nghi ma.

v Hogp ddng mé LC tra cham phai kiém tra tén nguoi
dugc bao ianh, thdi han va s6 tién bao Ianh, tai san
dam bao.

v Hgp ddéng ngoai thuong thé hién tén va dia chi cla
ngudi mua, ngudi ban, tén hang hda, phuong thirc
thanh toan, diéu kién thwong mai phai phi hop véi LC
phat hanh, tri gia hgp dong phai I6n hon hodc bang tri
gia LC phat hanh.

v Kiém tra su khdp dung gilta gidy d& nghi md LC va
ban thao dién caa CN.

Luu y: B4t ky chinh sira nao trén Gidy dé nghi mo L/IC
déu phai cé dau chinh stta clia khach hang.

v Kiém tra ngan hang nhan dién, ngan hang théng bao
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Sacombank | QuY TRINH PHAT HANHLC TRONG | V@ S0 TTTMILCNK-183
NGAN HANG SAI GON THUONG TiN . Ban hanh: 01¢t0/12/2006)
HAN MUC BUQC CAP NHUNG VUQT | wang: 3 /3
HAN MUC XU LY CUA CHI NHANH/SGD '

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO

LC, cac truong, cac diéu khoadn cia LC phai khéng

mau thuan nhau, khéng mau thuan vdi théng 1& quéc
t& (UCP, Incoterms...), khéng ¢é digu khoan nao bat Igi
cho ngan hang (hudng dén kiém tra hd so phéat hanh
L/C nhap kh&u s§ TTTM/HDNK-01)

v Chirng thv bdo hiém: cac chi tiét trén bao hiém nhu
tén ngudi md LC, tén hang hoa, chuyén tai, cang di,
cang dén, s6 hgp dong ngoai thuong phai phu hgp voi
LC, tri gia va diéu kién bao hiém thuc hién theo cac

quy dinh-hién hanh.

3 Ky duyét - Chuyén hd sd cho KSV kiém tra trude khi trinh hd so cho
Cap c¢6 tham quyén P.TTTM ky duyét.

4 S(ra dién va tra vé chi nhanh - TTV vao phan hé tai trg thwong mai, cén c vao ban thao
dién MT700 da duyét dé sira cac sai sot so vdi file dién CN
chuyén lén.

- Sau d6 duyét dién, tao file va trd dién vé chi nhanh.

- Luu y: néu cé nhitng sai s6t phai vao Swift mdi sita dugc thi
dién trd vé CN khoéng hoan toan khdp dung, phai trd dién

gidy vé.
5 Dispose - L Thuc hién theo Quy trinh x ly dién TTQT gUi 1én mang
Duyét dién cap 1 SWIFT-CN soan thao s6 TTTM/SWIFT-3A.
Duyét dién cap 2
6 Lap bia va luu hd so - TTV lap bia va Ivu hd so phat hanh LC theo Hudng din s8
TTTM/HDNK-04.
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@ Safombauglf QUY TRINH PHAT HANH LC VUQT
HAN MUC PUQC CAP HOAC KHACH

HANG CHUA CO HAN MUC VA VUOT

HAN MUC PHAN QUYET CUA CN/SGD

Ma s8: TTTM/LCNK-1B4
Ban hanh: 01640 /12/2006)
Sé& trang: 1/4

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO

LUU DO QUY TRINH TAI HOI SO

Trach nhiém Bwéc Qua trinh

Chirng tr

Thanh toan vién P.TTTM B1 ( Tiép nhén hd so ’
Kiém tra han mic CN
va hd sor

Thanh toan vién P. TTTM B2
Thanh todn vien P.TTTM B3 Lap t&r trinh
A 4
Kiém soat vien P TTTM
va Cép o6 thdm quyén B4 Xem xét t& trinh va cho'y kién
P.TTTM
PKDva B
Cé4p o6 thAm quyén
Thanh todn vién P.TTTM B6 Stra dién va tra dién v& chi nhanh

Thanh toan vien P.TTTM
Kiém soat vien P.TTTM

Dispose

S0a ) B7 Duyét dién cAp 1
Ké toan vién P.TCKT Quyat din oAp
Lap bia, lvu hd sor va tra te trinh
Thanh toan vien P.TTTM B8 phat hanh LC ban chinh da duoc
duyét cho chi nhanh/SGD

"Ban thao dién MT700

Hop ddng ngoai thuong .
Té trinh phat hanh LIC mu biéu
QTNK/TTPH-01

Gidy & nghj mé LC mu bidu
QTNK/PHLC-03

Hop adng m& LC tra cham(néu
md LC tra cham) mu bidu
QTNK/HDTC-07

Chdmg thw bao hidm (néu cb)

Chimg tir B1

Té trinh phat hanh LIC theo mau
QTNK/TTPH-02

Ching tir B2 + B3

T& trinh phat hanh LC mau bidu
QTNK/TTPH-01

Hop ddng ngoai thuong

Hop dbng mé LC tra cham(néu
mé LC tra cham) mAu biéu
QTNK/HDTC-07

Bao hiém (néu cb) .
Té& trinh phat hanh UC mau bidu
QTNK/TTPHO02

Té& trinh clla PKD

Ban thao dién MT700
T trinh duyét thuan phat hanh
LC

Béan thao dién MT700

Chimg tir B1

T trinh phat hanh LC da dugc
duyét

Dién in tlr Swift

Hudmg dan lwu trik hd soo TTTM
HDNK-04

Trach nhiém:
® Chinhanh: kiém tra hd so, 1p td trinh, soan dién.

® P.TTTM: kiém tra hd so md L/C, 18p t& trinh cla phdng véi nhan xét, @8 xudt va chiu trach nhiém
tham muu v@ ky thuét L/C. Kiém tra ky thuat didn, sira dién va chuyén dién ra nuéc ngoai. C8p
ki€m tra tai P.TTTM Ia thanh toan vién - kiém soat vién — C4p c6 thdm quydn P.TTTM.

® Phong KD: thdm dinh hd sg, chiu trach nhiém trinh tham muu v& viéc phan quyét cép tin dung cla

hd s va trinh ky C8p c6 thdm quydn xét duyét.
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@ Sacombank | Quy TRINH PHAT HANH LC VUOT .
NGAN HANG SAt GON THUONG TIN Ban hanh: 01‘20 " 2/2006)

M3 so: TTTM/LCNK-1B4

HAN MUC DUQC CAP HOAC KHACH
HANG CHUA CO HAN MUC VA VUOT
HAN MUC PHAN QUYET CUA CN/SGD

S6 trang: 2/4

CAC BUOC QUA TRINH MO TA cAc BUOC QUA TRINH

Tiép nhan ho sd - Nhan bang fax hodc nhan truc ti€p ban photo h6 so tir CN
chuyén 1&én gém co:
1. T9 trinh phat hanh LC mau biéu QTNK/TTPH-01
2. Gidy dé nghi m& LC mau biéu QTNK/PHLC-03
3. Ban thao dién MT700
4. Hop déng ngoai thuong
5. Hop ddéng md LC trd cham (néu md LC trd cham) mau
biéu QTNK/HDTC-07
6. Chirng the bao hiém (trwdng hop diéu kién thuong mai
quy dinh ngudi m& mua bao hiém)

- Ky nhén ching tir ghi rd ngay gid nhan néu nhan truc tiép,

luu y gid néu nhan bang fax.

Kiém tra han mirc CN va ho so Can ¢ ndi dung td trinh phat hanh L/C clia CN, xac dinh ho
$O vuot thAdm quyén phan quyét cia P.TTTM.
- _Kiém tra tinh phap ly cta hd sa:

v Todrinh phat hanh LC, ban thao dién MT700 cia CN
phai cé chit ky va dong dau tén ciia Ban Giam déc CN,
khéng can d6ng ddu méc.

v Céc chirng tir con lai phai cé chit ky, con dau, ngay
phat hanh cla cac bén lién quan.

- Kiém tra ndi dung hd so:

v T trinh phat hanh LC phai thé hién day du cac thong
tin theo miu biéu QTNK/TTPH-01 va ndi dung clia to
trinh phai khdp dung véi LC d& nghj mé.

v Hop ddng md LC tra cham phai kiém tra tén ngudi
dugc bao lanh, thdi han va sd tién bdo lanh, tai san
dam bao.

v Hop ddng ngoai thuong thé hién tén va dia chi cua
ngudi mua, ngudi ban, tén hang héa, phuong thirc
thanh toan, diéu kién thuong mai phai phu hop véi LC
phat hanh, tri gia hop dong phai I6n hon hodc bang tri
gia LC phat hanh.

v Kiém tra sy khdp ding gitta gidy dé nghi md LC va
ban thao dién clia CN.

Luu y: Bat ky chinh slra nao trén Gidy dé nghi md L/C

déu phai co dau chinh slra clia khach hang.

AR e L(Ma«,_.'




NGAN HANG SAI GON THUCONG TIN

Sacombank | Quy TRINH PHAT HANH LC VUQT

HAN MUC BUQC CAP HOAC KHACH
HANG CHUA CO HAN MUC VA VUQT
HAN MUC PHAN QUYET CUA CN/SGD

M3 sd: TTTM/LCNK-1B4
Ban hanh: 01(£0 /12/2006)
Sé trang: 3/4

v

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO

Kiém tra ngan hang nhan dién, ngan hang théng bao
LC, cac trudng, cac diéu khoan ciua LC phdi khéng
mau thuin nhau, khéng mau thuan vdi théng l& qudc
t&€ (UCP, incoterms...), khdng ¢6 digu khoan nao bat igi
cho ngan hang (hudéng dn kiém tra hd so phat hanh
L/C nh8p kh&u s8 TTTM/HDNK-01)

Ching thu bao hi8m: cac chi tiét trén bao hiém nhu
tén ngudi md LC, tén hang héa, chuyén tai, cang di,
cang dén, sd hgp dong ngoai thuong phai phll hop vai
LC, tri gia va diéu kién bao hiém thuc hién cac theo

quy dinh hién hanh.

3 Lap to trinh

TTV lap t& trinh tham muu vé ky thuat L/C theo mau biéu
QTNK/TTPH-02.
Luu y:

4

T4 trinh phaitrinh dung Cap c6 thdm quyén dugc Gy
quyén cu thé trong tirng thdi ky.

T& trinh’ phai néu ré nhitng diéu khodn can luu y CN
hoac cac diéu khoan dic biét clia hd so lién quan dén
ky thuat L/C.

v

4 Xem xét to trinh va cho y kién |- “ Chuyén hd sd cho Cap ¢ thdm quyén P.TTTM d€ kiém tra
va cho y kién.
5 Ky duyét - Chuyén hd so qua P.KD thyc hién nhu sau:

TTV giao ho so va ghi rd ngay, gid vao sé giao nhan
hd so cha P.KD, hd so gom:

1. T& trinh phat hanh LC ctia CN

2. T¢ trinh phat hanh LC caa P.TTTM

3. Hop dong ngoai thuong

4. Bao hiém (trudng hop diéu kién thuong mai quy dinh
ngudi mad mua bao hiém)

5. Gi@y d& nghimg LC

6. Hop dong md LC tra cham (ndu ma LC tra cham).
P.KD thdm dinh hd so va 1ap to trinh.

P.KD chiju trach nhiém trinh tham muu vé viéc phan
quyét cép tin dung cta hd sag va trinh ky Cap c6 tham
quyén xét duyét.

Sau khi ho so dugc duyét, P.KD théng bao két qua
bang mail ndi bd cho CN va P.TTTM dé nhan hd so.
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7 NGAN HANG SAI GON THUONG TIN

@ Sacombank | Quy TRINH PHAT HANH LC VUOT

HAN MUC PUQC CAP HOAC KHACH
HANG CHUA CO HAN MUC VA VUQT
HAN MU’C PHAN QUYET CUA CN/SGD

M3 s6: TTTM/LCNK-1B4
Ban hanh: 01¢40 /12/2006)
S6 trang: 4/4

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO

v TTV ky nhan hd sd ghi ré ngay, gio.

Luru y: N&u Cap co thdm quyén cd chi thi ddc biét trong
td trinh duyét thuan yéu cau chi nhanh phai thuc hién
truwde khi phat hanh LC thi P.KD phai thdng bao cho
Trudng bd phan TTQT hodc Kiém seat vién chi nhanh
bang mail ndi bd (va fax néu can). Sau khi nhan dugc
b3 sung xac nhan da hoan thanh cac yéu ciu cla td
trinh duoc duyét cé chi ky xac nhan cla Giam déc CN
Ién t& trinh bang fax, P.TTTM thuc hién slra dién va
cho phat hanh LC.

Duyét dién cap 1
Duyét dién cap 2

6 Sira dién va tra vé chinhanh |- Sau khi Cap c6 thdm quyén ky duyét phat hanh LC, TTV
vao phan hé tai trg thuwong mai, can clr vao ban thao dién
MT700 da duyét dé sita cac sai sot so voi file dién CN
chuyén ién.
- Sau d6 duyét dién, tao file va tra dién vé chi nhanh.
- Luwuy:

v Néucd nhifng sai sét phai vao Swift mdi sira dugc thi
dién trd vé CN khong hoan toan khdp dung, phai tra
dién giay ve.

7 Dispose - “ Thyc hién theo Quy trinh x&* ly dién TTQT gti lén mang

SWIFT-CN soan thdo sd TTTM/SWIFT-3A.

|
8 Lap bia, Ivu hd sg .va tra to

trinh da duoc duyét vé CN.

TTV Iap bia va lru hd sd phat hanh LC theo Huéng din s6
TTTM/HDNK-04.

Chuyén ban chinh td trinh phat hanh LC da dugc duyét cho
CN tryc tiép hodc bang phat chuyé&n nhanh.
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( (ﬁf{b Sacombank |

‘ ‘/" NGAN HANG SAI GON THUONG TiN

QUY TRINH TU CHINH LC TAI CHI

NHANH/SGD

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

Ma s0: TTTM/LCNK-2A
Ban hanh: 010 /12/20086)
86 trang: 1/5

LUU DO QUY TRINH TAI CHI NHANH

z

Trach nhiém Bwoéc

Qua trinh

Chirng tir

Nhén vien TTQT B1

Nhan vién TTQT

CBTD B2

Kidm so4t vién BP. TTQT
hodc TP.DVKH va Ban B3
Giam abc chi nhanh/SGD

Nhan viéen TTQT B4

‘ Tiép nhan hd so )

y

Kidm tra va thye hién tu chinh

Chuyén hd so 18n hoi s&

|- Gidy a8 nghi tu chinh L/C. MAUQTNK/
#1TCLC04

Phy kién hop ddng (néu o)

Gidy 8 nghj mua ngoai t& (néu tu chinh
tang tién). MAu QTNK/DMNT-12

Béo hidm bd sung(TH aidu kién thurong
mai yéu cAu ngudi mé& mua bao hiém)
Phy kién hop ddng m& LC tra cham
(trudmg hep tu chinh tang tién LC tra
cham) QTNKHPTCO7

Chimg tir & B1

Ban thao dién MT707

Péhiéu nhap ngoai bang (ndu TC ting
tieén)

Péhiéu xuét ngoai bang (néu TC gidm
tien

Gté; aé nghj mua ngoai té (néu TC
tang tidn)

Lénh trich KQ (éu TC tang tidn)

Chimg tir & B2

Céc chimg tir cd lién quan, ban thao dién
MT707

Kidm soat vién BP.TTQT Duyét va chuyén dié )
hosc TP.DVKH B5 én héi s& Ban thao dién MT707
Nhan vien TTQT 86 In dién tra v& tir hoi s& Ban dién MT707
4
Nhan vién TTQT B7 Giao dién TC cho khach hang Ban chinh dién MT707
y
Nhan vién TTQT B8 C Nhap bia v I hd so ) Huong din s5 TTTMHDNK-04

Quy trinh ndy ap dung cho t&t cd cac chi nhanh/SGD trén toan hé théng
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DIEN GIAI CHI TIET LUU BD QUY TRINH TAI CHI NHANH.

NGAN HANG SAI GON THUONG TN f

'BUOC | CAC BUOC QUA TRINH

1 Tiép nhan hd sd

j
|
|
|
|
f
(
r
|
\

‘Kiém tra va thuc hién tu

‘; chinh

|

| Ma s6: TTTMILCNK-2A

@ Sacombank | QUYTRINHTUCHINHLCTAICHI | oo 0 L o 06)

NHANH/SGD | SGtrang: 2/5

MO TA CAC BUGC QUA jghtlH

- Nhan hd sd tu chinh L/C t& khach hang:
1. Gidy d& nghi tu chinh LC mau biu QTNK/TCLC-04.

2. Phuy kién hgp déng ngoai thuang(néu cé).

3. Gidy dé nghi mua ngoai t& mau bidu QTNK/DMNT-12 (néu tu

chinh tang tién).

4. Ching thu bao hi8m b3 sung (trudng hop diéu kién thuong mai

quy dinh ngudi m& mua bdo hiém).

5. Phu kién hop ddng m& LC tré cham (néu tu chinh tang tién LC
trd cham) mau biéu QTNK/HDTC-07.

- Pong dau ngay gid nhan ho so.

- Kiém tra tinh phap ly:

v

Ki8m tra tinh phap ly cla hd so theo hudng dan sd
TTTM/HDNK-01.

Luu y: NVTTQT kiém tra chit ky va con ddu trén Gidy dé nghi
tu chinh L/C, Gidy dé nghi mua ngoai t& (néu co6), Phu kién
hogp dong md L/C tra cham (néu tu chinh tang tién LC tra
cham) va/déng dau xac nhan chir ky va con dau theo hudng
dan s8 TTTM/HDNK-02.

Cac chirng tir con lai phai co ngay phat hanh, chit ky, con dau

clia cac bén cé lién quan.

- Kiém tra ndi dung:

v

v

v

S6 L/C trén gidy dé nghi tu chinh LC
N6i dung can tu chinh: khdng mau thuan véi L/C, khdng cé
dieu khoan nao bat Igi ...

Phi tu chinh: khach hang hay ngudi thy hudng chiu.

- Thuec hién tu chinh, trudng hgp tu chinh tang tién:

v

Chuyén cho CBTD dién day dd théng tin yéu cau vé han mic
trén Gidy dé nghi tu chinh LC - phan danh cho ngan hang va
ky xac nhan .

Lap 1énh trich KQ: KQ b3 sung vdi ty k& KQ da dugc duyét
trén s6 tién tu chinh tang thém.

Lap Gidy d& nghi mua ngoai t& (néu cé): mua ngoai t& bd
sung phan tién tang thém + dung sai (néu céd), thdng bao sd

lwgng ngoai t& ban cho nhan vién phuy trach KDTT (theo quy

dinh hién hanh).

—
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DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH

NGAN HANG SAl GON THUONG TiN

|
|

|
'Ky kiém soat va ky duyét

' Chuyén ho so 1én hi sé
|

|
|
|
|

Sacombank  QUY TRINH TU CHINH LC TAI CHI

v Ban thao dién MT707

*F S 71/41%

| M3 s6: TTTMILCNK-2A
Ban hanh: 01440 /12/2006)
NHANH/SGD | Sotang: 35

v Vao giao dich tu chinh L/C: nhap cac théng tin theo yéu cau

v Soan dién tu chinh theo ndi dung trén gidy dé nghi tu chinh va
in ban thao dién MT707.

v In phi€u nhap ngoai bang.

v Hach toan: KQ b8 sung s6 tién tang thém, thu phi tu chinh
(néu ngudi md chju) va in phiu chuyén khodn, phi€u chuyé&n
khoan VAT. Kiém tra su khdp dung gilta sO tién, tén khach
hang, s6 tai khoan trén phiéu chuyén khoan, phi€u chuyén
khdan VAT va 1énh trich KQ.

Luu y: phi tu chinh Lc (néu nguoi md chiu) dugc phan bo
theo dung nguyén tic ké toan.

Thue hién tu chinh, trudng hop tu chinh khac:

v VAo giao dich tu chinh L/C: nhap cac théng tin theo yéu cau.

v Soan dién tu chinh theo ndi dung trén gidy dé nghi tu chinh va
in ban thao dién MT707.

v In phiéu xuat ngoaibang (néu tu chinh giam tién).

v Viét lénh trich KQ: thu phi tu chinh LC (néu ngudi md chiu phi
tu chinh).

v Hach toan: thu phi tu chinh LC (n€u nguwdi md chiu) va in
phiéu chuyén khoan VAT. Luu y phan b8 phi tu chinh theo
dung nguyén tac ké toan.

Kiém tra su khdp dung gitta ban thao dién MT707 va gidy dé nghi

tu chinh

Luu y: Ngan hang nhan dién tu chinh LC 1a ngan hang da nhan

dién phat hanh LC.

Trudng hop tu chinh LC trong HMXL ciia chi nhanh: Déng dau “HO

SO TRONG HMXL CHI NHANH" theo hudng dan s6

TTTM/HDNK-02.

Kiém soat vién BP.TVTQTV Ir'\ioécr TPDK/T(Hklémtra vaﬁérinisoéti

ho sg.
Ban giam doc ky duyét

Trudng hgp tu chinh LC trong HMXL cGa chi nhdnh: Fax hodc gt

truc ti€p ban copy cia ban thao dién MT707 1én P.TTTM.
Trudng hgp tu chinh LC vugt HMXL cla chi nhanh : Fax hoac gt

truc tiép ban copy cac chiing tir sau 1én P.TTTM:
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.hodi sd

' 5 Duy&t va chuyén dién lén

' 6 .Indién trd vé tir hdi sd

M& s6: TTTM/LCNK-2A
A Ban hanh: 01(.£0/12/2006)
NHANR/SGD . SGtrang: 4/5

| v Gidy @& nghi tu chinh LIC

| v Chung thu bao hiém b6 sung (truding hop didu kién thudng mai

| yéu cau ngudi md mua bao hiém) (néu co).
v Phu kién hgp ddng md LC tra cham (néu tu chinh ¢6 ndi dung

lién quan dén HD md LC tra cham).
v Phu kién hgp dong ngoai thuong (néu.tu chinh tang hoac giam
tién)

- Lwuy:

} v Trén ban chinh cha ban thao dién MT707 hoéc s& giao nhan co

; ky nhan cia TTV P.TTTM ghi rd ngay gid nhan ho so (néu gui

= truc ti€p)

" v Ban thao dién MT707 phai c6 chit ky va déng dau tén cua Ban

} giam déc, khéng can déng ddu mdc trdn.

J- Trudng hop tu chinh tang tién LC :

J v__Vuot han mic dugc cap cho khach hang, hoac

| /v Khach hang chua c6 han mic va vugt HMPQ ciia CN:

}nhén két qua duyét thuan tu chinh LC cla cdp c6 thdm quyén to

“ P.KD béng email

| Luu y: Néu cap co thdm quyén cd chi thi dac biét trong td trinh
duyét thuan yéu cau CN phai thuc hién trudc khi tu chinh LC thi
sau khi nh&n thong bao ti P.KD hoi s&, CN thuc hién b6 sung
dung theo chi thj va thdng bao cho P.TTTM néu rd: "P& hoan
thanh cac yéu clu clia T trinh dugc duyét® bang fax co chir ky
xac nhan ndi dung clia Ban Giam doc dé P.TTTM thuc hién sira
dién va cho tu chinh LC.

Kiém soat vién BP.TTQT hodc TP.DVKH kiém tra su khdp ding
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{ gitra file dién va ban thao dién.

E Luu y: néu trén ban thao dién co6 chinh sira, ma file dién chua dugc
‘I stra, chuyén vé cho NVTTQT stra dién.
1- Duyét tu chinh L/C va chuyén file dién 1én P.TTTM.
\l - Indién; 7 -
Z v In file dién MT707 dugc tra vé tir hdi sd bang gidy lién tuc 2 lién
\‘ (quy cach: 240mm x 279mm).
} v Kiém tra tinh khdp dung gitta ban dién tra vé tir hdi sd va ban
% thao dién.

l

\

Luu y: néu cd nhitng sai st phai vao Swift méi stra dugc thi
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Giao dién TC cho khach
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‘Nhap bia va luvu ho so
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‘M s§: TTTMILCNK-2A |
Ban hanh: 0120 /12/2006) ‘

NHANH/SGD SGtrang: 55

Y TRINH TAI CHI NHANH

dién tra vé CN khéng hoan toan khdp dung, nhan dién gidy tra

Vet P.TTTM.

Vao s8 phat hanh LC nhap khiu néu tu chinh taing hodc giam tién
LC (theo hudng dan s& TTTM/HDNK - 02)

Giao ban chinh dién MT707 cho khércrzhkﬁé;\gﬂ.r y I
Khach hang ky nhan trén ban sao (lién con lai cta ban dién).

Nhan 13 trinh duyét thuan tu chinh LC ban chinh tir P.TTTM (d8i
vdi tu chinh tang tién LC vugt HMBC cla khach hang hodc chua

¢6 han murc va vuot HMPQ ciia CN)

Nhan vién TTQT nhap bia va ltu hd so tu chinh LC theo hudng
dan s6 TTTM/HDNK-04.

29 W
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@ Sacombank | QuYTRINHTU CHINHTANG TIENLC | V@ 3% TTTMLCNK281
NGAN HANG SAI GON THUCNG TIN Ban hanh: 01@ " 2/2006)

HOAC TU CHINH KHAC TRONG HAN .
. o S6 trang: 1/2
MUC XU LY CUA CHI NHANH/SGD

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO

H_u’u PO QUY TRINH TAI HQI SO

Trach nhiém Buwéc Qua trinh Chirng tir
Thanh todn vién P.TTTM B1 (Tiép nhan dién y&u cAu tu mint) Ban th3o dién MT707
Thanh toan vién PTTTM B2 « t%ggh;‘ﬁ;fé" S Ban thao dién MT707

Thanh toan vien PTTTM B3 Sira dién va tra dién vé chi nhanh Ban thao dién MT707

Thanh todn vien PTTTM Dispose

Kiém soat vién P.TTTM B4 Duygt dién cap 1 Ban thdo dién MT707

Ké todn vién P.TCKT Quyét dién cAp
Ban thao dién MT707

| ) Dién in tir Switt

Thanh toan vién PTTTM B5 Nhapbia va luu hd s ) Huomg dan Ivu trir hd so TTTM

HDNK-04
Trach nhiém:

® Chi nhanh: hoan toan chiu trach nhi®m kiém tra hd so va soan dién.
® P.TTTM: ki8m tra ky thuét dién, sira dién va chuy8n dién ra nudc ngoai. C8p kiém tra tai P.TTTM [
thanh toan vién.
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NGAN HANG SAl GON THUONG TIN

QUY TRINH TU CHINH TANG TIEN LC
HOAC TU CHINH KHAC TRONG HAN
MUC XU LY CUA CHI NHANH/SGD

Ma s8: TTTM/LCNK-2B1
Ban hanh: 01 @0/1 2/2006)
$6 trang: 2/2

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO

BUOC

CAC BUOC QUA TRINH

MO TA CAC BUGC QUA TRINH

1 Ti€p nhan dién
chinh

yéu cau tu

Nhan bang fax hodc nhan truc ti€p ban photo ban thao dién
MT707 tir CN chuyén lén.
Ky nhan ching tir ghi rd ngay gid nhan néu nhan truc tiép,

lwu ¥ gi& néu nhan bang fax.

xac nhan

Kiém tra ky thuat dién va ky

Kiém tra xac nhan “HO SO TRONG HMXL CHI NHANH"

ngay Vi tri ky duyét clia Ban Giam d6c CN trén ban thao dién

MT707 cua CN.

Kiém tra tinh phap ly ctia ho so:

v Ban thao dién MT707 phai co chit ky va déng dau tén
clia Ban Giam déc CN, khdng cin déng ddu méc.

Kiém tra ky thuat dién:

v/ Kiém tra ngan hang nhan dién, ngan hang théng bao

LC, cac trudng, cac dieu khoan cua tu chinh LC khong

mau thudn nhau, khong mau thuan véi théng 1& qubc t&

(UCP, Incoterms...), khéng mau thuan véi cac diéu

khoan khac 'cla LC da phat hanh, va khéng co diéu

khoan nao bat Igi cho ngan hang.

TTV ky xac nhan lén ban thao dién MT707.

Stra dién va tra vé chi nhanh

\

TTV vao phan hé tai trg thuang mai, can cu vao ban thao
dién MT707 da duyét d€ sira cac sai sot so vdi file dién CN
chuyén ién.

Sau dé duyét dién, tao file va tra dién vé chi nhanh.

Luu y: néu co nhiing sai sét phai vao Swift mdi stra duoc thi
dién trd vé CN khdng hoan toan khdp dung, phai tra dién

gidy ve.

Dispose
Duyét dién cép 1
Duyét dién cap 2

Thuc hién theo Quy trinh xtr ly dién TTQT gti 1én mang
SWIFT-CN soan thao s6 TTTM/SWIFT-3A.

Nhép bia va luu hd so -

TTV lwu hd so phat hanh LC theo Hufng din s8
TTTM/HDNK-04.
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NGAN HANG SAI GON THUONG TiN

QUY TRINH TU CHINH TANG TIEN LC

TRONG HAN MUC PHAN QUYET HOAC

KY QUY 100% NHUNG VUQT HAN
MUC XU LY CUA CHI NHANH/SGD

M3 s6: TTTM/LCNK-2B2
Ban hanh: 01¢0 /12/2006)
S6 trang: 1/3

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO

LUU DO QUY TRINH TAI HOI SO

( Nhap bia va luu hé sor )

Trach nhiém Bwéc Qua trinh Chirng tir
Bén thao dién MT707
Giky 32 nghi tu chinh LC mau biéu
A i QTNK/TCLC04

Thanh toan vién P.TTTM B1 ( Tiép nhan hd so ) Chimg thu bao hiém (néu o6)
Phy kién hop dbng mo LC tré chém
(néu ob) mau bidu QTNKHDTCO7
Phy kién hop déng ngoai thuong
(néu cb)

Thanh toan vién P.TTTM B2 Kié";lgr? r’;?ms" va Chang tir B1

Kidm soat vien P TTTM B3 Ching tir B1

Thanh toan vién P.TTTM B4 Stra dién va tra dién v& chi nhanh Ban thao dign MT707

Thanh toan vién P.TTTM -

. e Dispose

Kiém soat vien P TTTM . )

Ké todn vién P.TCKT B5 uyg: g_‘:g: 1 Ban thao dién MT707
Chumg tir B

Thanh toan vién P.TTTM B6 Bién in tlr Swift

Huéng dan luu tri hd so TTTM
HDNK-04

Quy frinh ndy 4p dung dadi vai:

. Tu chinh tang ti&n LC vuot han mirc xi¥ ly nhung trong han mirc phan quyét cta chi nhanh hoc,
. Tu chinh tang tiégn LC ma khach hang da ky quy 100% fri gid nhung vuot han mirc xUt ly cta chi

nhanh/SGD.
Trach nhiém:

® Chi nhanh: kim tra hd so, soan dién.

® P.TTTM: kiém tra hd so, kim tra ky thuat dién, sita dién va chuyén dién ra nudc ngodi. C4p kiém
tra tai P.TTTM Ia thanh toan vién va ki8m soét vién.
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Sacombank | Quy TRINH TU CHINH TANG TIEN LC
NGAN HANG SA1 GON THUONG TIN Ban hanh: 010 /12/2006)

Ma s6: TTTM/LCNK-2B2

TRONG HAN MUC PHAN QUYET HOAC
KY QUY 100% NHUNG VUQT HAN
MUC XU LY CUA CHI NHANH/SGD

So6 trang: 2/3

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO

———

BUGC CAC BUOC QUA TRINH MO TA CAC BUOC QUA TRINH

1 Tiép nhan hd so ti chinhanh |- Nhan bang fax hodc nhan truc ti€p ban photo hd so tir CN
chuyén |én gom co:
1. Ban thao dién MT707
2. Gidy dé nghi tu chinh LC mau biu QTNK/TCLC-04
3. Chirng thu bao hiém (trudng hgp diéu kién thuong mai
quy dinh ngudi md mua bao hiém)
4. Phu kién hgp dong ngoai thuong (d8i vai tu chinh tang
hodc giam tién L/C)
5. Phu kién hop ddong mé L/C tra cham (néu c6) mau biéu
QTNK/HDTC-07

- Ky .nhén ching tir ghi ré ngay gi¢ nhan néu nhan truc tiép,

Ity y gid néu nhan bang fax.

2 Ki€ém tra h6 sd va han mic - Can clr cong no trén Gidy dé nghi tu chinh L/C clia CN, xac

dinh ho so trong tham quyén phan quyét clia P.TTTM.
- Kiém tra tinh phap ly cta hoé sa:

v Banthao dién MT707, gidy dé nghi tu chinh LC phai cé
chir ky va déng dau tén clia Ban Giam doc CN, khéng
can déng d&u mdc.

v Céc ching tir con lai phai c6 chlr ky, con diu, ngay
phat hanh cta cac bén lién quan.

- Kiém tra ndi dung hd so:

v  Gidy dé nghi tu chinh LC phai thé& hién cong ng.

v Kiém tra su khdp ding gitta ban thao dién MT707 va
gidy d& nghi tu chinh LC.

Luu y: Bt ky chinh sita nao trén Gidy d& nghi tu chinh
L/C déu phai co ddu chinh slra cla khach hang.

v Phu kién hgp déng ngoai thuong phai thé hién tén va
dia chi ca ngudi mua, ngudi ban, tén hang hda bd
sung phai phu hop vdi gia tri tu chinh tang tién L/C, téng
tri gid hgp dong phai I6n hon hodc bang tri gia L/C sau
khi tu chinh.

v Phu kién hgp déng md L/C tra cham phai kiém tra tén
ngudi dugc bao 1anh, thoi han va sé tién bao lanh, tai
san dam bao bd sung.

v Kiém tra ngan hang nhan dién, ngan hang thong bao

LC, cac trudng, céc diéu khoan cla tu chinh LC phai
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NGAN HANG SA1 GON THUONG TIN

@ Sacombank

QUY TRINH TU CHINH TANG TIEN LC
TRONG HAN MUC PHAN QUYET HOAC
KY QUY 100% NHUNG VUQT HAN
MUC XU LY CUA CHI NHANH/SGD

M3 s&: TTTM/LCNK-2B2
Ban hanh: 01¢20 /12/2006)
S0 trang: 3/3

BUOC

CAC BUOC QUA TRINH

MO TA CAC BUGC QUA TRINH

khoéng mau thudn nhau, khéng mau thuan voi théng 1é
quéc t& (UCP, Incoterms...), khdng mau thuan vdi cac
diéu khoan khac cta LC da phat hanh, va khéng cé
diéu khoan nao bat Igi cho ngan hang.

v Kiém tra phi tu chinh do ai chiu, néu ngudi hudng chiu
thi trén ban thao dién MT707 phai thé hién phi tu chinh
do ngudi hudng chiu.

v Chung thw bao hi8m: cac chi tiét trén bao hiém bd sung
nhu tén ngudi md LC, tén hang hoa, sé hgp dong ngoai
thuong phai pht hgp vdi tu chinh tang tién LC, didu
kién bao hiém va tri gid bao hiém bd sung thuc hién

theo cac quy dinh hién hanh.

Ky duyét

Chuyén ho so cho KSV kiém tra va ky duyét.

S(ra dién va tra vé chi nhanh

TTV vao phan hé tai trg thuong mai, can c vao ban thao
dién MT707 da duyét dé sira cac sai sot so vdi file dién CN
chuyén lén.

Sau d6 duyét dién, tao file va tra dién vé chi nhanh.

Luu y: néu c6 nhirng sai sét phai vao Swift mdi stra dugc thi
dién trd vé CN khong hoan toan khdp dung, phai tra dién

gidy vé.
5 Dispose Thuc hién theo Quy trinh x{r ly dién TTQT gui 1én mang SWIFT-
Duyét dién cap 1 CN soan thdo s TTTM/SWIFT-3A.
Duyét dién cap 2
6 Nhap bia va luu ho so TTV nhap bia va luu hd so tu chinh LC theo Huéng din s6

TTTM/HDNK-04.




NGAN HANG SAL GON THUONG TIN

@ Sacombank | Quy TRINH TU CHINH TANG TIEN LC

TRONG HAN MUC BUQC CAP NHUNG
VUQT HAN MUC XU LY CUA CHI
NHANH/SGD

M3 sd: TTTM/LCNK-2B3
Ban hanh: 01(0/12/2006)
So trang: 1/4

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO

LUU DO QUY TRINH TAI HOI SO

Trach nhiém

Buwéc Qua trinh

Chirng tir

Thanh toan vien P.TTTM

Thanh toan vien P.TTTM

Kidm soat vien P.TTTM

Cép o6 thdm quyén
PTTTM

Thanh todn vién P.TTTM

Thanh toén vien PTTTM
Kiém soat vien P TTTM
Ké toan vién P. TCKT

Thanh todn vién P.TTTM

L

B1
C Tiép nhan hd so )

B2 Kiém tra hd so va
han mac

B3

B4 Stra dién va tra dién v& chi nhanh
Dispose

BS Duyét dién cip 1

Lyyét dién cap

Bs C Nhap bia va luu hd so >

Ban thao dién MT707

Giy @& nghi tu chinh LC mAu biéu
QTNK/TCLC04

Chumg thu bao hiém (néu ob)

Phy kién hop ddng mé LC tra cham
(néu cd) mau bidu QTNKHDTCO7
Phuy kién hop ddng ngoai thuong

Chimg tir B1

Chimng tir B1

Ban thao gién MT707

Ban thao dién MT707

Chumg tir B1

Dién in tlr Swift

Huwémg dan luu trir hd so TTTM
HDNK-04

Luu y: Trong trudng hop khéach hang da dugc cdp han mirc thl Giam B8c cac Chi nhanh/SGD dugc toan
quy8n quyét dinh va chiu trach nhiém tu chinh ting tién LC trong han mirc dugc cép.

Trach nhiém:

@ Chi nhénh: kiém tra hd sg, soan dién.
® P.TTTM: kim tra hd so, kiém tra ki thuét dién, slra dién va chuy&n didn ra nudc ngoai. C8p kiém
tra tai P.TTTM la thanh toan vién - ki8m soat vién — C8p c6 thdm quydn P.TTTM.




@E\ Sacombank
NGAN HANG SAI GON THUONG TiN

QUY TRINH TU CHINH TANG TIEN LC
TRONG HAN MUC PUQC CAP NHUNG
VUOT HAN MUC XU LY CUA CHI

M3 s6: TTTM/LCNK-2B3
Ban hanh: 01¢0/12/2006)
S6 trang: 2/4

NHANH/SGD

CAC BUUC QUA TRINH

MO TA CAC BUGC QUA TRINH

Ti€p nhan ho so

Nhan bang fax hodc nhan truc ti€p ban photo ho so tr CN

chuyén l&én gdém co:

1. Ban thao dién MT707

2. Gidy d& nghi tu chinh LC mau QTNK/TCLC-04

3. Chting thu bdo hiém (trudng hgp diéu kién thuwong mai
quy dinh ngudi mé mua bao hi€ém).

4. Phu kién hop dong ngoai thuong (néu co)

5.Phu kién hop dong md L/C trd cham (néu c6) mau
QTNK/HDTC-07

Ky nhan ching tr ghi rd ngay gid nhan néu nhan tryc tiép,

lvu 'y gi® néu nhan béng fax.

Ki8m tra ho so va han mirc

Can clr cong ng trén Giay dé nghi tu chinh L/C cla CN, xac
dinh hd so trong thdm quyén phan quyét caa P.TTTM.

Kiém tra tinh phap ly cha ho so:

v Ban thao dién MT707, gidy dé nghi tu chinh LC phai cé
chit ky va dong dau tén cta Ban Giam ddc CN, khéng
can déng déu mdc.

v Cac ching t¥ con lai phai co chit ky, con dau, ngay
phat hanh clia cac bén lién quan.

Kiém tra ndi dung ho so:

v  Gidy dé nghi tu chinh LC phai thé hién cong ng.

v Kiém tra su khop dung gitta ban thao dién MT707 va
gidy dé nghi tu chinh LC.

Luu y: Bat ky chinh sira nao trén Giay dé nghi tu chinh
L/C déu phai c6 dau chinh stra clia khach hang.

v Phu kién hgp dong ngoai thuong phai thé hién tén va
dia chi clia ngudi mua, ngudi ban, t&n hang hoa bd
sung phai phi hgp vdi gia tri tu chinh tang tién L/C, tGng
tri gia hop ddng phai Ion hon hodc bang tri gia L/C sau
khi tu chinh.

v Phu kién hop dong mé L/C trd cham phai kiém tra tén
ngudi dudc bao lanh, thoi han va sé tién bao 1anh, tai
san dam bao bd sung.

v Kiém tra ngan hang nhan dién, ngan hang thong bao
LC, céc trudng, cac diéu khodn cla tu chinh LC phai

khéng mau thuan nhau, khéng mau thudn véi thong Ié
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@ NGAN HANG SAI GON THUONG TIN

acombank

QUY TRINH TU CHINH TANG TIEN LC
TRONG HAN MUC BUQC CAP NHUNG
VUOT HAN MUC XU LY CUA CHi

Ma s&: TTTM/LCNK-2B3
Ban hanh: 01¢20/12/2006)
S6 trang: 3/4

NHANH/SGD

BUGOC

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO

CAC BUGC QUA TRINHj

MO TA CAC BUGC QUA TRINH

qudc t& (UCP, Incoterms...), khdng mau thuén véi cac
diéu khoan khac cua LC da phat hanh, va khéng cé
dieéu khoan nao bat Igi cho ngan hang.

v Kiém tra phi tu chinh do ai chiu, néu ngudi hudng chiu
thi trén ban thao dién MT707 phai thé hién phi tu chinh
do ngudi hudng chiu.

v Chiing thu bao hiém: cac chi tiét trén bao hiém bd sung
nhu tén ngudi md LC, tén hang hoéa, s6 hgp dong ngoai
thwong phai phu hop vdi tu chinh tang tién LC, diéu
kién bao hiém va tri gid bao hiém bd sung thuc hién

theo cac quy dinh hién hanh.

Ky duyét

Chuyé&n hd so cho KSV kiém tra trudc khi trinh hd so cho
Cé&p c6 tham quyén P.TTTM ky duyét.

Sira dién va tra vé chi nhanh

TTV phéan hé tai tro thwong mai, can clr vao ban thao dién
MT707 da duyét dé sira cac sai so6t so vdi file dién CN
chuyén-ién.

Sau do duyét dién, tao file va tra dién vé chi nhanh.

Lwu y: néu c6 nhi*ng sai sét phai vao Swift mdi stta dugc thi
dién trd vé CN khong hoan toan khdp dung, phai tra dién

gidy ve.
5 Dispose Thuc hién theo Quy trinh xtr ly dién TTQT gui 1€n mang
Duyét dién cap 1 SWIFT-CN soan thao s6 TTTM/SWIFT-3A.
Duyét dién cap 2
6 Nhap bia va luvu ho so TTV nhap bia va luu hd sd tu chinh LC theo Hudng din s6

TTTM/HDNK-04.
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§Q> Sacombank

NGAN HANG SAI GON THUONG TIN

QUY TRINH TU CHINH TANG TIEN LC
VUOT HAN MUC BUQC CAP HOAC
KHACH HANG CHUA CO HAN MUC VA
VUOT HAN MUC PHAN QUYET CUA

CN/SGD

M3 s8: TTTM/LCNK-2B4
Ban hanh: 01(:40/12/2006)
S4 trang: 1/4

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO

LUU O QUY TRINH TAI HQI SO

Trach nhiém

Thanh toan vién P.TTTM

Thanh toan vién PTTTM

Thanh toan vién P.TTTM

Kiém soat vién P TTTM
CAp o6 thdm quyén
PTTTM

PKDva
Cép ¢ thdm quyén

Thanh toanvién PTTTM

Thanh toan vién P.TTTM
Kiém soat vien P.TTTM
Ké toan vién P. TCKT

Thanh toan vién P.TTTM

S U

Buéc

Qua trinh

Chirng tir

B1

B2

B3

B5

B6

B7

B8

o

Trach nhiém:

® Chinhanh: kim tra hd s, soan dién.

( Tiép nhan hé sor ’
va han mic CN

Lép t& trinh

Y

Xem xét t& trinh va 'cho ¥ kién

Stra dién va tra dién v& chi nhanh

Dispose
Duyét dién cAp 1
Ryyét dién cap

hap bia, lwu hd so va tra tor trinh
ban chinh 64 dugc duyd cho chi
nhanh/SGD

Ban thao dién MT707

Gidy d4 nghj tu chinh LC mAu bidu
QTNK/TCLC-04

Chumng thw bao hidm (néu cb)

Phy kién horp ddng ngoai thuong
(néu co)

Phy kién hop ddng mé& LC tra cham
(néu o5) mdu bidu QTNK/HDTC-07

Chimg tir B1

T& trinh tu chinh /C miu QTNK
TTTCO5

T& trinh tu chinh UC m3u QTNK
TTTCO05
Chumg tir B1

T& trinh tu chinh UC miu QTNK
TTTCOS

T¢r trinh P.KD

Chirng tlr B1 trir ban thao dién
MT 707

Ban thao dién MT707
T trinh d& duoc duyét

Ban thao dién MT707

Chang ter B1

Dién in twr Swift

T trinh d& dugc duyét

Hudng din lwu triv hd so TTT™M
HDNK-04

® P.TTTM: ki8m tra hd so, 18p t¥ trinh cla phong véi nhan xét, 48 xu#t va chiu trach nhiém tham muu
v8 ky thuat L/C. Kiém tra ky thuat dién, sira didn va chuyé&n dién ra nu6c ngoai. C8p kiém tra tai
P.TTTM la thanh toan vién - ki8m soéat vién — C8p c6 thdm quydn P.TTTM.

® Phong KD: thdm dinh hd s0, chju trach nhiém trinh tham muu vd viéc phan quyét c8p tin dung cla
hd so va trinh ky C8p c6 thdm quydn xét duyét.
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QUY TRINH TU CHINH TANG TIEN LC
VUOT HAN MUC PUQC CAP HOAC
KHACH HANG CHUA cO HAN MUC VA
VUOT HAN MUC PHAN QUYET CUA

M3 s&: TTTM/LCNK-2B4
Ban hanh: 0160 /12/2006)
Sé trang: 2/4

CN/SGD
DIEN GIAI CHI TIET LUU B0 QUY TRINH TAIHOI SO
rBu'cfc CAC BUOC QUA TRINH MO TA CAC BUOC QUA TRINH ]
1 Tiép nhan ho so - Nhan bédng fax hodc nhan truc ti€p ban photo hd so tir CN
chuyén lén gém co:
1. Ban thao dién MT707
2. Gidy dé nghi tu chinh LC mAu biéu QTNK/TCLC-04
3. Ching thu bao hi€m (trudng hgp diéu kién thuong mai
quy dinh ngudi mé mua bao hiém)
4. Phu kién hgp déng ngoai thuwong (néu cd)
5. Phu kién hgp dong mé L/C trd cham (néu c6) mau bidu
QTNK/HDTC-07
- Ky nhan chitng tir ghi rd ngay gid nhan néu nhan truc tiép,
luu y gi® néu nhan bang fax.
2 Kiém tra ho so va han miic CN |- Can clt cong ng trén Gidy dé nghij tu chinh L/C ctia CN, xac

dinh h6 so vugt thdm quyén phan quyét cia P.TTTM.

Kiém tra tinh phap ly clia hd so:

v Bén'thao dién MT707, gidy d& nghi-tu chinh LC phai cé
chit ky va déng dau tén cia Ban Giam déc CN, khéng
can déng ddu mdc.

v Céac chitng tir con lai phai c6 chit ky, con ddu, ngay
phat hanh cla cac bén lién quan.

Kiém tra ndi dung hd so:

v  Gidy dé nghi tu chinh LC phai thé hién cdng ng.

v Kiém tra sy khdp dung gitta ban thao dién MT707 va
gidy dé nghi tu chinh LC.

Luu y: B4t ky chinh slra nao trén Gidy dé nghi tu chinh
L/C déu phai cé dau chinh stra clia khach hang.

v Phu kién hgp déng md LC tra cham phai kiém tra tén
ngudi dugc bao 1anh, thoi han va s tién bao lanh, tai
san dam bao bd sung.

v Phu kién hop ddng ngoai thu'ang thé hién tén va dia chi
clia ngudi mua, ngudi ban, tén hang hoa b sung phai
phl hgp vai tri gia tu chinh tang tién LC, t8ng tri gia hgp
ddng phai I6n hon hoic bang tri gia LC sau khi tu chinh.

v Kiém tra ngan hang nhan dién, ngan hang théng bao
LC, cac trudng, cac diéu khoan cla tu chinh LC phai

khong mau thudn nhau, khdng mau thuan véi théng 1
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NGAN HANG SAt GON THUONG TIN

@ Sacombank | Quy TRINH TU CHINH TANG TIEN LC
VUGOT HAN MUC BUQC CAP HOAC
KHACH HANG CHUA CO HAN MUC VA
VUOT HAN MUC PHAN QUYET CUA

CN/SGD

Ma s&: TTTM/LCNK-2B4
Ban hanh: 01(4 /12/2006)
Sd trang: 3/4

DIEN GIAI CHI TIET LUU ©O QUY TRINH TAI HOI S3

BUOC CAC BUGC QUA TRINH

MO TA CAC BUGC QUA TRINH

qudc t& (UCP, Incoterms...), khdng mau thudn vdi cac
diéu khoan khac cua LC da phat hanh, va khdng cé
diéu khoan nao bat lgi cho ngan hang.

Kiém tra phi tu chinh do ai chiu, néu ngudi hudng chiu
thi trén ban thao dién MT707 phai thé hién phi tu chinh
do ngudi hudng chiu.

Churng thu bao hiém: ¢éc chi tiét trén bao hiém bd sung
nhu tén ngudi md LC, tén hang héa, s6 hgp ddng ngoai
thuwong phai pht hop vditu chinh tang tién LC, diéu
kién bao hiém va tri gid bdo hiém bd sung thuc hién

theo cac quy dinh hién hanh.

3 Lap t& trinh

TTV 1ap t& trinh tu chinh LC tham muu vé ky thuat L/C, theo
mau biéu QTNK/TTTC-05.
Luuy:

v

T trinh phai trinh ding Cap co thdm quyén dugc Oy
quyén cu thé trong tirng thoi ky.

T trinh phai néu rd nhitng didu khoan can luvu y CN
hoéc céac dieu khoan dac biét cia hd so lién quan dén
ky thuat L/C.

4 Xem xét td trinh va cho'y kién

Chuyé&n hd so cho Cap c6 thdm quyén P.TTTM d& kiém tra

va cho y kién.

5 Xét duyét

Chuyén ho so qua P.KD thuc hién nhu sau:

v

v

TTV giao ho sd va ghi rd ngay, gi¢ vao sd giao nhan ho
s0 chia P.KD, ho so gom:

1. Gidy dé nghi tu chinh LC cia CN

2. T@ trinh tu chinh LC cia P.TTTM

4. Chirng thu bao hiém (néu co)

5. Phu kién hop ddng ngoai thuong (néu co)

5. Phu Kién hgp dong m& LC trd cham (néu md LC tra
cham).

P.KD thdm dinh hd sd va 1ap td trinh.

P.KD chiu trach nhiém trinh tham muu vé viéc phan
quyét cap tin dung cta hd sd va trinh ky C8p co thdm
quyén xét duyét.

Sau khi ho so dugc duyét, P.KD thong bao két qua
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@ Sacombank | quy TRINH TU CHINH TANG TIEN LG | M@ 80 TTTM/LCNK-2B4
NGAN HANG SAI GON THUONG TIN . Ban hénh: 01 (&0/1 2/2006)
VUQT HAN MUC BUQC CAP HOAC S6trang: 4/4
KHACH HANG CHUA CO HAN MUC VA '
VUOT HAN MUC PHAN QUYET CUA

CN/SGD

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO
BUGC CAC BUOC QUA TRINH MO TA CAC BUGC QUA TRINH

b&ng mail ndi bd cho CN va P.TTTM dé nhan hd so.
v TTV ky nhan h3 sd ghi rd ngay, gid.

Luu y: N&u Cap c6 thdm quyén cé chi thi dac biét trong
td trinh duyét thuan yéu cau chi nhanh phai thuc hién
trwdc khi tu chinh LC thi P.KD phai thong bao cho
Trudng bd phan TTQT hodc Kiém soat vién chi nhanh
béng mail ndi bd (va fax néu can). Sau khi nhan dugc
b8 sung xac nhan da hoan thanh cac yéu cau cla to
trinh duwgc duyét cé chit ky xac nhan cta Giam déc CN
Ién td trinh bang fax, P.TTTM thuc hién sira dién va
cho phat hanh LC.

6 Sira dién va tra vé chi nhanh - TTV vao phan hé 1ai irg thuong mai, can cir vao ban thao
dién MT707 da duyét d€ slra cac sai sot so vdi file dién CN
chuy&n Ién.

- Sau d6 duyét dién, tao file va tra dién vé chi nhanh.
- Luuy:

v NEéu cé nhitng sai sét phai vao Swift mai slra duoc thi
dién trd vé CN khong hoan toan khop dung, phai tra
dién gidy ve.

7 Dispose - Thuc hién theo Quy trinh x ly dién TTQT gti Ién mang

Duyét dién cap 1 SWIFT-CN soan thao so0 TTTM/SWIFT-3A.

Duyét dién cép 2

8 Nhap bia, lvu hd so va trd td|- TTV nhép bia, luu hd sd tu chinh LC theo Huéng din s8
trinh ban chinh da dwogc duyét TTTM/HDNK-04.
vé CN - Chuyén ban chinh td trinh da dugc duyét cho CN truc tiép

ho&c béng phat chuyén nhanh.
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Sacombank

NGAN HANG SAI GON THUONG TIN

QUY TRINH TU CHINH LC KHAC VUQT
HAN MUC XU LY CUA CHI
NHANH/SGD

M3 sO: TTTM/LCNK-2B5
Ban hanh: 01¢20 /12/2006)
S0 trang: 1/3

DIEN GIAI CHI TIET LUU O QUY TRINH TAI HOI SO

LUU DO QUY TRINH TAI HOI SO

Trach nhiém

Thanh toan vién P.TTTM

Thanh toan vién P.TTTM

Kiém so4t vien P TTTM

Thanh toan vien P.TTTM

Thanh toan vién P.TTTM
Kiém soat vién P TTTM
Ké toan vien P.TCKT

Thanh toan vien P.TTTM

Bwéc

o

B1

B2

B3

B5

Qua trinh Chirng tir
Ban thao dién MT707
Gidy d& nghi tu chinh LC m&u
Tiép nhan hd so bidu QTNK/TCLC-04
Chumg thu bao hiém (néu cb)
Phy luc hop ddng mé L/C tra
cham mau bidu QTNK/HDTC-
07(néu ob)
iém tra ndi dung tu W
chinh va ky thust dié Ching tir B1
Ching tir B1
Sira dién va tra dién vé& chi nhanh Ban thdo dién MT707
Dispose
" Duyét @ién cip 1 Ban thao dién MT707
Dy yét dién c3p
i Chimg tir B1
N Bbién in tir Swift
Nhap bia va luu ho so Huwong din luu tr hd so TTTM
HDNK-04

Quy trinh nay 4p dung trong truding hop hd so tu chinh cac didu khodn khé&c ctia LC a3 md vugt han mirc

xUr ly clia chi nhanh .
Trach nhiém;

@ Chi nhanh: kiém tra hd so, soan dién.

® P.TTTM: kiém tra hd so, kim tra ky thuat dién, sita dién va chuyén dién ra nudc ngoai. C8p kiém
tra tai P.TTTM Ia thanh to&n vién va kiém soét vién.
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., NGAN HANG SAl1 GON THUONG TiN

Sacombank | Quy TRINH TU CHINH LC KHAC VUQT
' HAN MUC XU LY CUA CHI

Ma s8: TTTM/LCNK-2B5
Ban hanh: 01¢20/12/2006)
Sé trang: 2/3

NHANH/SGD

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO

BUGC CAC BUOC QUA TRINH

MO TA CAC BUGC QUA TRINH

1

Ti€p nhan ho sd

Nhan bing fax hodc nhan tryc ti€p ban photo hd so tir CN
chuyén lén gdm co:

1. Ban thao dién MT707

2. Gidy dé nghi tu chinh LC mau biéu QTNK/TCLC-04

3. Chirng thu bao hiém (truong hop thay dGi diéu kién
thiong mai quy dinh ngudi mad mua bao hiém)

4. Phu luc hop déng md LC tra cham (néu thay ddi diéu
khodan clia LC tra cham) mau biéu QTNK/HDTC-07

Ky nhan ching tir ghi rd ngay gid nhan néu nhan tryc tiép,

lwu y gid néu nhan bang fax.

Kiém tra ndi dung tu chinh va
k§ thuat dién

Kiém tra tinh phap ly clia hd so:

v Ban thao dién MT707,gidy dé nghi tu chinh LC phai cé
chit ky va dong dau tén cta Ban Giam d6c CN, khéng
can déng ddu mdoc.

v Gidy dé nghi.tu chinh LC phai cé chit ky, ddu mdc cla
khach hang.

Kiém tra'ndi dung hd so:

v _Kiém tra su khap dung gilta ban thao dién MT707 va
gidy dé nghi tu chinh LC.

v Phu kién hgp ddng ma L/C tra cham phai kiém tra tén
ngudi dudc bao lanh, thgi han va sé tién bao lanh, cac
diéu khoan thay dai

v Chirng thu bao hi6m: cac chi tiét trén bao hiém bd
sung nhu tén ngudi ma LC, tén hang héa, sG hop dong
ngoai thuong phai phu hop vdi tu chinh tang tién LC,
diéu kién bao hiém va tri gia bao hiém b sung thuc
hién theo cac quy dinh hién hanh..

v Kim tra ngan hang nhan dién, ngan hang théng bao
LC, cac trudng, cac dieu khoan cuia tu chinh LC phai
khéng mau thudn nhau, khéng méau thuan véi théng 1&
quéc t& (UCP, Incoterms...), khdng mau thuén véi cac
diéu khoan khac clia LC da phat hanh, va khéng cé
diéu khoan nao bét Igi cho ngan hang.

v  Kiém tra phi tu chinh do ai chiu, néu ngudi hudng chiu
thi trén ban thao dién MT707 phai thé hién phi tu chinh
do ngudi huéng chiu.

Ky duyét

Chuyén ho so cho KSV kiém tra va ky duyét.
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Sacombank

NGAN HANG SA1 GON THUCONG TIN

QUY TRINH TU CHINH LC KHAC VUQT
HAN MUC XU LY CUA CHI

M3 sb: TTTM/LCNK-2B5
Ban hanh: 01(£)/12/2006)
Sé trang: 3/3

NHANH/SGD

BUOC

CAC BUGOC QUA TRINH

DIEN GIA!I CHI TIET LUU BO QUY TRINH TAI HOI SO

MO TA CAC BUGC QUA TRINH

4

Sira dién va tra vé chi nhanh

TTV vao phan hé tai trg thwang mai, can c¥. vao ban thao

dién MT707 da duyét dé sira cac sai sét so vdi file dién CN

chuyén Ién.

Sau do6 duyét dién, tao file va tra dién vé chi nhanh.,

Luuy:

v Néu coé nhitng sai sét phdi vao Swift mdi sira duge thi
dién tra v& CN khong hoan toan khdp ding, phai tra

dién gidy ve.
5 Dispose - Thuc hién theo Quy trinh x ly dién TTQT gUi lén mang
Duyét dién cap 1 SWIFT-CN soan thdo s6 TTTM/SWIFT-3A.
Duyét dién cap 2
6 Nhép bia va fuu h so - TTV nhap bia va luu hd so tu-chinh LC theo Hudng din s8

TTTM/HDNK-04.




Sacombank i

‘ NGAN HANG SAI GON THUONG YiN l

QUY TRINH HUY LC CON THOI HAN
HIEU LUC DO NGUOI MO YEU cAu

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI CHI NHANH

M3 s6: TTTMILCNK-3A1
Ban hanh: 01¢£0/12/2006)
| Sbtrang: 1/4

LUU O QUY TRINH TAI CHI NHANH

Qua trinh

Chirng tir

Trach nhiém Bwéc
Nhan vién TTQT B1
Nhan vién TTQT B2

Kidm so4t vién BP.TTQT
ho&c TP.DVKH va Ban B3
Giam abc chi nhanh/SGD

Nhan vien TTQT B4
Kidm soét vién B85
BP.TTQT,hodc TP.DVKH
Nhan vien TTQT B8
Nhan vién TTQT B7
Nhan vién TTQT B8

Kiém soat vien BP.TTQT
hodc TP.DVKH va Ban B9
Giam déc chi nhanh/SGD

Nhéan vién TTQT B10

C Tiép nhan hd so )

y

Kidmn tra va soan dién ydu cu hiy
(W]ed

Ky kidm soat va ky duyét

Chuyén hd so ién Phong TTTM

Duyét va chuydn di§
n hoi s&

In dién tra v& tir hoi s&

A

—

Nhan dién phan hdi ciia Ngan hang
nuét ngodi tir hoi s&r, Théng bao
cho khéch hang

A

Gidi téa KQ, thu phi, tat toan

()

Gidy d& nghj hily L/C. Mu: QTNK/
HLC-06

Phy kién hop ddng ngoai thuong
(néu od)

Chumg tir & B1
Ban thao dién MT799

Chumg tir & B2

Ban thao dién MT799

Ban thao dién MT799

Ban dién MT799

Dién dén clia NHNN
Thur théng bao khach hang.
Mau:QTNKTBKH-20

Gidy a& nghj gidi téa va thu phi.
MAu: QTNKIGTKQTP-21

Phiéu xuét ngoai bang

Phiéu chuyén khoan VAT
Phiéu chuyn khoan

Ching tir B7

Hudmg dén sé TTTMHDNK-04

Quy trinh n*y &p dung cho tdt ca cac chi nhanh /SGD trén toan hé théng.
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Sacombank | QUY TRINH HUY LC CON THO!I HAN

NGAN HANG SAI GON THUONG TiN t H'EU LUC DO NGUO' Mo YEU CAU S8 trang: 2/4
DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

- CACBUOC QUATRINH |
'Tiép nhan hd so {—
1 |
; [
| |

'Kiém tra va soan dién yéu cau

“hay LIC

\
\
\
i
|
|
|
]
|
)
5
|
\
!
l
|
!

'Ky kiém soat va ky duyét E

'Chuyén hd so lén phong|-

TTT™ |

\
| Duyét va chuyén dién lén hc}ii—

Nhan ho so yéu cau huy L/C tir khach hang:
1. Gidy d& nghi hiy LC m3u bi§u QTNK/HLC-06.
2. Phu kién hop déng ngoai thuong(néu cd).

Paéng dau ngay gid nhan ho so.

Kiém tra: .

v S8 L/C trén gidy dé nghi hiy va ho so LC.

v No6i dung huy LC, phi hiy LC.

v Chi¥ ky va con d3u clia ngudi dai dién theo phap luat cla

Soan dién yéu cau hay LC:

v

v

Kiém soat vién BP.TTQT hodc TP.DVKH kiém tra va ky kiém

Ma s6: TTTWLCNK-3A1
Ban hanh: 01¢0/12/2006)

MO TA CAC BUGC QUA TRINH

codng ty hodc ngudi dugc dy quyén (cé van ban Gy quyén)
trén gidy dé nghi hay L/C. Bong ddu xac nhan chit ky va
con ddu theo hudng dan s6 TTTM/HDNK-02.

Soan dién hly L/C: ban thao dién MT799.

Ki€m tra ndi dung hily LC clia ban thao dién MT799 so voi
LC d3 phat hanh nhu: ngan hang nhan dién, sé LC, s6 tham
chiéu cla ngan hang nuwdc ngoai, tri gia LC, ngudi md,
ngudi hwdng, ngan hang théng bao (néu cd) va ndi dung
hay L.C so vdi gidy dé nghi hly LC.

In,ban thao dién va trinh ky

Luu y: Ngan hang nhan dién hay L/C phai la ngan hang da
nhan dién phat hanh LC.

soat ho so.

Ban giam ddc ky duyét

Fax hodc gii truc tiép ban copy cla ban thdo dién MT799 Ién
P.TTTM.

Luuy:

v

Trén ban chinh cla ban thao dién MT799 hodc s6 giao nhan
¢ ky nhan cua TTV P.TTTM ghi rd ngay gid nhan hd so (néu
gui truc tiép)

Ban thao dién MT799 phai c6 chit ky, déong ddu tén va chirc
danh cta Ban giam doc, khdng cin déng d8u mdc tron.

Kiém soat vién BP.TTQT hodc TP.DVKH kiém tra su khdp dung

gitra file dién va ban thao dién.

Luu y: néu trén ban thao dién co chinh sira, ma file dién chua
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| Ma s6: TTTM/LCNK-3A1

i ’ , ,
| Sacombank " QUY TRINH HUY LC CON THOI HAN Ban hanh: 01¢£0/12/2006)

oA v sweonuene i | HIEU LYC DO NGUOI MO YEU cAu S6 trang: 314

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

In dién tra vé ti hdi sd

7 'Nhan dién phan hdi cia
NHNN t& hdi s¢ va thdng bao
'khach hang

8 | Giaitda KQ, thu phi, tat toan

i
|
l
i
i

|
|
|
|
|
i ]
|
|

duagc sira, chuyén vé cho NVTTQT stra dién.

Duyét dién va chuyén file dién len P TTTM ]

In dién: -

v In file dién MT799 dugc tra vé tir hdi sd bang gidy lién tuc 2
lien {(quy cach: 240mm x 279mm).

v Kiém tra tinh khop dang gilra ban dién tra vé tir hoi sd va ban

thao dién.
Luu y: néu cd nhitng sai sot phai vao Swift mdi sira dugdc thi
dién trd v& CN khong hoan toan khdp dung, nhan dién gidy
travety P.TTTM. ]
Nhan truc ti€ép hodc bang fax b;nkd;;tir-a* chﬂef Ngan hang
nudc ngoai tir hdi sd:
v Kiém tra sd L/C trén ban dién va hé so L/C.

v Kiém tra n6i dung ban dién.

Luu y: Dién dén tir Ngan hang nudc ngoai phai la dién cé ma
khoa.

Théng bao khach hang: Lap thu théng bao khach hang mau bidu

QTNK/TBKH-20 -néu rd ndi dung thé hién trén ban dién dén tir

NHNN. Tu van cho khach hang cac diém can luu y trén ban dién

tra 10i-cia NHNN.

Luuy:

v Né&u ngan hang nudc ngoai khong ddng y hly LC hodc khdng
phan hoi: theo d6i hd sd néu hét han hiéu luc 15 ngay va
NHNN khdng xuat trinh ching tir thi thong bao khach hang
dé tat toan ho so theo quy trinh s6 TTTM/LCNK-8A.

v N&u NHNN dong y hay LC, thdng bao khach hang va thuc
hién tiép budc 8.

Giai toa KQ:

v Lap gidy d& nghi giai tda ky quy va thu phi mau biéu
QTNK/GTKQTP-21.

v Hach toan: gidi tda ky quy va in phi€u chuyén khoan.

Thu phi:

v Hach toan thu céac phi lién quan.

v In phiéu chuyén khoan VAT

T4t todn: vao giao dich tit toan L/C, nhdp s8 L/C va in phigu xuat

ngoai bang.
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&> Sacombank

P’ NOAN HARG SAI GON THUONG TiN

QUY TRINH HUY LC CON THOI HAN
HIEU LUC DO NGUOI MO YEU CAU | g5ang: 44

M3 s8: TTTM/LCNK-3A1
Ban hanh: 01(£0/12/2006)

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH

9

10

|
i

Ky kiém soat va ky duyét

Luu hd sd

Ban giam ddc ky duyét

Kiém tra: su khdp dang gilta sd tién gidi tda, s6 phi da thu, tén
khach hang, sO tai khodn trén phi€u chuyén khodn, phigu
chuyén khoan VAT, s3 L/C vdi gidy d& nghi gidi tda ky quy va thu
phi va ho so LC.

Luu y: S8 tiégn, sd tai khodn, sd LC, tén khach hang trén Phigu
xuét ngoai bang khi t&t toan L/C va Phiéu nhap ngoai bang khi
phat hanh LC phai khdp dung.

Kiém soat vién BP.TTQT hodc TP.DVKH kiém tra va ky kiém

504t ho so.

Nhan vién TTQT
v Vao sé phat hanh LC nhap kh&u, muc “ghi chi khéac “ ghi “da
hGy” né€u NHNN dong y hay LC.

v - Luu hd so hily LC theo Hudng dan s6 TTTM/HDNK-04.
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@@S Sacombank

7" NGAN HANG SA1 GON THUONG TiN

QUY TRINH HUY LC CON THOI HAN
HIEU LUC DO NGUOI MO YEU CAU

M3 s6: TTTM/LCNK-3B1
Ban hanh: 01(0) /12/2006)

S8 trang: 1/3
DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO
LUU PO QUY TRINH TAI HOI SO
Trach nhiém Bwéc Qua trinh Chirng tte
Thanh todn vien P.TTTM B1 ( Tiép nhan Gién g‘" chu hly L/C tir ) Ban théo dién MT799
Thanh toén vién P.TTTM B2 Ban thao dien MT799
Kiém soat vien P.TTTM B3 ¢ B4n thao dién MT799
Tharh toan vién P.TTTM B4 Siva dién vA tra dién v chi nhénh Ban thao dién MT798
Thanh toan vién P.TTTM -
3 e Dispose
Kiém soat vién P.TTTM 4
K& toan vien P.TCKT BS Dut dién-cAp Ban thao dién MT799
Ouyét dién cAp
Thanh toan vién P.TTTM 86 Nhan dién phan hdi tir ngan hang Dién dén tir ngan hang nudc
nuwdc ngoai ngoai

Ngudi duge chi dinh . N
P.TTTMP.TCKT- B? X&c rihan tinh chan thye D'i’;."é" tir ngan hang nude
BP.QHQT ngoai
Thanh todn vién P.TTTM B8 Thong bao chi nhanh f‘)ééor;;!én 1 ngan hang nude

y : BAn thao dién MT799

- Lo n 0 n
Thanh toan vién P.TTTM 8o i b s Dién dén tiy nUBC ngodi
Dién in tlr Swift

Huéng din luu trir hd so0 TTTM
HDNK-04
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@ Sacombank | Quy TRINH HOY LC CON THOTHAN | M@ S5 TTTMALCNK-381
NGAN HANG SAI GON THUONG TiN Ban hanh: 01(20/12/2006)
HIEU LUC DO NGUOI MO YEU CAU B
) ) S6 trang: 2/3

DIEN GIAI CHI TIET LUU B0 QUY TRINH TAI HOI SO

BUGOC CAC BUGOC QUA TRINH MO TA CAC BUOC QUA TRINH

1 Ti€p nhan dién yéu cau hdy|- Nhan bang fax hodc nhan tryc ti€p ban photo cla ban thao
L/C tr CN dién MT799 tir CN chuyén én.

- Ky nhan ching tir ghi rd ngay gi¢ nhan néu nhan tryc tiép,
lvu y gid néu nhan bang fax.

2 Ki€m tra h6 so - Kiém tra tinh phap ly cGa ho so:

v Ban thao dién MT799 clia CN phai cé chlr ky va déng
dau tén cla Ban Gidam d@8c CN, khéng cin déng diu
méc.

- Kiém tra ndi dung hd so:

v Kiém tra néi dung hiy LC clia ban thdo dién MT799 so
vdi LC @a phat hanh nhu: ngan hang nhan dién, sé LC,
s0 ref cla ngan hang nudc ngoai, tri gia LC, ngudi md,
ngudi hudng, ngan hang théng bao (néu co) va ndi dung
hay LC.

3 Ky duyét - Chuyén hd so cho KSV ki€m tra va ky duyét.

4 SUra dién va tra vé chinhanh |- TTV vao phan hé tai trg thuong mai, can cr vao ban thao
dién MT799 d3 duyét dé€ slra cac sai s6t so vdi file dién CN
chuyén ién.

- Sau dé duyét dién, tao file va trd dién vé chi nhanh.,

- Luu y: néu cé nhirng sai sot phai vao Swift mdi sira dugc thi
dién tra vé CN khong hoan toan khap dung, phai tra dién gidy
vé.

5 Dispose - Thyc hién theo Quy trinh x* ly dién TTQT gui Ién mang

Duyét dién cap 1 SWIFT-CN soan thao s6 TTTM/SWIFT-3A.
Duyét dién cap 2

6 Nhan dién phan hoi tr ngan|- Nhan dién phan hoi cla ngan hang nudc ngoai, sau dé:

hang nudc ngoai v Doéng dau ngay, gid nhan.

v Kiém tra ndi dung tra I0i.

7 Xac nhan tinh chan thuc - Dién phan hoi phai 1a dién cé ma khéa (MT799 hodc MT999
co cai test), néu chua cai ma khéa thi P.TTTM di dién yéu
cau nudc ngoai gdi lai dién c6 ma khéa, sau doé thuc hién giai
mé& nhu sau:

a) Truang hop dién c6 cai ma voi SACOMBANK:

- P.TTTM giai ma budc 1

- P.TCKT giai méa budc 2

- Doéng ddu m3 dung (TEST CORRECT) va ky tén
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NGQAN HANG SA1 GON THUONQ TN

Sacombank | Quy TRINH HUY LC CON THOI HAN
HIEU LYC DO NGUO1 M3 YEU CAU

Ma s6: TTTM/LCNK-3B1
Ban hanh: 01¢£0/12/2006)
84 trang: 3/3

b)

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI H)I SO

Yéu cau gdi ma khac néu ma sai.
Truwdng hop dién ¢ cai ma vdi ngan hang khac:

Gdi yéu cau gidi ma tdi ngan hang chi dinh va ti€p nhan dién

tra 16i. |

Yéu cau gdi ma khac néu ma sai

Luuy:

v Né&u ngan hang nudc ngoai khong phéan hoi thi theo doi
ho sg hét han hiéu luc 15 ngay thi thong bao CN dé CN
tdt toan ho s theo quy trinh s6 TTTM/LCNK-8A.

8 Théng bao chi nhanh

Fax hodc chuyén truc tiép dién dén cia nudc ngoai cho CN,
goi dién thoai xac nhan trong truding hgp chuyén béng fax.

9 Luu hd sg

TTV luu hd so hily LC theo Huéng din s TTTM/HDNK-04.
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(ﬁ » Sacombank

Y NGAN HANG SA1 GON THUONG TiN

QUY TRINH HUY LC CON THOI HAN
HIEU LUC DO NGUOI HUONG YEU
CAU

Ma so: TTTM/LCNK-3A2
Ban hanh: 01¢i0/12/2006)
Sé trang: 1/3

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HO1 SO

LUU BO QUY TRINH TAI HOI SO

Trach nhiém Buwéc Qua trinh Chirng tir
. i#p nhéan yéu cAu hly tir ngan han Dién dén tir ngan hang nuéc
Thanh todn vién P.TTTM B1 ( B ngodi Shoai
Nguoi duge chi dinh . Dién 6én tir ngan hang nusc
P TTTMP.TCKT-BP.QHQT B2 Xéc nhén tinh chan thye ngoai
Thanh todn vién P.TTTM B3 Thong bao chi nhanh Sg'%';i"é” irngan hang nue
y
Thanh toan vien P.TTTM B4 Nhan dién phan hdi ciia chi nhanh zérg;g“ dién MT799 hodc
I K& tra k§ thuat dign Ban thao dién MT799 holc
Thanh toan vien P.TTTM BS va cai test MT999
" i Ban thao dién MT799 ho3c
Kiém soat vien P TTTM B6 NIT999 b cai test
Thanh toan vién P.TTTM B7 Stra ain va tra @én v& chi nhanh Ban thao dién MT799 hodic
MT999 cb cai test
Thanh toan vién P.TTTM Bi
Kiém sodt vien P TTTM B8 Duyet as?eosen Ap 1 Ban thao dién MT799 hodic
K& ton vien P.TCKT St gian o MT999 c6 c2i test
ién cap
Ban thao gién MT799 hodic
o MT999 ob cai test
Thanh toan vién P.TTTM B9 ( Luu hd sor ) Dign 6én tir NUGC ngoai
Dién in tir Swift
Hudng dan luy trivhd so TTTM
HDNK-04
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@P\ Sacombank

XY NGAN HANG SA) GON THUONG TiN

QUY TRINH HUY LC CON THOI HAN
HIEU LUC DO NGUOI HUONG YEU

M3 s6: TTTM/LCNK-3A2
Ban hanh: 01{&0/12/2006)
SG trang: 2/3

test

CAU
DIEN GIAI CHI TIET LUU B0 QUY TRINH TAI HOI SO
BUGC CAc BUOC QUA TRINH MO TA CAC BUGC QUA TRINH
1 Ti€p nhan dién yéu cau hly{- Nhan dién yéu cau hiy LC cua ngan hang nudc ngoai, sau
LC tir ngan hang nudc ngoai do:
v Doéng dau ngay, gié nhan.
v Kiém tra ndi dung.

2 Xac nhan tinh chan thuc - Pién yéu cau hay LC phai la dién cé ma khoa (MT799 hodc
MT999 co cai test), néu chua cai ma khoa thi P.TTTM di dién
yéu cau nudc ngoai gdi lai dién ¢é ma khoéa, sau dé thuc hién
gidi ma nhu sau:

a) Trudng hop dién ¢é cai ma véi SACOMBANK:

- P.TTTM gidi ma budc 1

- P.TCKT gidi ma budc 2

- Poéng dau ma dung (TEST CORRECT) va ky tén

- Yéu cau géi mi khac néu ma sai.

b) Trudng hop dién ¢d cai ma vdi ngan hang khac:

- G6i yéu cau gidi-ma tdi ngan hang chi dinh va ti€p nhan dién
tra 15i.

- Yéu cau gdi'ma khac néu ma sai.

3 Théng bao chinhanh - Fax-hodc chuyén truc tiép dién dén cia nudc ngoai cho CN,
goi dién thoai xac nhan trong trudng hop chuyén béng fax.

4 Nhan dién phan hoi cia chi{- Nhan bang fax hodc nhan truc ti€p ban photo ban thdo dién

nhanh MT799/MT999 tir CN chuyén lén.
- Ky nhan ching tir ghi rd ngay gid nhan néu nhan truc tiép,
lwu y gi® néu nhan bang fax.

5 Kiém tra ky thuat dién va cai|- Kiém tra tinh phap ly cta hd so:

v Ban thdo dién MT799/MT999 cla CN phai cé chit ky va
doéng ddu tén cla Ban Giam déc CN, khdng ciin déng
ddu mdc.

Kiém tra ndi dung hd so:
v Kiém tra ndi dung trd 10i cha ban
MT799/MT999 dua trén dién dén clia nudc ngoai va LC

da phat hanh nhu: ngan hang nhan dién, s6 LC, s8 ref

thao dién

cla ngan hang nudc ngodi, tri gia LC, ngudi md, ngudi
hwdng va ndi dung dong y hly LC hay khéng.
Ki€ém tra ngan hang nhan dién cé méa khéa hay khéng, néu
khéng ¢6 thuc hién cai ma khéa nhu sau:
v P.TTTM cai ma budc 1
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Sacombank | QuY TRINH HUY LC CON THOT HAN ':é s:: 'h' TO":’ ;g/'::/';fs
NGAN HANG SA1 GON THUONG TiN - :
HIEU LUG DO NGUOI HUONG YEU | Jon hanh: 016 )
CAU Sé trang: 3/3

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO

v P.TCKT cai ma budc 2

Ky duyét

Chuyén hd sd cho KSV kiém tra va ky duyét.

Stra dién va tra dién vé CN

TTV vao phan hé tai trg thuong mai, can ct vao ban thao
dién MT799/MT999 c6 cai ma khéa da duyét dé sira cac sai
s6t so vdi file dién CN chuyén lén,

Sau d6 duyét dién, tao file va tra dién vé chi nhanh.

Luu y: néu c6 nhitng sai sét phai vao Swift mdi stra duge thi
dién trd vé CN khéng hoan toan khdp dung, phai tra dién gidy

23

Dispose
Duyét dién cép 1
Duyét dién cap 2

Thuc hién theo Quy trinh xtr ly dién TTQT gti Ién mang
SWIFT-CN soan thao s TTTM/SWIFT-3A.

Luu ho so

TTV luu hd so hiy LC theo Hudng déin 86 TTTM/HDNK-04.
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NGAN HANG SAI GON THUONG TiN

@ Sacombank

HIEU LUC DO NGUOI HUONG YEU
CAU

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

QUY TRINH HUY LC CON THOI HAN

Ma s6: TTTM/LCNK-3B2
Ban hanh: 01¢0/12/2006)
S6 trang: 1/4

LUU PO QUY TRINH TAI CHI NHANH

Trach nhiém Bwoc Qua trinh Chirng tir
A e Nhan dién yéu cAu hiy L/C clia . ;
Nhan vién TTQT B1 ( NUdC Ngodi tiy hoi sy Ban dién hiy L/C tir NHNN
v
. e ) N Ban dién hiy LC tir NHNN
Nhan vién TTQT B2 Kiém tra, Thong bao khach hang Thir thong bao khach hang. MAu:
QTNKTBKH-20
y
Nhan vién TTQT B3 Tiép nhan phan hdi tir khéch hang Cang vén phan hdi clia Kch hang
A Ban tggo dién MT799 or 999
Gidly 48 nghi gidi tda TK va thu phi.
Nhan vien TTQT B4 D i 0 KN 1o 8 1 MAu QTNK/GTKQTP-21
-9 ! Phiéu xuét ngoai béng
Phiéu chuyén khoan VAT
Kiém soat vién BP.TTQT/
TP.DVKH va Ban Giam BS Ky kidm soat, ky duyét Chumng tr & B4
Béc chi nhanh
Nhan vién TTQT B6 Chuyén hd so n Phong TTTM Ban thao dién MT799 or 999
Kiém soat vién BP.TTQT Duyét va chuyén i
hoac TP.DVKH 87 dién 16n hoi & Ban thdo dién MT799 or 999
Nhan vién TTQT B8 In dién tra v tir hi s Ban dign MT799MT999
y
Nhan vién TTQT B9 ( Luwu hd sor > Hutng din sbé TTTMHDNK-04
t




: ) . ‘ | Ma s8: TTTM/ILCNK-3B82
| sacombank { QUY TRINH HUY LC CON THOI HAN Ban hanh: 01(20/12/2006)

| NGAN HANG SA! GON THUONG TN | HIEU LUC DO NGUOI HUONG YEU S6 trang: 2/4
| | CAU

| ) | .
DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

'BUGC | CAC BUGC QUATRINH | MO TA cAC BUOCQUATRINH

, , —
1 INhan dién yéu cau hiy LC!— Nhan dién yéu cau hay LC clia nudc ngoai tir hdi sd bang fax

N . e LA 2 |
| clia nudc ngoai tir hdi sd

hoéc truc tiép

2 2 Kiém tra, thong bao khach Kiém tra:
'hang v S8 L/C trén ban dian hity L/C tir NHNN va ho so LC.
1

i v No&i dung hlly LC.
\

Luu y: Ban dién yéu cau hly LC nhan tir NHNN phai cé ma
khéa.
Théng bao khach hang:

i
|
v
|
|
| v Lap thu théng bao khach hang mau biéu: QTNK/TBKH-18.

J > S ” s > . >

] v Tu van khach hang nhi*ng di€m can luu y trén ban dién hiy
}

LC cha NHNN.

3 5Tié’p nhan phan hoi tir khach Nhan céng van phan hoi cia khach hang:

|
i
|
|
J
i
|
|
;
i
!
|
1
|
{
{
|
|
|
|
!
!
i
|
phat sinh trén thu théng bao khach hang mau bidu
QTNK/TBKH-20 ((Phan danh cho khach hang)

v Kiém tra ndi-dung trén Thu théng bao khach hang mau biéu

QTNK/TBKH-20 (Phan danh cho khach hang): khach hang
ddng y hay khdng ddng y vdi yéu cau hily LC clia NHNN, ly
do khong ddng y. S& L/C trén cong van cua khach hang vdi
sd LC duogc yéu cau hity, khach hang chiu cac chi phi phat
sinh .

v Kiém tra ddu mdc va chit ky clla ngudi dai dién theo phap
luat cliia cong ty, néu 1a chit ky cla ngudi dugc Gy quyén
phéi ¢co van ban Gy quyén.Bong ddu xac nhan chit ky va

|
-
J
J
|
f
|-
r
i
l
(
|
i
'hang i v Khach hang danh dau vao 6 twong tng va chiu cac chi phi
(
[
[
|
]
/
| con dau theo hudng dan s6 TTTM/HDNK-02.
|
|

v Dong ddu ngay gid nhan hd so.
- Soan dién thong bao cho NHNN: ‘1

4 jSoan dién thong bao cho

1

/NHNN, thu phi, giai téa KQ,

|

|

J

f \
{

|

\

J v Soan dién MT799 hodc MT999 néu ngan hang nhan dién
|

:;té't toan va trinh ky khong cé ma khda véi sacombank.
v No&i dung ctia ban thao dién duoc soan dya trén dién dén

ctia NHNN va cdng van phan hdi cua khach hang nhu:

ngudi hudng, trigia LC...

Luu y: Trudng hop ngan hang nhan dién khong cé ma khoa

l

r

f

I
j ! ngan hang nhan dién, sé tham chiéu ciia NHNN, ngudi ma,
i |
! |

|

vdi Sacombank, ghi rd trén ban thao dién MT999 “ D& nghi

£6 - W«__
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bléN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

Sacombank

NGAN HANG SAI GON THUONG TiN J

J

IKy kiém soat va ky duyét

Chuyén ho so1én P.TTTM

| Duyét va chuyén dién 1&n hoi

136

!

|
\
|
|
|
|
|
|

QUY TRINH HUY LC CON THOI HAN
HIEU LYC DO NGUOI HUONG YEU | g5 000 34

M4 s6: TTTM/LCNK-3B2
Ban hanh: 01@0/12/2006)

CAU

hdi s& cai ma khoa bic dién nay trude khi di dién”.
Truwdng hop khach hang khdng dong y hay L/C:

v Tra 106i NHNN, néu ly do theo cdng van phan hoi cha khach
hang.

v Thuc hién tiép budc 5.

Trudng hgp khach hang déng y hay L/C: théng bac cho NHNN
vé viéc dong hd sd LC. Thu phi, giai tda KQ, tat toan va trinh ky:

v Lap gidy d& nghi gidi téa TK va thu phi miu biéu
QTNK/IGTKQTP-21.

v Hach toan: thu cac chi phi phat sinh, giai tda KQ cho khach
hang.

v Tattoan: vao giao dich tat toan va tat toan ho so.

v In phiéu xuat ngoai bang, phi€u chuyén khoan VAT, phiéu
chuyén khoan.

v Kiém tra: cac chi phi phat sinh cua hd so L/C da thu day du
chua, s6 tién, s8 tai khoan khach hang trén cac phi€u
chuyén khoan-va phi€u chuyén khoan VAT so vdi gidy dé
nghi giai tda tai khoan va thu phi.

Luuy: Kiém tra su khép dang gilra s8 tién, s6 tai khoan, tén
khach hang, s6 LC & phiéu xuat ngoai bang khi tat toan LC
va phiéu nhap ngoai bang khi phat hanh LC.

Trinh ky

Kiém soat vién BP TTQT hoac TP DVkl:I lgéggt:aﬁv—a ?y ;er:\

soat hé so.

Ban glam dée ky duyét.

Fax hoac gli truc tiép ban copy cué i);'an thad d|en MT799A hoaci

MT999 ién P.TTTM.

Luuy:

v Trén ban chinh clia ban thao dién MT799 hodc MT999 hoac
s8 giao nhan c6 ky nhan cha TTV P.TTTM ghi r6 ngay gid

nhan ho sd (néu gui truc tiép)

] v Ban thdo dién MT799 hodc MT999 phai co chit ky, déng diu

tén va chdc danh clia Ban giam doc, kndng can déng dfu
mdc tron.
Kiém soat vién BP. TTQT hoac TP DVKH klem tra su khép dung

gitra file dién va ban thao dién.
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C - o ' A ian sy | M8 S8 TTTM/ILCNK-3B2
sacombank QUY TRINH HUY LC CON THOI HAN Ban hanh: 01¢0/12/2006)
P NGAN HANG BA1 GON THUONG TiN HIEU LUC DO NGUJI HUONG YEU S6 trang: 4/

CAU

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHINHANH
Luu y: néu trén ban thao dién cé chinh slra, ma file dién chua
dudc sra, chuyén vé cho NVTTQT s(ra dién.

- Duyét va chuyén file dién 1én P.TTTM.

8 7 In diérn”trrrér V'étu’ hoi Sd W - Indién: -

v In file dién MT799 hodc MT999 dugc trd vé tir hdi sd béng
gidy lién tuc 2 lién (quy cach: 240mm x 279mm).

v Kiém tra tinh khdp ddng gita ban dién tra vé tir hoi sd va ban
thao dién.
Luu y: néu co nhitng sai sot phai vao Swift mdi sira dugc thi
dién trd v& CN khéng hoan toan khdp diing, nhan dién gidy
trd vé to P.TTTM.

v Vao sG phat hanh LC nhap khdu, muc “ghi chd khac” ghi “da

hiy” néu khach hang ddng y hiy LC (theo hudng dan sé
TTTM/HDNK-02).

9 |Luuhdso - 'Nhan vién TTQT lwu hd so hiy LC theo Huéng din s§
TTTM/HDNK-04.
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@B\, Sacombank

NGAN HANG SA) GON THUONG TIN

QUY TRINH XU LY BIEN YEU CAU
CHAP NHAN BAT HOP LE TU NUGC

NGOAI

Ma s&: TTTM/LCNK-4A
Ban hanh: 01620/12/2006)
Sé trang: 1/3

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO

(LU’U PO QUY TRINH TAI HOI sO
-
Trach nhiém Bwoc Qua trinh Chirng twr
o Tiép nhan dién yéu chu chép nhan Pién dén tir ngan hang nuéc
Thanh toan vien P.TTTM B1 @hop 16 t ngan hang nuT ngodi ngodi
Ngudi duge chi dinh . Dién dén tir ngan hang nudc
P.TTTMP TCKT-BP.QHQT B2 Xéc nhantinh chén thye ngodi
Thanh toan vién P.TTTM B3 Théng béo chi nhanh Dién dén tlr ngén héng nuce
Thanh toan vién P.TTTM B4 Nhan dign phén hbi clia chi nhanh Ban thao dién MT799 hode
Thanh toan vien P.TTTM B5 '%i"; "v:gi't’;‘f‘ fﬁérgg“ dién MT799 hosc
Kidm soat vien P.TTTM 86 ﬁgg&éﬁ&i‘"’% hogc
Thanh toan vién P.TTTM B7 Stra dién v& tra dién vé& chi nhanh ﬁ&;’f&‘fﬁ?@"f 98 hode
Théanh todn vién P.TTTM Seposs
Kidm soat vién P.TTTM ; Ban thao dién MT798 hodc
K& toan vién P.TCKT 8 o cp 1 MT999 cb cai test
V€ cap
. Ban thdo dién MT799 hosic
Thanh toan vién P.TTTM B9 < Luu hd s ) g;?fgé?ﬁﬁ :::é ngodi
Dién in tr Swift
Huémg dén s tr hd so TTTM
L HDNK-04
L _ o

Quy trinh nay ap dung trong trurding hop b chirng tir chua vd d&n ngan hang. Ngan hang nudc ngodi mudn
chi&t khdu bd chirng tir nén di didn hdi y kin ngan hang phat hanh.
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@E\ Sacombank

NGAN HANG SAI GON THUONG TiN

QUY TRINH XU LY BIEN YEU CAU
CHAP NHAN BAT HOP LE TU NUOC

M3 s6: TTTM/LCNK-4A
Ban hanh: 01¢0/12/2006)
Sé trang: 2/3

NGOAI
DIEN GIAI CHI TIET LUU O QUY TRINH TAI HOI SO
BUGC CAC BUGC QUA TRINH MO TA CAC BUGC QUA TRINH
1 Tiép nhan dién yéu cau chip |- Nhan dién yéu cau chap nhan bat hgp I& cla ngan hang nudc
nhan bat hgp 1€ t¥ ngan hang ngoai, sau da:
nudc ngoai v Doéng dau ngay, gid nhan.

v Kiém tra cac bat hgp 1& ma ngan hang nudc ngoai néu

¢0 rui ro cho ngan hang hay khach hang hay khéng.
2 Xac nhan tinh chan thuc - Dién y&u cau chip nhan bat hop 1& phai la dién co ma khda
(MT799 hodc MT999 cb cai test), néu chua cai ma khoéa thi
P.TTTM di dién yéu cau nudc ngoai gdi lai dién cé ma khoa,
sau dé thuc hién gidi ma nhu sau:
a) Truwdng hop dién cé cai ma véi SACOMBANK:
- P.TTTM gidi ma budc 1
- P.TCKT giai ma budc 2
- Déng ddu ma dung (TEST CORRECT) va ky tén
- Yéu cau gdi ma khac néu' ma sai.
b) Truwdng hop dién coé cai ma vdi ngan hang khac:
- Gdi yéu cau giadi ma tdi ngan hang chi dinh va ti€p nhan dién
tra 1.
- Yéu cau gdi ma khac néu ma sai.
3 Théng bao chi nhanh - Fax hoac chuyén truc ti€p dién dén cia nudc ngoai cho CN,
goi dién thoai xac nhan trong trudng hap chuyén bang fax.
- Luuy:

v TTV phai ki€ém tra ndi dung tu van cho chi nhanh trong
trwding hop cac bat hop I& co bat Igi cho ngan hang hodc
khach hang.

4 Nhan dién phan hdi cia chi|- Nhan bang fax hodc nhan truc ti€p ban photo ban thao dién
nhanh MT799/MT999 tir CN chuyén lén.
- Ky nhan ching tir ghi rd ngay gid nhdn néu nhan truc tiép,
luu y gid néu nhan bang fax.
5 Ki€m tra ky thuat dién va cai|- Kiém tra tinh phap ly chia hd so:

test

v Ban thao dién MT799/MT999 cua CN phai c6 chir ky va
déng dau tén cla Ban Giam ddc CN, khéng can déng
ddu méc.

Ki€m tra ndi dung ho so:

v Kiém tra ndi dung trd 13i cGa ban thdo dién

MT799/MT999 dua trén dién dén cla nudc ngoai va LC

da phat hanh nhu: ngan hang nhan dién, s6 LC, s6 ref
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@P\ Sacombank | quy TRINH XU LY BIEN YEU CAU
CHAP NHAN BAT HOP LE TU NUGC

”  NGAN HANG SAI GON THUONG TIN

Ma s8: TTTM/LCNK-4A
Ban hanh: 01620/12/2006)
S6 trang: 3/3

NGOAI

DIEN GIAI CHI TIET LUU 8O QUY TRINH TAI HOI SO

clia ngan hang nudc ngoai, tri gia LC, ngudi md, ngudi
hudng, ndi dung cd chap nhan bat hgp 1€ hay khdng va
c6 bat Igi cho ngan hang khdng.

Kiém tra ngan hang nhan dién c6 ma khoa hay khdng, néu

khdng cé thuc hién cai ma khda nhu sau:

v P.TTTM cai ma budc 1

v P.TCKT cai ma budc 2

6 Ky duyét - Chuyén ho sd cho KSV kiém tra va ky duyét.

7 Sradiénvatra dienve CN |- TTV vao phan hé tai tro thuong mai, can cir vao ban thao
dién MT799/MT999 co6 cai ma khda da duyét dé sira cac sai
sot so vdi file dién CN chuyén lén.

- Sau d6 duyét dién, tao file va tra dién vé chi nhanh.

- Luuy: néu cé nhitng sai sét phai vao Swift mdi sita dugc thi
dién tra vé CN khéng hoan-toan khdp dung, phai tra dién gidy
ve.

8 Dispose - Thuc hién theo Quy trinh x& ly dién TTQT g&i Ién mang

Duyét dién cap 1
Duyét dién cap 2

SWIFT-CN soan thao s TTTM/SWIFT-3A.

9 Luu ho so

TTV luu hd so theo Hudng din s8 TTTM/HDNK-04.




Ma s6: TTTMILCNK-4B
Ban hanh: 01¢40/12/2006)
Sé trang: 1/3

| :

| <§® Sacombank | QUY TRINH XU LY BIEN YEU CAU
E NGAN HANG SAi GON THUONG TiN 1 CHAP NHAN BAT HOP LE TU NUOC

| | NGOAI
DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

LUU DO QUY TRINH TAI CHI NHANH

Trach nhiém Bwoc Qua trinh Chirng ttr
A ia Tiép nhan dién yéu cAu chép nhan s s W
Nhan viéen TTQT B1 ( BHL ciia NHNN 10 hoi s Ban dién nhan tir hoi s&.
\ 4
Ban dién nhan tir hoi sd
Nhan vién TTQT B2 Kiém tra va théng béo khach hang Thur théng bao khach hang. M3u
QTNK/TBKH-20
A
Nhan vién TTQT B3 Tiép nhan phan hdi cla khach hang Céng vén cla khach hang
y
Nhan vien TTQT B4 Soan dign p‘“”"d‘i’é‘:’ ngén hang giA Ban théo dién MT799 or 999
Kiém soéat vién BP. TTQT o SOt v ki s
hogc TP.DVKH va Ban B5 Ky kiem sodt va ky duygt Ban thao didn MT793 or 998
Giam Béc chi nhanh/SGD
Nhan vién TTQT B6 Chuyén hd so ién hdi s&r Ban thao dién MT799 or 999

Kiém soat vién BP. TTQT 57 Payat va chuyén dién 187 6k
hoac TP.DVKH s& Ban thdo dién MT799 or 999
Nhan vien TTQT B8 In dién tra vb iy hoi s& Ban dién MT799 or 999

4
Nhan vien TTQT BS C Louhd o ) Hudmng dn sb TTTWHDNKO4

Quy trinh ndy dugc thuc hién trong truding hgp BCT chua v8 d8n ngan hang, NHNN yéu cBu ch&p nhan
bét hop 1& cia BCT. Khi BCT v&, tiép tuc xi ly chirng tir dén theo quy trinh s6 TTTM/LCNK-6A1. Tuy
nhién phai bd qua cdc BHL d& dugc KH ddng y trong quy trinh nay.




*

DIEN GIAI CHI TIET LUU Db QUY TRINH TAI CHI NHANH

Sacombank

NGAN HANG SAI GON THUONG TiN

‘BUGC;

1

2

CAC BUOC QUA TRINH

'Tiép nhan dién yéu cau chip

‘nhan BHL ctia NHNN tir héi so

'Kim tra va thong bao khach

]hang

'Tiép nhan phan hdi cla khach

‘hang

Soan dién phuc dap ngan hang

‘guri dién

{
|

'Ky ki8m soat va ky duyét

Chuyén hb so 1én hoi s&

\
\
i
!

QUY TRINH XU LY PIEN YEU CAU
J CHAP NHAN BAT HOP LE TU NUGC ‘ S6 trang: 2/3

|
|

" | Ma s6: TTTM/LCNK-4B
| Ban hanh: 01Q0 /12/2006)

NGOAI

MO TA CAC BUGC QUA TRINH

Nhan ban chinh dién yéu cau chdp nhan BI-iLicn;N—Hr?\lN tor
hoi s&.
Luwu y: Ban dién cta NHNN phai 12 dién c6 ma khéa, n€u ban
dién chua dugc cai ma khoa, yéu cau NHNN gui dién cé ma
khoa.
Kiém tra: :
v S8 L/C trén ban dién nhan tir hdi sd va ho so LC.
v  Kiém tra cac BHL trén ban dién: ¢6 bat lgi cho Ngan hang

hodc khach hang hay khéng?
Lap thu théong bao khach hang mau biéu QTNK/TBKH-20:
théng bao ndi dung trén-ban dién yéu cau chap nhan BHL cda
NHNN cho khach hang.
Luu y: tu van cho khach hang vé cac diém BHL trén ban dién
clia NHNN.

Ti€p nhan phéan h01 cua khach hang the hlen trén thong bao

khach hang mau biu QTNK/TBKH-20, phan danh cho khach
hang.

Kiém tra: con dau va chit ky clia ngudi dai dién theo phap luét
clia ¢dng ty néu la ngudi dugc Oy quyén (phai cé van ban Uy
quyén) trén cdng van cla khach hang. Béng dau da kiém tra
con d3u va chi¥ ky theo hudng dan s TTTM/HDNK-02.

Péng dau ngay gio nhan ho so.

Soan dién MT799 or 999 (néu ngan hang gui dién khéng cé
ma khoa véi Sacombank) tréd I6i NHNN theo néi dung trén
cdng van cua khach hang.

Luwu y: trudng hop NH gUi dién khdong cé ma khda vdi
Sacombank, ghi ré trén ban thdo dién MT999 :"Dé nghi hdi sd
caima khoa bu’c dlen nay trLfdc khi di dién”.
Kiém soat vién BP.TTQT hoac TP. Dr\/KHil;;rn'tiraiva?y klema
soat.

Ban Glam déc ky duyet

Fax hoac gui tryc tiép ban copy cla ban thaordlen MT799
hodac MT999 lén P.TTTM.

Luuy:

v Trén ban chinh cla ban thao dién MT799/MT999 hoac s6




. Sacombank |

|

. o
| QUY TRINH xu LY DIEN YEU cAu

M3 s3: TTTM/ILCNK-4B
Ban hanh: 01¢£0/12/2006)

[ NGAN HANG SAI GON THUONG TiN CHAP NHAN BAT HOP LE TU NUOC S trang: 3/3

NGOAI

DIEN GIAI CHI TIET LUU O QUY TRINH TAI CHI NHANH

|
|
!
I
|
l
|

7 i Duyét va chuyén dién lén hon SO |-

In dién tra vé tu h0| sd -

i
\
|
|
|
|
|
|
|
J
\
|
\
|
|
\
|
|
|
|

giao nhan cé ky nhan cta TTV P.TTTM ghi rd ngay gio
nhan hd sa (néu glti truc tiép)

v Bén thao dién MT799 hodac MT999 phai cé chir ky va déng
d&u tén ctia Ban giam ddc, khéng can déng ddu mdc tron.

Klem soat vién BP.TTQT hodc TP.DVKH kiém tra sy khdp

dung gilra file dién va ban thao dién.
Luu y: néu trén ban thao dién ¢6 chinh sira, ma file dién chua
dugc sira, chuyén vé cho NVTTQT sira dién.

Duyet va chuyen f" Ie dlen lén P.TTTM.

In dién:

v Infile dién MT799 hoac 999 dugc tra vé tir hoi sd béng gidy
lién tuc 2 lién (quy cach: 240mm x 279mm).

v Kiém tra tinh khdp dung gilta ban dién tra vé tir hoi s& va
ban thao dién.
Luu ¥: néu co nhitng sai sét phai vao Swift mdi sira dugc
thi dién trd v& CN khong hoan toan khdp dung, nhan dién
glay tra ve tu’ P TTTM

Nhan vién TTQT Iuu hd so x? Iy dién yéu cau chap nhan BHL
tir NHNN theo Hutng dén s8 TTTM/HDNK-04.

&4 s




| @ Sacombank ‘

QUY TRINH KY HAU B/L

Ma s8: TTTM/LCNK-5A
Ban hanh: 01(20/12/2006)

NGAN HANG SAI GON THUONG TIN .
| o | SBtrang: 14
DIEN GIAI CHI TIET LUU O QUY TRINH TAI CHI NHANH
LUU PO QUY TRINH TAI CHI NHANH
Trach nhiéem Bwoéc Qua trinh Chirng tir
BCT clia khach hang (TH 1/3 BCT vé
KH, chimg tir gbc chira v& NH)
Gigy @& nghj ky hau van don (néu co).
3 A B1 Té h h Mau: QTNK/KHBL-08
Nhan vién TTQT p nhan hd s Thong béo b chiing tir dén (néu ob).
M3u: QTNKTBCT-11
Gidy g8 nghj mua ngoai t& (néu o0).
Miu; QTNK/DMNT-12
A HP chap nhén thanh toan (ndu o6)
" " o Chting tir & B
Nhan vién TTQT B2 Kiém tra va thic hién ky hau VAn don (ban chinh)
Lénh trich KQ M&u; QTNK/LTKQ-13
Gidy @& nghj mua ngoai t& (néu cd)
v
. Lenh trich KQ
Nhén vién TTQT B3 Ky qu¥ bd sung (néu cb) va thu phi Phiéu chuyén khoan
Phiéu chuyén khoan VAT
Kiém soat vien BP TTQT v Kidrm oAt VA ki duvel Hé so L/C
hodic TP.DVKH va Ban B4 Chimg tir B2, B3
Giam Déc chi nhanh/SGD
Nhan vien TTQT B5 Giao van don ":a%ha“ G\ Jrach Van don @ ky hau ban chinh
A
Nhan vien TTQT B6 ( Luu hd so ) Hudng dAn sb TTTMHDNK-04

Quy trinh nay 4p dung frong trudng hop:

v B0 chitng tir g6c chura v Ngén hang, khach hang mang 1/3 B/L g&c 18n ky hau hoic;
v Toan bd chirng tir g6c 33 vd Ngan hang va khach hang y8u ciu ky hau B/L. 48 nhan hang. Khi 46
khéach hang phai ndp tidn thanh toan a8i vai L/C tra ngay hodc chdp nhan thanh toan a6i véi L/C tra

cham,

v BCT LC tra ngay c6 bét hop 1& va khach hang chip nhén thanh toén.

cs




@ Sacombank QUY TRINH KY HAU B/L Ban hanh: 0140/12/2006)

NGAN HANG SAL GON THUONG TiN

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH

'BUGC  CAC BUOC QUA TRINH |

1 v

(4

(4

(4

1 Ti€p nhan hod so - Trudng hap BCT chua vé Ngan hang:

- Trudng hop BCT da vé Ngan hang, BCT cé bat hgp 1&, khach

- Trudng hop BCT da vé Ngan hang, BCT hop 1é:

- Dodng diu ngay gid nhan hd so.

| 2 iKié’m tra va thuc hién ky hau - Kigm tra:

| Ma s6: TTTMILCNK-5A |
| Sétrang: 2/4

MOTACACBUOCQUATRINH
BCT cla khach hang: B/L, INV, P/L ban chinh.

Gidy dé nghi ky hau B/L mau biéu QTNK/KHBL-08. Trén do
c6 cam két sé& chap nhan tat ca BHL (néu co) va thanh toan
khi BCT vé ngan hang trong trudng hop LC tra ngay va
chdp nhan thanh toan vao ngay dao han trong trudng hop
LC trd cham

Gidy dé nghi mua ngoai té (néu c6) mau bi€u QTNK/DMNT-
12.

hang chap nhan 1ay BCT:

Gidy @& nghi ky hau B/L mau bisu QTNK/KHBL-08 hodc
Théng bao BCT d&n mau biéu QTNK/TBCT-11 c6 cam két
ch@p nhan BHL cta khach hang va thanh toan trong truong
hop LC trd ngay hodc chdp nhan thanh toan vao ngay dao
han d6i vgi LC'tré cham

Gidy dé nghi mua ngoai té (néu c6) mau biéu
QTNK/BOMNT-12.

Luu y: NVTTQT kiém tra va nhac khach hang danh diu vao
ndi dung: “ chap nhan BHL va chiu cac chi phi lién quan” thé
hién trén thdng bao chiing tir dén hodc gidy dé nghi ky hau
B/L cua khach hang.

Gidy dé nghi mua ngoai té (néu c6) mau biéu QTNK/DMNT-
12 dGi vdi L/C tra ngay.

Théng bao BCT dén mau biéu QTNK/TBCT-11 hodc héi
phi€u cé chdp nhan thanh toan vao ngay dao han cta khach
hang dGi vdi LC tra cham.

Luu y: Viéc ky chdp nhan thanh toan trén héi phiéu hodc

cac chung tir khac phai ghi r6 : “cong ty chdng téi chdp

nhan thanh toan vao ngay xxxx” (ngay xxxx: ngay dao han
cta BCT trd cham) cé ky tén va dong diu cla hitu quyén

cua khach hang.




’ Sacombank

NGAN HANG SAI GON THUONG TiN ‘

QUY TRINH KY HAU B/L

M3 s8: TTTM/LCNK-5A
Ban hanh: 01¢0/12/2006)
| S8trang: 34

DIEN GIAI CHI TIET LUU Db QUY TRINH TAI CHI NHANH

|
3 Ky quy b8 sung (néu co) va

i thu phi

4 Ky kiém soat va ky duyét

|

5 | Giao van don da ky hau cho|-

|
I
I
l

 khach hang

|
|
|
|
|
|
|
|
|
/
|
|
|
|
|
|
|

v S8 L/C, hang hoa, tri gid invoice, ... trén BCT cla khach
hang (truong hop BCT chua vé Ngan hang) vdi ho so L/C

v Ching tir do khach hang 1ap cé du chi ky thdm quyén va
dau mdc. (néu ching tir do ngudi dugc Gy quyén ky, phai co
van ban Gy quyén dinh kém). Bong ddu xac nhan da ki€ém
tra chit ky va con dau theo hudng dan s8 TTTM/HDNK-02

v  Kiém tra s& du tai khodn cta khach hang

v Kim tra s8 du ng vay {truting hop vay thanh toan)

Thuyc hién ky hau:

v Ddng ddu ky hiuién van don ban chinh

v Lap lénh trich KQ mau bi€u QTNK/LTKQ-12 (trwdng hap
BCT chua vé Ngan hang).

v Lap phigu thanh todn mau bi§u QTNK/PTT-14 (truong hop
BCT da vé Ngan hang).

v Tinh cac phi c6 lién quan thé hién trén Lénh trich KQ hoac
phi€u thanh toan.

v Lap gidy dé nghi mua ngoai t& (néu cd) va thong bao sb
lwong ngoai té ban cho nhan vién phu trach KDTT (theo quy
dinh-hién hanh)

Luu y: trudng hgp L/C trd cham khi ky hau B/L chi thu cac
phi lién quan th& hién trén lénh trich KQ mau biéu

QTNK/LTKQ- 13

Hach toan ky quy bd sung va in phleu chuyen khoan

Luu y: khéng ky quy bd sung ddi véi L/IC tra cham.

Hach toan thu phi: in phiéu chuyén khoan VAT.

Kiém tra: Su khdp ding cla s3 tién, so tai khoan, tén khach hang
trén phiéu chuyén khoan, phiéu chuyén khoan VAT vdi lénh trich
KQ hodc phiéu thanh toan.

Kiém soat vién BP.TTQT hoac 'I:F; D;(H ktenﬁavivia?y l;;n
soat ho so.

Ban giam ddc ky duyét ky hau van ddn

Giao ban chinh van don da ky hau va BCT cho khach hang.
Khach hang ky nhan trén ban sao lwu tai chi nhanh.

Luu y: trvang hop ky hau BCT chua vé ngan hang, photo lai BCT
cla khach hang d€ Iuu ho so. ( bd Iuu phai cé ban photo van don

c6 mat ky hau)




| @;\ Sacombank

i ' HNGAN HANG SAI GON THUONG TIN

DIEN GIAI CHI TIET LUU
? 6 |Luuhdso

|
| |

|
|
pd

' o aiien | Masd TTTM/ILCNK-5A
QUY TRINH KY HAU B/L lBan hanh: 01(4/12/2006)
, , .. . |scotang: 44
QUY TRINH TAI CHI NHANH
- Nhan vién TTQT luu hd so ky hau van don theo Hudng dén s&
TTTMHDNK-04.

68 W@_’




| Ma s8: TTTM/LCNK-5B

Sacombank  QUY TRINH PHAT HANH THU BAO Ban hanh: 01(/12/2006)

NGAN HANG SA1 GON THUONG TIN | AN AN AN -
ﬁ A H NHIN HANG 86 trang: 1/3 -
DIEN GIAI CHI TIET LUU PO QUY TRINH TAI CHI NHANH
LUV BO QUY TRINH TAI CHI NHANH
Trach nhiém Bwéc Qua trinh Churng tir
I~ BCT ciia khach hang

Théng bao hang dén(néu ob)
Gidy & nghj phat hanh thw béo lanh

Nhan viéen TTQT B1 Tiép nhan hd sor nhan hang MAu: QTNKKHBL-08
Gidy d& nghi mua ngoai & (néu ob).
M3u: QTNK/DMNT-12

h J Ching tir & B4
) . Thi bao anh nhan hang Mau
Nhan vién TTQT 82 Kiém tra va thuc hién phét hanh thir QTNKBLNH-09 *
béo lanh nhan hang Lénh trich KQ. M&u QTNKILTKQ-13
i Gidy 68 nghj mua ngoai t& (néu cd)

Lénh trich KQ

Nhan vién TTQT B3 Ky quy bd sung (néu cb) va thu phi Phidu chuyén khoan
Phiéu chuyén khoan VAT

Kiém soat vién BP.TTQT

9 . M N Hd so LUC

hodc TP.DVKH va Ban B4 Ky kiém soat va ky duyét b .

Gism Béc chi nhanh/SGD ‘ Ching tir B2, B3

Nhan vién TTQT B5 Giao thir bao lanh cho khach hang Thw bdo I&nh nhan hang ban chinh

Nhan vién TTQT B6 ( Nhap bla va luu hd so > Hudmg din sb TTTMHDNK-04

Quy trinh nay 4p dung khi vn don g6c chua v8 Ngan hang, khéach hang chl c6 ban fax van don do ngudi

thy hudng gtri.

€9




NGAN HANG SAI GON THUONG TiN

\

@ Sacombank QUY TRINH PHAT HANH THU BAO
LANH NHAN HANG | SStang: 23

M3 s&: TTTM/LCNK-5B
Ban hanh: 01¢0/12/2006)

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

BUGC
1

| CAC BUGC QUA TRINH

I Tiép nhan hd so

l
\Klem tra va thuc hién phat)-

;hénh thu bao 1&nh nhan hang

5
o

ny quy bé sung (néu co) va

i thu phi

Tiép nhan ho sd cla khach hang:

Mo TA cAc Bucc QUA TRINH

v BCT copy cua khach hang.

v Thong bao hang dén (néu co).

v Gidy d& nghi phat hanh thv bao lanh nhan hang méau
biu QTNK/KHBL-08. Trén dé c6 cam két sé chdp nhan
tat ca BHL (néu c6) va thanh toan khi BCT vé ngan hang
trong trudng hop LC tra ngay va chap nhan thanh toan
vao ngay dao han trong trudng hap LC tra cham.

v Gidy d& nghi mua ngoai t& (néu cé) mau biéu
QTNK/BMNT-12.

v Dong ddu ngay gio nhan ho so.

Kiém tra: o~

v [ S& L/C, hang héa, tri gia invoice, ... trén BCT cla khach

hang dai chiéu véi ho'so L/C .

Chiing tir do khach hang 1ap c6 du chit ky thdm quyén
va dau modc. Péng dau xac nhan da kiém tra chit ky va
con dau theo hudng dan s TTTM/HDNK-02 .

Ki8m tra s6 du tai khoan clia khach hang.

Kiém tra so du ng vay (truding hgp vay thanh toan).

Thuc hién phat hanh thu bao 1anh nhan hang:

v

v

v

Thu bao 1&nh nhan hang mau biu QTNK/BLNH-09.

Lap Iénh trich KQ mau biéu QTNK/LTKQ-13.

Tinh cac phi ¢d lién quan thé hién trén 1énh trich KQ.
Lap gidy dé nghi mua ngoai t& (néu ca):

Luu y : Truwdng hop L/C trd cham khi phat hanh the bao
lanh chi thu cac phi lién quan thé hién trén Ienh trich KQ

mau biéu QTNK/LTKQ 13

Hach toan ky quy b3 sung va in phleu chuyén khoan.

Luu y: khdng ky quy bd sung dgi vdi L/C tra cham.

Hach toan thu phi, in phiéu chuyén khoan VAT.

Kiém tra: sy khdp ding sd tién, s tai khodn, tén khach hang

trén phi€u chuyé&n khoan, phi€u chuyén khoan VAT vdi iénh

trich ky quy.
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! Ma s8: TTTM/LCNK-5B

; i '
1 Sacombank = QUY TRINH PHAT HANH THUBAO 2% TTTHILEEE0S.
1 @ NGAN HANG SAI GON THUONG TiN l LANH NHAN HANG Sg’rlraig: 30/3‘20 006)

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH
Kiém soat vién BP.TTQT hodc TP.DVKH kiém tra va ky kiém

4 'Ky kiém soat va ky duyét
| soat hd so.

- Ban giam doc ky duyét phat hanh thu bao Ianh nhan hang.

\ 5 jGiao thu bao lanh nhan hang Giao ban chinh thu bao lanh nhan hang va BCT cho khach
jcho khach hang hang.
- Khach hang ky nhan trén ban sao luu tai chi nhanh.

Luu y: photo lai BCT cla khach hang @& luvu ho so. Ghi chu

i Ién bia hd so LC vé viéc phat hanh thu bdo 1anh nhan hang.

6 ‘Nhép bia va luu ho sg - Nhéan vién TTQT nhap bia va lvu ho so phat hanh thv bao

Ianh nhan hang theo Hwdng dan s6 TTTM/HDNK-04.

71 %




[ .
| @!} Sacombank
‘\ NGAN HANG SAI GON THUONG YiN

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH

|

QUY TRINH XU LY CHUNG TU DEN

CUA LC NHAP KHAU

| Sétrang: 1/4

Ban hanh: 01¢Q) /12/2006)

| M& s8: TTTMILONK-6A1 |

LUU PO QUY TRINH TAI CHI NHANH

T Trach nhiém

! Nhan vién TTQT
Nhan vien TTQT
Nhan vién TTQT

Nhan vien TTQT

Nhan vién TTQT

Kiém soat vien BP TTQT
ho&c TP.DVKH va Ban
Giam Béc chi nhanh/SGD

Nhan vién TTQT

Nhan vién TTQT

Bwoc

B1

B2

B3

B5

B6

B7

B8

Qua trinh Chieng tor
. Bo chimg tir dén tir ngan hang xudt
C Tiép nhan BCT > trinh chimg tir
4

Vo sb theo déi, nhdp may

\ 4

Kiém tra, tAch chung tiv

A

Chuyén chimg tirlén P.TTTM

Y

LAp thang bao chimg tir dén

Giao théng bao ching tir dén cho
khach hang

y

hép bia ivu hd so va theo ddi phan
hdi cia khach hang

S chimg tlr 3é&n theo hudmg dan
TTTMHDNK-02

Phiéu kiém chimg tir LCNK. M3u
QTNK/PKCT-10
Chumg tir & B1

Phiéu kiém chumg tir LCNK. MAu
QTNK/PKCT-10
Caéc chimg tir ¢d lién quan

Théng bao chung tir dén Mau
QTNKTBCT-11

Chimg tir & B3 va B5

Thong bao chiing tir dén. MAu
QTNK/TBCT-11

Biahd so LC
B& ching ter
Huéng dén sb TTTMHDNK-04

Luu y: B6i véi nhirng BCT xu#t trinh c6 BHL d& dugc di didn chdp nhan BHL van x{ iy theo quy trinh nay.
Né&u sau khi ki8m chirng tir, ngoai nhitng diém BHL da dugc chdp nhén cén c6 cac diém BHL khéac, vin
di didn thong bdo BHL cho NHNN song song vdi viéc théng bdo BHL cho khach hang.
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« | 1Y CHONG T | M 8 TITMILONKGAT
| saf"’"z"adz".‘ ~ QUY TRINH XU LY CHUNG TU BEN l N T

|

‘ | cUA LC NHAP KHAU SStrang: 24
DIEN GIAI CHI TIET LUU PO QUY TRINH TAI CHI NHANH e
| BUGC  CACBUUC QUA TRINH MOTACACBUOCQUATRINH
| 1 %Tié’p nhan BCT - Nhan BCT gé8c tir don vi chuyé&n phat nhanh. ]
i 2 Vao sé theo doi, nhap may - Vao sd theo dbi ching tur LC nﬁébikhéhg\/éicgn*gmdé'u cﬂtrng
|

tir d&én theo hudng dan s TTTM/HDNK-02.
! - Nhap may: nhap cac théng tin vé BCT theo cac yéu cau cla

chuong trinh.

\
3 iKié’m tra, tach chirng tir - Kiém tra ching tir: theo hudng dan kiém tra chitng tr LCNK
sGTTTM/HDNK-03.

| | - Luu y: Thdi gian kiém tra ching tir trong vong 2 ngay ké tir
ngay nhan BCT tir chuyén phat nhanh.

- Ghi két qua ki€ém tra chitng tir trén phiéu kiém chirng tir mau
biu QTNK/PKCT-10 (BHL dugc ghi bing tiéng Anh).

- Chuyén kiém soat vién BP.TTQT ho&c TP.DVKH kiém tra lai

BCT va cac bat hop 1é da néu trén phi€u ki€ém ching tir.
- Luu ¥: ghi rd trén thu doi tidn cia NHNN (b3ng bat chl), s6
\ lugng chirng tir da nhan tir NHNN (néu trén thu doi tién cua
‘ NHNN khéng thé hién sé lugng chirng tir da guri).

w - Kiém tra hd so:

v Kiém tra chi thi thanh toan trén thu doi tién. N&u chi thi
: | khong rd rang hodc khdng cé thi NV.TTQT soan dién dé
yéu clu ngan hang xudt trinh chitng tir cung cap chi thi
thanh toan

| v Kiém tra ndi dung thu doi tién , ndu cé diém bat lgi cho
ngan hang (nhu: yéu cau nhan hang hoéc luu kho trong
trudng hop khach hang tir chéi thanh toan) thi NVTTQT

‘\ ‘1 soan dién tr chdi thuc hién

v DGi chi€u phuong thirc thanh toan trén thu doéi tién va LC

‘ v S8 tién trén hdi phiéu (néu cé) va thu doi tién phai bang
nhau

v Tri gia héa don phai phu hgp véi LC phat hanh.

| - Sao tach chirng tr:

v BCT ban chinh cho khach hang.

v BCT copy + thu doi tién ban chinh + hai phiéu (néu co)
Ivu tai chi nhanh.

v BCT copy cho P.TTTM gém:

« N&u tri gia bo chirng tir trong HMXL chi nhanh:
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- o < | Mass TTTMILCNK-6A1
‘ Sacqnzbank QUY TRINH XU LY ;\:HUN% TU BEN Ban hanh: 01¢£0/12/2006)
| NGAN HANG SAl GON THUONG TiN ‘ CUA LC NH 7 P KH U S8 trang: 3/4

DIEN GIAI CHI TIET LUU O QUY TRINH TAI CHI NHANH

- Thu doi tién ban copy c6 déng ddu ching tir dén

| |
| i +  H&i phiéu(néu co).
| + Invoice.
o Né&u tri gia bd chirng tir vugt HMXL chi nhanh:
- Thu doi tién ban copy c6 dong ddu chiing tir dén
i +  H&i phi€u(néu co).
» Invoice.
«  Chung t&r van tai (néu cg).

« Nhitng chirng tu khac lién quan dén bat hop 1é

(n€u BCT co BHL).
+ Phiéu kiém ching tr néu ré6 BCT hop & hay
\ BHL. N&u BCT c6 BHL thi néu rd nhitng diém
BHL trén ching tu.
4 1Chuyé‘n Cthng tlén P.TTTM |- Chuyé&n chiing tr Ién P.TTTM: »

v Bd ching tir copy phai chuyén hoadc fax lén P.TTTM

trong vong 3 ngay ké tr ngay CN/SGD nhan dugc bd
chirng tir géc ti don vi phat chuyén nhanh.

v Khi giao chiing tir cho P.TTTM, trén s& giao nhan ching
tlr.ctia CN c6 ky nhan cta TTV P.TTTM ghi ré ngay gio

nhan néu gui truc tiép hodc goi dién thoai xac nhan néu

| gui bang fax.

Dai voi BCT hop 1& hodc BCT bat hogp 1é ¢ tri gia trong HMXL

5 ‘ Lap théng bao chl}’ng tl‘J; dén
! cla chi nhanh: Can ¢t ndi dung trén phiéu kiém chlng tl, iap
| théng bao BCT dén mau biu QTNK/TBCT-11.

- D&i véi BCT bat hop 16 6 tri gia vuot HMXL cla chi nhanh:
Ca&n ¢’ ndi dung trén phiéu kiém ching tir dugc tra vé tir hoi
sd, 1ap théng bao BCT dén mau biéu QTNK/TBCT-11.

- Trudng hop da ky hau van don hodc phat hanh thu bao 1anh

} nhan hang, sau khi thuc hién budc 4, dién thoai bdo khach

| hang dén nhan BCT va thuc hién ti€p quy trinh thanh toan sé

TTTM/TTNK-7A1

‘ ‘ - Luwuy:

v Trong vong 3 ngay lam viéc k& tir ngay nhan BCT géc t
| chuyén phat nhanh, 18p théng bao chang ti¥ dén va

théng bao dén khach hang.

v Phiéu kiém ching tir sé dugc P.TTTM kiém va chuyén
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Sacombank QUY TRINH XU LY CHUNG TU Br-_‘N
NGAN HANG SAI GON THUONG TiN CU A Lc NHAP KH AU B 7sgt£§<n¥gﬁ 4

DIEN GIAI CHI TIET LUU Bb QUY TRINH TAI CHI NHANH

|

|

\‘ Ky ki€ém soat va ky duyét

|

\

|

1

| Giao/Fax thong bao chung tur

1aé'n cho khach hang

Nhap b|a lwu hd sg va theo

d0| phan héi ctia khach hang

| Ma s8: TTTMILCNK-6A1
Ban hanh: 01¢20/12/2006)

vé cho CN trong ngay néu hd so CN gl 1én P.TTTM
tru’dc 16h cung ngay

Kiém soat vién BP.TTQT hoac TP DVKH kiém tra va ky nhay

trén phiéu thdng bao chitng tir dén.

Ban G|am doc ky duyet

Giaoffax thdng bao chu’né tor den mau biéu QTNK/TBCT-11
cho khach hang. CN ciing c6 thé goi dién thoai thong bao
khach hang, ghi rd ngay gid goi va tén ngudi dugc thdng bao.
Trudng hgp nhan tryc tiép: Khach hang ky nhan 1én ban sao

(llen con Ia| cua thong bao chu’ng tor den) Iu’u tai chi nhanh,

Nhan vién TTQT nhap bia va lvu hd so ching tir dén theo

Hudng dan s6 TTTM/HDNK-04.

Theo déi phan hdi clia khach hang vé viéc thanh toan hoac

chap nhan thanh toan.

v Trudng hop khach hang chdp nhan BHL: thuc hién tiép
quy trinh ky hau B/L s6 TTTM/LCNK- 5A.

v  Treong hgp khach hang khéng chap nhan BHL: thuc
hién tiép quy trinh di dién thdng bao hoan tra chirng tir sG
TTTM/HTCT-11A1.

v~ Truwdng hgp ching tir hoan toan hgp &: thuc hién tiép

quy trinh theo déi thai han thanh toan cho nudc ngoai sé

TTTM/TDTT-7A2
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/§P\ Sacombank

# NGAN HANG SAI GON THUONG TiN

QUY TRINH XU LY CHUNG TU PEN
CUA LC NHAP KHAU

Ma s6: TTTM/LCNK-6B1
Ban hanh: 01(£0/12/2006)
8¢ trang: 1/3

DIEN GIAI CHI TIET LUU O QUY TRINH TAI HOI SO

LUU PO QUY TRINH TAI HOI SO

Trach nhiém

Bwéc Qua trinh

Chieng tir

Thanh toan vién P.TTTM

Thanh toan vién P.TTTM
Kim soat vién P TTTM

Thanh toan vién P.TTTM

Thanh toan vién P.TTTM

B1 C’ iép nhan hd so tir chi nhénf)
Ky nhan
Kiém tra hd sor
iAm tra bét hop 1& (néu ob

B3 Phan hdi chi nhanh

B2

h 4

B4 ( Nhé&p bia va luu hd sor )

B chimg tir copy tir chi nhanh
Phiéu kiém chimg ttr nhap khdu
mAu bidu QTNK/PKCT-10

Chimg tir B1

Phiéu kiém chimg tir nhap khiu
mau bidu QTNK/PKCT-10

Chimg tir B1
Hudmg dan luu rir hd so TTTM
HDNK-04

P.TTTM chi kim tra lai ndi dung b&t hop 18 trén Phiéu kiém ching tir nhap kh8u clia CN trong truding hop
tri gid BCT vuot han mirc xtt ly clia CN hodic CN khdng c6 han mirc x{ ly. C8p kiém tra tai P.TTTM ia thanh

to4n vién va ki8m soat vién.
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Sacombank

NGAN HANG SAI GON THUONG TIN

QUY TRINH XU LY CHUNG TU PEN

M3 s8: TTTM/LCNK-6B1
Ban hanh: 01620/12/2006)

CUA LC NHAP KHAU )
Sb trang: 2/3

BUGC

FCAC BUOC QUA TRINH

DIEN GIAI CHI TIET LUU O QUY TRINH TAI HOI SO

MO TA CAC BUGC QUA TRINH

1

Ti€p nhan ho sa tir chi nhanh
Ky nhan

Nhan bang fax hodc nhan truc tiép bd ching tir copy tir CN
gom co:
a) Néu tri gia bd chiing tir trong HMXL clia CN:

v Thu doi tién ban copy cé dong dau ngay chirng tir dén.

v HGi phi€u(néu co)
v Invoice
b) Né&u tri gia bd chirng tir vugt HMXL ciia CN:
v  Thu doi tién ban copy c6 dong ddu ngay chirng tir dén.
v  Hai phiéu(néu co)
v Invoice
v Chitng tr van tai (néu co)
v Nhitng chiing tir khac lién quan dén bat hgp 1& (néu BCT
c6 bat hop 1€)
Phiéu kiém ching tir nhap khdu mau biéu QTNK/PKCT-
10 ¢6 ligt k& cac bét hop l8.
Ky nhan vao sG giao nhan chiing tir cia CN néu nhan truc
ti€p hoac mail xac nhan néu nhan bang fax.
Luu y:
v B chirng tir copy phai dudc chuyén ién P.TTTM trong
vong 3 ngay ké tir ngady CN nhan dudgc bd chiing tir tir
dan vi phat chuyén nhanh.

Kiém tra bat hop 1& (néu co)

Kiém tra ho so

Kiém tra cac bat hgp 18 liét ké trén phi€u kiém chitng tir cla
CN:

v

Néu bd chitng tir hgp & hoadc c6 bat hgp 1& ma tri gia
BCT thudc han mirc xir ly cla CN, P.TTTM khong kiém
tra lai ndi dung bat hop 1& ma chi kiém tra hd s nhu bén
dudi va chuyén sang budc 4.

Néu bd chirng tir coé bat hop 1é ma tri gia BCT vuat han
mirc x¥ ly clia CN:

® TTV va KSV kiém tra cac diém bat bat hop 1é cua
CN c6 dung khéng can cu theo quy dinh cta L/C va
cac thong 1é quoc t& (UCP, ISBP...).

TTV ghi két qua kiém tra, TTV va KSV ky xac nhan
lén Phi€u kim ching tr nhap khdu mau sé
QTNK/PKCT-10 (phan danh cho P.TTTM).

Néu bd chirng tir hgp (& ma tri gida BCT vuot han mirc x{r
ly cia CN thi kiém tra ho so nhu bén dudi chuyén sang
buéc 4.
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/\ip\ Sacombank | Quy TRINH XU LY CHUNG TU DEN
’ CUA LC NHAP KHAU

Ma s8: TTTM/LCNK-6B1
Ban hanh: 01640 /12/2006)
S6 trang: 3/3

v

v

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HQI SO

- Kiém tra ho so:

Kiém tra chi thi thanh toan trén thu doi tién. Néu chi thi
khéng ré rang hodc khéng c6 thi P.TTTM yéu cau CN
(phan chi thi d&c biét) phai di dién yéu cau ngan hang
xudt trinh ching ti cung cdp chi thi thanh toan (néu CN
chua di dién cho NHNN). Dién tra Ioi caa NHNN phai 1a
dién c6 test.

Kiém tra ndi dung thu doi tién, néu c6 diém bat loi cho
ngan hang (nhu yéu cau nhan hang hodc iuu kho trong
trudng hop khach hang tir chéi thanh toan) thi yéu cau
CN (phan chi thi dac biét) di dién t& chdi thuc hién (néu
CN chua di dién cho NHNN).

Pai chiBu phuong thic thanh toan trén thu doi tién va
LC.

S6 tién trén hdi phiu (néu c6) va thu doi tién phai bang
nhau.

Tri gid hoéa donphai phu hgp véi LC phat hanh.

3 Phan hoi CN - Fax hodc chuyén truc tiép Phiéu kiém chitng t¥ nhap khau
cho CN sau khi da kiém tra, goi dién thoai xac nhan trong
trudng hop chuyén béng fax.

Luu y: Phi€u kiém chitng tir phai duoc kiém va chuyén/ fax
cho CN trong ngay néu hd so CN chuyén/ fax 1&én P.TTTM
truwdc 16h cung ngay, hd so chuyén/ fax sau 16h s& chuyén/
fax cho CN vao dau gid ngay tiép theo.

4 Nhap bia va lvu hd so - TTV nhép bia va luu hd so theo Huéng din s6 TTTM/HDNK-
04, chd phan hoi tir CN.




i

Sacombank | QUY TRINH THONG BAO BAT HOP LE
NGAN HANG SAI GON THUONG TiN l CHO NGAN HANG NUOC NGOAI

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

M3 s6: TTTMILCNK-6A2 |
Ban hanh: 01¢20/12/2006)
S6 trang: 1/3

LUU DO QUY TRINH TAI CHI NHANH
Trach nhiém Buwéc Qua trinh Chirng tor

Ban thdo dién MT734 (799 or 999)

Nhan vién TTQT B1 Sean dién théng béo bt hop & Phiéu kiém chumg tiy mau QTNK-
PKCT-10

Kidm soat vien BP.TTQT

hoac TP.DVKH va Ban B2 Ky kidm soat va ky duyét Chimg tir & B1

Gi4m Déc chi nhanh/SGD

Nhan vién TTQT B3 Chuyén hd so 1én hi s& Ban thao dién MT734 (799 or 899)

r'?oéa? e pP-TTaT B4 Duyét va chuyén dién Ban thao dién MT734 (799 or 999)

Nhan vién TTQT B5 In dién tra v& t&r hoi s B3n dién MT734 (799 or 899)

Nhan vién TTQT B6 Luu hd so Hugmg dAn s TTTMHDNK-04
Quy trinh s6 TTTMLCNK-5A

Quy trinh nay dugc thuc hién song song vdi viée 18p Thu thong béo chitng tir d8n clia LC nhép khiu.
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| | | Ma s8: TTTM/LCNK-6A2
‘ sacombank - QUY TRINH THONG BAOBATHOP LE | S~ " 20/12/2006)

NGAN HANG SAI GON THUONG TiN “ CHO NGAN HANG NUOC NGOA‘ B S@ trangwg@iii ]

DlEN GIAI CHI TIET LUU PO QUY TRINH TAI CHI NHANH
BUGC  CAC BUOC QUA TRINH \ MO TA CAC BUGC QUA TRINH

1 \Soan dién thong bao bat hdp‘ Can cir vao ndi dung bat hop & trén phiéu kiém ching t¥ mau:

;’Ié QTNK/TBCT-10, soan dién MT734 hodc MT999 (néu ngan hang

gli BCT khdng cé ma khoa vdi Sacombank).
- Kiém tra ndi dung ban thao dién MT734 or MT999: ngan hang

nhan dién 1a ngan hang xuét trinh chitng tlr, s6 tham chi€u cla

Sacombank va cia NHNN, tri gia BCT, ngay xuét trinh chirng tir,
ndi dung bat hgp I& trén ban dién vdi Phi€u kiém chitng tir nhap
| khau.

Luuy:

! v Trwong hop dién thong bao ta MT999, ghi rd trén ban thao
dién MT999 “dé nghi hdi sd cai ma khda birc dién nay trudc
khi di dién”

\ ‘ v Dai vai BCT ¢ bat hgp 18, song song vdi viéc lap Thu thong
bao chirng tir d€n cho khach hang ti€n hanh soan dién théng
bao bat hgp 16 cho NHNN (ngoai trir cac trudng hgp da ky hau
1/3 B/L vé khach hang trudc hodc da phat hanh thu bao lanh
nhan hang. Khi d6 BHL dugc bao cho NHNN trong dién thong
‘ bao thanh toan)

v Né&u tri gia BCT ¢cé bat hop & vugt HMXL chi nhanh: ndi dung

| bat hop 1& phai can cir theo y kién clia P.TTTM trén phiéu
\ ‘ kigm chiing tir chuyén vé tir P.TTTM.
Kiém soat vién BP. TTQT hoac TP.DVKH kiém tra va ky klem soat

2 iKy kiém soat va ky duyét
| | trén ban dién.

| - Ban Giam déc ky duyet dién thong bao bat hgp Ie

1

3 §Chuyé’n ho sd 1én hoi sé Fax hodc chuyén truc ti€ép ban copy cla ban théo dlen
i I MT734/MT799 hodc MT999 lén P.TTTM.

1 ‘ - Luwuy:

: v Trén ban chinh cla ban thdo dién hodc s& giao nhan cé ky
nhan cia TTV P.TTTM ghi ré ngay gid nhan ho so (néu glti
truc tiép).

v Ban thao dién phai co chit ky, déng dau tén va chirc danh cla

} Ban Giam doc, khéng cn déng ddu mdc tron.

\ 4 ?Duyét va chuyén dién - Kiém soat vién BP.TTQT Hoéc TE[SVKH kié;m tra sut khdp dang

| giira file dién va ban thao dien.

Luu y: néu trén ban thao dién cé chinh sira, ma file dién chua
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| Ma s6: TTTM/LCNK-6A2

| | KT HOP LE
‘ Sacombank QUY TRINH THONG BAOBATHOP LE | " " . 70 o0 o
! NGAN HANG SAI GON THUONG TiN ' CHO NGAN HANG NUOC NGOA' S?)ntra?]rg] 3/3( )

| )
DIEN GIAI CHI TIET LUU O QUY TRINH TAI CHI NHANH
3 } duwoc sita, chuyén vé cho NVTTQT sira dién.

'— Duyét va chuyén file dién lén P.TTTM.

5 Indién tra v& ti hoi sd - Indien:
| v In file dién MT734/MT799, or MT999 dugc tra vé t¥ hoi sd
bang gidy lién tuc 2 lién (quy cach: 240mm x 279mm)

v Kiém tra tinh khdp dung gitta ban dién tra vé tir hoi s& va ban

thao dién.
Luu y: néu cd nhitng sai s6t phai vao Swift mdi stra duogc thi
dién trd vé CN khong hoan toan khop ding, nhan dién gidy tra

vé tr P.TTTM truc ti€p hodc bang fax.

6 Luu ho so - Luwu hd so: Nhan vién TTQT Iluu hod so thdng bao bat hgp 1€ theo
| Hudéng dén s TTTM/HDNK-04.
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QP; Sacombank

NGAN HANG SAI GON THUONG TIN

QUY TRINH THONG BAO BAT HOP LE
CHO NGAN HANG NUGC NGOAI

Méa s6: TTTM/LCNK-6B2
Ban hanh: 01620/12/2006)
S6 trang: 1/2

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HQI SO
{Lu’u PO QUY TRINH TAI HOI SO

Trach nhiém

Buoéc Qua trinh

Thanh toan vién P.TTTM

Thanh toan vien P.TTTM

Thanh toan vién P.TTTM

Thanh toan vién P.TTTM
Kidm soat vien P.TTTM
K& todn vién P. TCKT

Thanh toan vién P.TTTM

Chirng tir

B1 Tiép nhan dién thdng bao bét hop 1@
tlr chi nhanh
B2 Kidm tra hd so

B3 Sira dién va trd dién v& chi nhanh

Dispose
Duyét dién c4p 1
Quyat dién cap

B5 Luu hd so cher phan héi alia khach
hang va nuwdc ngodi

Ban thdo dién théng bao bt hop
1€ MT 734/MT999

Chting tir B1

Ban thao dién théng bao bat hop
& MT734MT999

Ban thao dién théng bao bat hop
& MT734/MT 990

Chimg tir B1

Dién in tlr Switt

Hudng dén luu trrhd so TTTM
HDNK-04

Quy trinh dugc thyc hién ti€p theo quy trinh xi ly chitng tir d&n clia LC nhap khdu n&u c6 bt hop 18.
1. Né&u tri gi4 bd chimg tir ndm trong han mirc xit ly cia CN:

Trach nhiém:

® Chi nhéanh: théng b4o b&t hop 18 ddng thdi cho khach hang va ngan hang xuét trinh ching tir.
® P.TTTM: kim tra ky thuat didn, sira dién va chuy&n dién ra nu6c ngoai. C8p kiém tra tai P.TTTM la

thanh toan vién.

2. Néu tri gia bd chirmng tir vugt han mirc xt ly ctia CN:

Trach nhiém:

@ Chi nhanh: cin ci trén Phidu kiém chifng tir nhap kh&u nhan dugc tit P.TTTM, ti&n hanh soan dién
théng bao bét hop 18 cho ng&n hang xuét trinh ching tir, ddng thdi thdng bao cho khach hang.

® P.TTTM: ki8m tra ndi dung b4t hop 18 theo Phidu ki8m chimg tir nhap kh&u a3 dugc duyét va kim
tra ky thuat dién a8 dadm bao 40 chinh x&c. C8p kiém tra tai P.TTTM la thanh toan vién.
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&) Sacombank

QUY TRINH THONG BAO BAT HOP LE

M3 s6: TTTM/LCNK-6B2
Ban hanh: 01620 /12/2006)

CHO NHNN )
S6 trang: 2/2

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO

BUOC

CAC BUOC QUA TRINH

MO TA CAC BUOC QUA TRINH

1

Tiép nhan dién théng bao bat
hgp I& t chi nhanh

Nhan bang fax hodc nhan tryc ti€p ban photo clia ban thao
dién MT734/MT999 tir CN.
Ky nhan ching t ghi rd ngay gid nhan néu nhan truc tiép,

luu y gid néu nhan bang fax.

Kiém tra hd so

Ki€m tra tinh phap ly cta ho sa:

v Ban thao dién MT734/MT999 clia CN phai co chit ky va
déng dau tén cta Ban Giam déc CN, khdng can déng
d&u mdc.

Dai vai BCT trong han mic xt Iy cta CN thi khéng kiém tra

ndi dung bat hop 18, chi ki€m tra ky thuat dién swift va ky xac

nhan sau d6 chuyén sang B4.

Kiém tra ndi dung hd so: (d6i voi BCT vugt han mdc xX Iy cla

CN):

v Kiém tra ndi dung- cta ban thao dién MT734/MT999 so
v@i LC da phat-hanh va bd ching tlr xuat trinh nhu: ngan
hang nhan ‘dién, sd LC, s& tham chi€u cGia ngan hang
nuwdc ngoai, tri gia bd ching tl, ngay xudt trinh ching
tr,

v Kiém tra ndi dung bat hgp [& so vdi cac diém bat hop 1&
da duoc duyét theo y ki€én cla P.TTTM trén Phi€u kiém
ching ti nhap khau.

Stra dién va tra vé chi nhanh

TTV vao phan hé tai trg thwong mai, can c vao ban thao
dién MT734/MT999 da duyét dé sira cac sai sét so vdi file
dién CN chuyén Ién.

Sau d6 duyét dién, tao file va tra dién vé chi nhanh.

Luwu y: néu c6 nhitng sai s6t phai vao Swift mdi stra dugc thi
dién trd vé CN khéng hoan toan khdp ding, phai tra dién gidy

ve.

Dispose
Duyét dién cap 1
Duyét dién cép 2

Thuec hién theo Quy trinh x* ly dién TTQT g 1én mang
SWIFT- CN soan thao s6 TTTM/SWIFT-3A.

Luu hd so

TTV lvu hd so théng bao bat hop 18 theo Hudng din s6
TTTM/HDNK-04.
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Sacombank | QUY TRINH CHAP NHAN THANH
NGAN HANG SAI GON THUONG TIN To AN LC TRA CHAM
DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

M3 s6: TTTM/LCNK-6A3
Ban hanh: 01440 /12/2006)
S6 trang: 1/3

-
LUU PO QUY TRINH TAI CHI NHANH

Trach nhiégm Buwréc Qua trinh Chirng twr
Gidy a4 nghj ky hau B/L miu QTNK/
KHBL-08 (ndu o) hodic Thong béo
L . L bd chimng tir 8én miu QTNKTBCT-
Nhén vién TTQT B1 Tidp nhén phan hdi cia khach hang 11chy kién clia khéch hang
hodc Héi phidu cd chip nhan thanh
toan (TH khdng ky hau)
v
Nhan vién TTQT B2 Ky hau BIL Quy trinh s& TTTMLCNK-5A
\
v
K Ban thao gién MT799 or 999
Nhan vién TTQT B3 L1 Sean dign chép nhén thanh toan Thur doi tidn

Kiém soét viéen BP.TTQT A . o N
hoac TP DVKH v Ban B4 Ky kidm soat va ky duyét Chimg tir B3
Giam Béc chi nhdnh/SGD
Nhan vién TTQT BS Chuyén hd so lén hoi s Ban thao dién MT799 or 999
Kidm soét vién BP.TTQT BS Duyét va chuyén &ién Ban thao &ién MT799 or 999
hodc TP.DVKH
Nhan vién TTQT B7 In dién trd v tiv hoi s& Ban dién MT799 or 999
Y

i Luru hd so va theo déi thanh todn

Nhan vién TTQT B8 ( ing han °> Hutng dan sb TTTMHDNK-04

Quy trinh nay dugc thu'c hign ti8p theo quy trinh x{t ly chimg tir d&n cta LC nh4p kh&u.
Quy trinh nay &p dung trong trudng hgp BCT LC trd ch&m hgp 1& hodc BCT c6 BHL nhung khéch
hang ch8p nhan thanh toén.




NGAN HANG SAI GON THUONG Tin

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH

BUGC | CAC BUOC QUA TRINH

ll 1 Tiép nhan phan hdi cla khéch
I hang

|

|

|

|

!Ky hau B/L
3 |[Soan dién chap nhan thanh

{ toan

4 Ky kiém soat va ky duyét

| Sacombank | QUYTRINH CHKP NHAN THANH

= Theo hu’dng dan ky hau B/L so TTTM/LCNK 5A

Ma s6: TTTM/LCNK-6A3

Ban hanh: 01ec}/12/2006
TOAN LC TRA CHAM o5 o 28 )

MO TA CAC Budc QUA TRINH

B

- Tlep nhan phan hdi cua khach hang:
v Théng bao chirng tir d&n mau biéu QTNK/TBCT-11 ho3c
Gidy d& nghi ky hau B/L mau biéu QTNK/KHBL-08.
v Kiém tra: ndi dung, ddu mdc va chit ky ctia nguoi dai dién
theo phap luat cla cong ty hoac ngudi duge Gy quyén (co

van ban 0y quyén hop phap) trén cac gidy td co lién quan.

Pong ddu xac nhan da kiém tra con diu va chi? ky theo

huéng dan s6 TTTM/HDNK-02. 'i

Luu y: Khach hang phai thé hién ré ndi dung: “Céng ty

chung t6i déng y thanh toan vao ngay xxxx” trén héi phiéu

hodc gidy d& nghi ky hau B/L hoac thong bao BCT dén.
Ngay xxxx: ngay dao han thanh toan cla L/C tra cham
Trudng hop van don khéng yéu cdu ky hau, bd qua
budc ky hau B/L, thuc hién ti€p bude 3.

v Dong dau ngay gid nhan ho so.

- Can c(r vao ngay chap nhan thanh toan trén h&i phi€u hosc gidy
dé nghi ky 'hau B/L hodc thong bao chirng tir dén,soan ban thao
dién MT799 or MT999 (néu khdng c6 ma khéda vdi ngan hang

xut trinh ching tir)

Kiém tra ndi dung cua ban thao dién MT799/MT999 so vdi LC
da phat hanh, thu doi tién nhu: ngan hang nhan dién, s& LC, s6
tham chiéu cta ngan hang nudc ngoai, tri gia bd ching t, ngay

xudt trinh chirng tir va ngay dao han thanh toan.

Luuy:

v Trudng hgp khach hang chap nhan thanh toan bg ching tiy
LC trd cham co6 bat hop 1é nhung chua kip di dién théng
bao NHNN thi trén ban thao dién chap nhan thanh toan
MT799/MT999 phai liét ké cac bat hap lé.

v Trudng hgp ngan hang xuét trinh chitng ti khéng cé ma
khéa véi sacombank, ghi rd trén ban thao dién MT999 “ dé

nghl h01 so cal méa khda birc dién nay trucc khi di dién”.

- Klem soat vien BP.TTQT hoac TP.DVKH kiém tra va ky kiém

soat.

- Ban glam doc ky duyet dién chap nhan thanh toan LC.
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5

{4 NGAN HANG SAI QON THUONG TIN

DIEN GIAI CHI TIET LUU PO QUY T

Chuyén ho so Ién hdi sd

Duyét va chuyén dién

In dién tra vé tir hoi sd

toan dung han

Luu hd so va theo. ddi thanh

€D Sacombank | QUY TRINH CHAP NHAN THANH
TOAN LC TRA CHAM

RINH TAI CHI NHANH

Ma s6: TTTM/LCNK-6A3
Ban hanh: 01¢40/12/2006)
S0 trang: 3/3

Fax hodc chuyén truc ti€p ban copy cua ban thdo dién MT799

or MT999 IEn P.TTTM.

Luu y:

v Trén ban chinh clia ban thdo dién MT799/MT999 hodc sb
giao nhan cé ky nhan ctia TTV P.TTTM ghi ré ngay gid nhan
hd so (néu gli truc tiép); gid fax [én P.TTTM (néu guti bang
fax).

v Ban thao dién MT799 hodc MT999 phai c6 chi¥ ky, déng dau
tén va chlrc danh cua Ban Giam déc, khong cn déng d&u

gilra file dién va ban thao dién.
Luu y: néu trén ban thao dién cé chinh sita, ma file dién chua
dudc stra, chuyén vé cho NVTTQT stra dién.

Duyét va chuyén file diénlén P.TTTM.

in dién:

v In file dién MT799, or MT999 dugc tra vé tir hdi s& bang gidy
lién tuc 2 lién (quy cach: 240mm x 279mm).

v Kiém tra tinh khdp dung gitta ban dién tra vé tir hdi sd va
ban thao dién.
Luu y: néu co6 nhitng sai s6t phai vao Swift mdi slra dugc thi
dién tra vé CN khong hoan toan khdp dung, nhan dién gidy
travety P.TTTM.

Luu ho so: Nhan vién TTQT luu hd so chap nhan thanh toan LC
trd cham theo Hudng dan s6 TTTM/HDNK-04.
Theo ddi thanh toan dung han: theo huéng dan s§ TTTM/TDTT-
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Sacombank

NOAN HANG SA! GON THUONG TIN

QUY TRINH CHAP NHAN THANH
TOAN LC TRA CHAM

M4 sd: TTTM/LCNK-6B3
Ban hanh: 01¢20/12/2006)
S8 trang: 1/2

DIEN GIAI CHI TIET LUU O QUY TRINH TAI HOI SO

LUU PO QUY TRINH TAI HQI SO
Trach nhiém Bwéc Qua trinh ‘Chirng tir
Thanh todn vién P.TTTM B1 Tiép nhan dén di chdp nhan thanh Ban thao dién chdp nhan thanh
’ toan LC tra cham todn MT799/MT 999
Ban thao dién chép nhan thanh
, todn MT799YMT999 o6 cai test
Thanh todn vien P.TTTM B2 BO chimg tir copy
Kiém soat vién P . TTTM B3 Xét duyét Chumg tir B2
] . Ban thao dién chédp nhan thanh
Thanh toan vién P.TTTM B4 Sira dién va tra dién v& chi nhanh todn MT799MT999
Thanh toan vién P.TTTM Dispose
Kidm sodt vien P TTTM 85 Duyét dién c3p 1 ?i" tﬁ‘;g'e" d;g nhan thanh
Ké ton vién P.TCKT Dyyét dién cip oan IMT
Chung tr B2
X Dién in tir Swift
Thanh toan vién P.TTTM B6 ( Luu héd sor > Huéma oA tou bk hd so TTTM
HDNK-04

Quy trinh nay &p dung trong trudng hop b chimg tir LC trd chdm hop [& ho#c bd chimng tir trd cham cé bét
hgp 18 nhung khéach hang chép nhan thanh toan.

Trach nhiém:

© Chi nhénh: ki€m tra cam két thanh toén ho#ic chp nhan b4t hgp 18 tir phia khach hang, soan dién.
© P.TTTM: kiém tra kj thut didn, sifa dién va chuy8n dién ra nuéc ngoai.
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) Sacombank

QUY TRINH CHAP NHAN THANH
TOAN LC TRA CHAM

Ma s6: TTTM/LCNK-6B3
Ban hanh: 01¢£/12/2006)
S6 trang: 2/2

BUOC

e

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO

CAC BUOC QUA TRINH

MO TA CAC BUGC QUA TRINH

1

Tiép nhan dién chdp nhan
thanh toan LC tra cham tir chi

nhanh

Nhan bang fax hodc nhan truc ti€p ban photo clia ban thao
dién MT799/MT999 va tir CN chuyén ién.

Ky nhan ching tir ghi ré ngay gio nhan néu nhan truc tié€p,
lru y gidy néu nhan bang fax.

Kiém tra hd so

Kiém tra tinh phap ly clia ho so:

v Ban thao dién MT799/MT999 cia CN phai cé chi¥ ky va
déng dau tén cua Ban Giam déc CN, khéng can déng
déu mdc.

Kiém tra ndi dung ho so:

v Kiém tra ndi dung cla ban thdo dién MT799/MT999 so
vdi LC da phat hanh, bd ching tlr copy nhu: ngan hang
nhén dién, s6 LC, so tham chi€u clia ngan hang nudc
ngoai, tri gia bd ching tlr, ngay xuét trinh chirng tir va
ngay dao han thanhtoan.

Kiém tra ngan hang nhan dién cé ma khéa hay khong, néu
khong ¢é thuc hién cai ma khéa nhu sau:

v P.TTTMcai ma budc 1.

v P.TCKT cai ma budc 2.

Luuy:

v Truong hop khach hang chdp nhan thanh toan bd ching
tlr LC tra cham co bat hgp 1é va chua di dién théng bao
bat hop 1& cho ngan hang nuwdc ngoai thi trén ban thao
dién chap nhan thanh toan MT799/MT999 CN phai liét
ké cac bat hop 1.

Ky duyét

Chuyén hd so cho KSV kiém tra va ky duyét.

Sira dién va tra vé chi nhanh

TTV vao phan hé tai trg thuong mai, can cir vao ban thao
dién MT799/MT999 da duyét dé sira cac sai sét so vdi file
dién CN chuyén lén.

Sau d6 duyét dién, tao file va tra dién vé chi nhanh.

Luu y: néu co nhitng sai s6t phai vao Swift mdi sira dugc thi
dién trd vé CN khdng hoan toan khdp dung, phai tra dién gidy

ve.

Dispose
Duyét dién cép 1
Duyét dién cép 2

Thuc hién theo Quy trinh xr ly dién TTQT gUi lén mang
SWIFT-CN soan thao s6 TTTM/SWIFT-3A.

Luu hd so

TTV luu hd so chdp nhan thanh toan theo Hudng din s6
TTTM/HDNK-04.

e
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M3 s5: TTTM/TTNK-7A1
Ban hanh: 01¢0/12/2006)
84 trang: 1/4

Chieng tir

P \ sacomban k QUY TRINH THANH TOAN L/C
Y NGAN HANG SAI GON THUONG TiN
DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH
LUU PO QUY TRINH TAI CHI NHANH
Trach nhiém Buwéc Qua trinh
Nhan vién TTQT B1 ( L&p phiéu thanh toan )
A
Nhan vién TTQT B2 Soan dién thanh toan
4
) KQ bd sung (TH LC tra cham), hach
Nhén vién TTQT B3 todn, thu phi, tht todn (ndu co)
Kiém so4t vién BP.TTQT/ B4 Ky kidm soat va ky duyat
TP.DVKH Ban Giam Béc
chi nhanh/SGD
Nhan vién TTQT B5 Chuyén hd so 1én Phong TTTM
Kidm sodt vién BP.TTQT o
ho#ic TP.DVKH didn 18n hdi s&
Nhan vién TTQT B7 In @ién thanh todn tra vl tir hoi s&
y
Nhan vién TTQT B85 Giao ban dién thanh toén, Phidu CK
¢ho khéch hang.
A
Nhan vién TTQT BY Téch chimg tir giao k& toan
y
Nhan vién TTQT B10 ( Luu hd sor )

Phiéu thanh toan mAu QTNK/PTT-14
Gidy d& nghi mua ngoai té (néu 0d)
miu: QTNK/DMNT-12

Chimg tir & B1
Ban thao dién MT202, 756 or 999
{(ndu 0d)

Phiéu thanh toan

Phiéu chuydn khodn

Phiéu chuydn khodn VAT

Phiéu xuAt ngoai bang

Gidy @2 nghj mua ngoai té& (néu cd)

Ching tir B3

Ban thao dién MT202
Ban thao dién MT756 or 998 (néu o)
Phiéu chuyén khoan

Ban thao dign MT202
(Bjn thao dién MT756 or 989 (néu
)

Ban dién MT202
Ban dién 756 or 999 (ndu o)

Ban gién MT202
Ban dién 756 or 999 (néu od)
Phiéu CK VAT

Phiéu thanh toan
Phiéu chuydn khodn VAT

Hudmg din TTTMHDNKO04
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» Sacombank |

7 NGAN HANG SA1 GON THUONG TiN

DIEN GIAI CHI TIET LUU D

BUOC {

\
|
l
|
|
|
|
1
|
|

2 Soan dién thanh toan

O QUY TRINH TAI CHI NHANH

QUY TRINH THANH TOAN L/C

CAC BUOC QUA TRINH
1 iLap phiéu thanh toan

Soan dién thanh toan MT202 va thong bao thanh toan MT756

| Md s8: TTTM/TTNK-7A1
Ban hanh: 01¢20/12/2006)
Sé trang: 2/4

MO TA CAC BUGC QUA TRINH

Lap phiéu thanh toan mau bi8u QTNK/PTT-14, thu cac phi

lién quan (néu co), ghi ré ngudn thanh toan.
Trudng hop thanh toan LC trd cham, yéu ciu khach hang bé
sung gidy dé nghi mua ngoai té mau bi€u QTNK/PMNT-12

Luuy:
v Nhan vién TTQT phai thdng bao téng so tién di thanh toan

trong ngay cho P.TTTM bang mail ndi bd hodc dién thoai
trudec 13h15 mdi ngay.

v Trudng hop phat sinh nhitng mén thanh toan tré sau
13h30 trén USD200,000 ma NV.TTQT chua bao choi
P.TTTM thi NV.TTQT phai bao cho P.KDTT @& can ddi
thanh khodn va di thanh todn néu du s du.

v/ NV.TTQT déng dau da thanh toan va ghi ngay thanh toan
Ién thu @oi tién ban chinh d& KSV/TP.DVKH ky xac nhan

khi kiém tra hd so

hodc MT999(néu cd): theo chi thi thanh toan ciia NHNN trén

thu doi tien

Luu y: Ngan hang nhan dién MT202 phai la ngan hang gilt tai

khodn ciia Sacombank & nudc ngoai.

Kiém tra ban thao dién:

v Kiém tra ban thao dién MT202, MT756/MT999(néu co):
dua vao thu Goi tién va chi thj thanh toan dé kiém tra tat ca
céac trudng trén ban thao dién.

v Thé hién céc loai phi thu ngan hang nudc ngoai 8 géc phai
trén MT202(néu chi thi thanh toan khéng yéu cau di dién
théng bao thanh trén

MT756/MT999 nhu

- Phi thdng bao thanh toan (ADVCOM)

toan) hodc & truong 72

- Phi xt ly chitng t0(HDLGCOM)

- Phi bat hgp 16(DSCRPCOM) (luu ¥: phai liét ké cac
bat hgp 1é néu chua kip di dién théng bao bat hop 18
cho NHNN)

- Phi tu chinh(AMNDCOM)

- Ph,i chap nhan thanh toan(ACCPTCOM)

g0
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M3 s&: TTTMITTNK-7A1
Ban hanh: 01(<0/12/2006)
S&trang: 3/4

Sacombank | QUY TRINH THANH TOAN L/C

NGAN HANG SAl GON THUONG TiN

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH
I- Luuy:

|

|
}
l tien di thanh toan cho nudc ngoai.
|
|
|
\
|

| Y

v S5 tién trén phiu chuydn khoan phai khdp dung vdi s6

v N&u BCT xuét trinh khdng cé ching tir van tai, d€ dam
bao viéc 16 hang cé thwc nhap, yéu cau khach hang bs
sung td khai hai quan nhap khau Io hang

KQ bo sung (TH LC tré Hach toan KQ b3 sung: ddi véi L/C tré cham

cham) hach toan, thu phi, tat Hach toan: chuyén nguén thanh toan lén hdi s&
toan (néu co) - Thu phi: thu céc phi lién quan thé hién trén Phigu thanh toan

- In Phiéu chuy&n khoan, phiu chuyé&n khoan VAT, phi€u xuat

ngoai bang

- Kiém tra: Su khdp dung s6 tién, s tai khoan, tén khach hang
trén Phiu chuyén khoan, phidu chuyén khoan VAT, phiéu
xut ngoai bang voi Phiéu thanh toan

- Tat toan: khi tri gia con lai ciia LC 1a khong dang k&€ hoéc L/C
da hét han thi kiém tra vdi khach hang dé€ tat toan LC va in

phiéu xuit ngoai bang

Luu y: Téng s6 tién trén cac phiéu xuat ngoai bang bang sé

tlen tren phleu nhap ngoai béng khi m& LC

Kiém soat vien BP.TTQT hodc TP.DVKH kiém tra va ky kiém

4 Ky kiém soat va ky duyét

soat ho so va ky xac nhan ngay thanh toan trén thu doi ti‘én[
ban chinh i

- Ban glam doc duyét thanh toan

5 Chuyén ho Sd |én P.TTTM Fax hodc gui truc tiép ban copy cua ban thao dién MT202;
MT756 hodc MT 999 (néu cé) va phiéu chuyé&n khoan 1én
P.TTTM

- Luuy:

v Trén ban chinh clia ban thao dién MT202, s3 giao nhan c6

ky nhan ctia TTV P.TTTM ghi r6 ngay gid nhan ho so (néu

|
|
|
(
|
|
’ ! guri truc ti€p)
{ v Ban thdo dién MT202, MT756 or MT999 (néu co) phiéu
| | chuy&n khoan phai co chit ky, déng ddu tén va chic danh
’ cla Ban Giam doc. Riéng MT202, phi€u chuyén khoan

dong thém déu mdc trdn

6 Duyét va chuyén dién 1én hdi|- Kiém soat vién BP.TTQT hodc TP. DVKH kiém tra su khdp

sd 7 dung glu’a flle dlen va ban thao dién

_—
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DIEN GIAI CHI TIET LUU B0 QUY TRINH TAI CHI NHANH

Luu y: néu trén ban thao dién co6 chinh stra, ma file dién chua

In dién thanh toan tra vé tir

10

Sacombank QUY TRINH THANH TOAN L/C

NGAN HANG SAI GON THUONG TiN

hoi sd

P S
Giao ban dién thanh toan,:

Phiéu CK cho khach hang

Tach chirng tir giao ké toan

M3 s6: TTTM/TTNK-7A1
Ban hanh: 01(40/12/2006)
Sé trang: 4/4

dugc slra, chuyén vé cho NV.TTQT s(ra dién.
- Duyét va chuyén file dién lén P.TTTM

v In file dién MT202, MT756 or 999 dugc trd vé tir hoi sd|
bang gidy lién tuc 2 lién (quy cach: 240mm x 279mm)

v Kiém tra tinh khdp dung gitta ban dién tra vé tir hoi sd va
ban thao dién
Luu y: néu cé nhitng sai s6t phai vao Swift méi sira dugc
thi dién tra vé CN khong hoan toan khdp dung, nhan dién
gidy tra vé tir P.TTTM bang Fax hodc truc tiép

v Vao s theo déi ching tir LC nhép khAu, muc “ngay thanh
todn” theo huong dan s8 TTTM/HDNK-02.

Giao ban chinh dién MT202, MT756 or 999 (néu co); phiéu
chuyén khoan VAT va phiéu chuy&n khoan cho khach hang

Khach hang ky nhan 1én ban sao (lién dién coén lai)

In bang ké phiéu chuyén khoan trong ngay thanh toan va
kiém tra su khdp dang cla cac chitng tir trén bang ké vdi
chirng i thuc té.

Tach ban chinh phi€u chuyén khoan, phiéu chuyén khodan
VAT, phigu thanh toan cho k& toan téng hop luu

Ky nhan da giao chiing tir cho ké toan tdng hop

Nhan vién TTQT luu hd sd thanh toan LC theo hwdng dan
s6. TTTM/HDNK-04.

(X}




Sacombank

NGAN HANG SAI GON THUONG TIN

QUY TRINH THANH TOAN LC

Ma s0: TTTM/TTNK-7B1
Ban hanh: 01¢¢0 /12/2006)
S6 trang: 1/3

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI S&

LUU PO QUY TRINH TAI HOQI SO

=

Trach nhiém Buwérc Qua trinh Chirng tir
’ ] Ban thao Gién MT 202
Thanh toan vien P.TTTM B1 Tiép nhin dén thanh tozn LC tir ch B3n thio Gién MT756/999(ndu co)
nhan Phidu chuy&n khodn ciia chi nhanh
Ban thdo dién MT 202 "
1 Ban thdo dién MT756/909(néu od)
Thanh toan vién PTTTM B2 e Kiém tra hd so - Phiéu chuyén khodn ciia chi nhanh
80 dir &la tai khodn Nostre Y
B¢ ching tir copy
CAp oo thh L
PTTTM Quyen B3 Chimg tir B2
P win Ban thdo dién MT202 "
) tra d#én, hach B3n théo dién MT756/989 (néu o6)
Thanh tosn vién P.TTTM B4 va tra @ién v& chi nhanh Phiéu chuyén khodn cia hdi s
Thanh toan vién P.TTTM Dispose
Kidm soét vién P TTTM BS Duyatdien cAp 1 ban théo 2 009 (b o5)
K& toan vién P.TCKT Dyyét dién cAp
Chiing tir B2
Thanh todn vién PTTTM B6 Bién in ter Swift

Huomg dan luu triehd so TTTM
HDNK05

B3di véi LIC cho phép ddi tidn blng dién tir ngan hang nudc ngoai, P.TTTM nhn didn, kiSm tra test, va

thdng béo gdp cho CN 48 thitc hién thanh toén.
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Sacombank | QUYTRINHTHANHTOANLC | M@ SO TTTMTTRICTET
NGAN HANG SA1 GON THUONG TIN Ban hanh: 01 (.go P 2/2006)

Sé trang: 2/3

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO

-

BUGC CAC BUGC QUA TRINH MO TA CAC BUGC QUA TRINH

1 Tiép nhan dién thanh toadn LC Nhan bang fax hodc nhan truc tiép ban photo hd so tir CN
t& chi nhanh chuyé&n 1&n gdm co:

1. Ban thao dién MT202

2. Ban thao dién MT756/MT999(néu céd)

3. Phigu chuyén khoan ciia CN

- Ky nhan chiing tir ghi ré ngay gid nhan néu nhan truc tiép,
luu y gid néu nhan béng fax.
- Luuy:

v  CN phai thong bao t8ng s6 tién di thanh toan trong ngay
cho P.TTTM bdng mail ndi bd hodc dién thoai trudc
13h15 méi ngay. TTV bao 8 tién thanh toan cho k& toan
P.TTTM truéc 13h30 bing mail ndi bo.

v Trudng hop phat sinh nhitng moén thanh toan tré sau
13h30 trén USD200,000 ma CN chua bao cho P.TTTM
thi CN phai bao cho P.KDTT d& can ddi thanh khoan va

di thanh toan néu du sé du.

2 Kiém tra hd so va sb du cla Kiém.tra tinh phap ly cha hd so:

tai khoan Nostro v Ban thao dién MT202, MT756/MT999(néu cd), phidu
chuyén khoan ctia CN phai cé chit ky va dong dau tén
cla Ban Giam d6c CN. Riéng MT202 va phi&u chuy8n
khoén phéi d6ng d&u mdc ctia CN.

- Kiém tra s du tai khoan Nostro trén bang s6 du va cat tién di

thanh toan cho nudc ngoai.

- Kiém tra ban thao dién:

v Kiém tra ban thao dién MT202, MT756/MT999(néu cé):
duva vao thu doi tién va chi thi thanh toan dé kiém tra tat
ca cac trudng trén ban thao dién.

v CN phai th€ hién cac loai phi thu ngan hang nudc ngoai
d géc phai trén MT202(néu chi thi thanh toan khdng yéu
cau di dién thdng bao thanh toan) hodc & trudng 72 trén
MT756/MT999 nhu:

- Phi thdng bao thanh toan (ADVCOM)

- Phi x& ly chirng tir (HDLGCOM)

- Phi bat hgp 16 (DSCRPCOM) (CN phai liét ké cac bat
hop 1& néu chua kip di dién théng bao cho nudc ngoai).

- Phi tu chinh (AMNDCOM),

- Phi chdp nhan thanh toan (ACCPTCOM)
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ySacombank |  QuY TRINH THANH TOAN LC Ma s6: TTTMITTNK-7B1
NGAN HANG SA1 GON THUONG TIN Ban hénh, 01 m /1 2/2006)

S¢ trang: 3/3

&
DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO

- Lwuy:
v Sd tién trén phiéu chuyén khoan cia CN phai khdp ding

voi s8 tién di thanh toan cho nudc ngoai. Néu CN
chuyén nguén vé P.TTTM sai thi TTV vao phan hé tai trg
thuong mai dé hay dién tra vé cho CN va vao phan hé
chuyén tién dé hach toan chuyén tra ngudn vé cho CN.

v Néu bd ching tir xuat trinh khong ¢é chirng tir van tai,
dé dam bao 16 hang c6 thyc nhap, yéu cau khach hang
b8 sung t& khai hai quan nhap khdu cla 16 hang.

3 Ky duyét - Chuyén hd so cho Cap c6 tham quyén ctia P.TTTM kiém tra
va ky duyét.

4 Stra dién, hach toan va tra vé TTV vao phan hé tai tro thvang mai, can c? vao ban thao
chi nhanh dién MT202, MT756/MT999(néu co6) da duyét dé sita cac sai
sot so vdi file dién CN chuyén lén.

- TTV hach toan dung sd tién thanh toan cho nudc ngoai can
cU trén phiéu chuyén khoan cta CN va dung ngan hang da
cat tién trén s8 du tai khoan Nostro va in phidu chuyén
khoan.

- Sau d6 duyét dién, tao file va tra dién vé chi nhanh.

- Luu.y: néu cd nhitng sai s6t phéi vao Swift mdi sta duogc thi
dién trd vé CN khong hoan toan khdp dung, phai tra dién gidy

ve.
5 Dispose - Thuc hién theo Quy trinh x& Iy dién TTQT g Ién mang
Duyét dién cap 1 SWIFT-CN soan thdo s6 TTTM/SWIFT-3A.
Duyét dién cap 2
6 Nhap bia va luu ho sd - TTV nhép bia va ivu hd sd thanh toan LC theo Hudng din s&
TTTM/HDNK-04,

- Giao ban chinh ban thdo dién MT202, phigu chuyén khoan
cta CN va phi€u chuyén khoan ciia P.TTTM cho k& toan
P.TTTM luu.

95" WM__




M3 s8: TTTM/TDTT-7A2

acombank | QUY TRINH THEO DOI THOI HAN -
Sacombank THANH TOAN CHO NUGC NGOAI gg"trgigf‘- [ 11212000)
DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH .
LU BO QUY TRINH TAI CHi NHANH
Trichnhiém | Buéc Qué trinh | Chimgty
Nhin vién TTQT B (Theoddiwhan thanh toén) Hb sor LA o the
- , Thithong béo khéch héng méu
Nhén vién TTQT R Nt || e héng
Nhén vién TTQT B ( Theo i thank tasn ) Ho 5 LIC /1 s nhér th
Quy trinh nay ap dyng cho:

«  Céc BCT thudc LC tré ch#m /D/A 6 a1 didn chép nhan thanh toén

» Céc BCT L/C trd ngay, trd chm hgp 1§ mdt nh@n dugc.




| Ma s6: TTTMITDTT-7A2

| ;
| Sacombank  QUYTRINHTHEODOITHOIHAN | L5000 oo

NGAN HANG SAlI GON THUONG TiN ‘
At et | THANH TOAN CHO NUOC NGOAI | o< 0o 12

iDIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH -
'BUGC | CAC BUGC QUA TRINH MO TA CAC BUGC QUA TRINH

!

|

i

|
|

1 | Theo dobi thoi han thanh toan |- Doéi voi BCT LC tra cham/LC trd ngay phu hop:ngay di dién
: chap nhén thanh toan/ ngay thanh toan theo dang thdi gian quy

dinh cua thong 1& qudc té (UCP) ;
;— D6i vai BCT L/C trd cham / D/A da di dién chdp nhan thanh‘
toan: theo d&i ngay ddo han trén dién chap nhan thanh toan.
|- Vao s0 theo d6i thanh toan L/C tra cham /D/A dé theo dbi ngay
dén han thanh toan.
Ngoai ra, NV TTQT c¢6 thé ghi cha [én lich ban ngay dén han
thanh toan hodc ngay di dién chap nhan thanh toan, tén cong
ty va s6 tham chi€u ciia Sacombank dé theo doi.
Luu y: trude ngay dén han bat budc phai thanh toan/chdp nhan
thanh toan 2 ngay, thong bao CBTD yéu cau phdi hgp dén déc
khach hang thanh toan hodc chap nhan thanh toan hodc cho
vay bat budc, tranh trwang hop tré han dnh hudng dén uy tin
cta ngan hang.

Nhéc khach hang - Ba6i véi BCT LC trd cham/ L/C tra ngay hdp 1&: 3 ngay trudc

\ ngay di dién chdp nhan thanh toan/ ngay dén han thanh toan

- Doiwvdi LC tra cham /D/A: 7 ngay trudc ngay dao han, lap thu

| nhac thanh toan mau biéu QTNK/TBKH-22 nhic khach hang
chuén bi tién thanh toan.

- 3 ngay trudc khi tdi han thanh toan, goi dién kiém tra vdi khach
hang vé phudng thirc thanh toan (chuy&n khoan, nhan ng vay
hay trich tai khoan thanh toan).

\
3 | Theo dbi thanh toan

\

!

!

|

|

|

|

goi dién nhac khach hang.

|

i

I

\

|

I- Theo déi viéc thanh toan cua khéci:hﬁhé/né \;ac; r?gahy’dgogh;; i

- Luuy:

;‘ v Truwong hgp L/C trd cham: khi dén ngay dao han thanh

J toan, viéc thanh toan phai dugc thuc hién cho nudc ngoai.
Trong trudng hop khach hang khdng cé tién thi chuyén hd
sd yéu cau CBTD cho vay bat budc dé thanh toan, tranh

lam anh huwdng dén uy tin cila ngan hang.

khach hang khoéng cé di ngudn dé thanh toan, di dién

|
(
|
]
- |
! { v Trudng hop D/A: khi dén ngay dao han thanh toan, néu
]
|

théng bao cho NHNN va yéu cau cho chi thi (néu ¢d).
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) Sacombank

I’ NGAN HANG SA1 GON THUONG TiN

QUY TRINH THEO DOI THOI HAN
THANH TOAN LC CHO NUGOC NGOA!

Ma s6: TTTM/TDTT-7B2
Ban hanh: 012/12/2006)
S6 trang: 1/2

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO

LUU PO QUY TRINH TAI HOI SO

Trach nhiém Buwérc
Thanh toan vién P.TTTM B1
Thanh toan vién P.TTTM B2
Thanh toan vién P.TTTM B3
Thanh toan vién P.TTTM B4

Qua trinh Chirng tir
Nh i tien tU b . . .
C an dien:\?égénréoua'ingan a@ Dién dén tir ngan hang nudre ngodi
Y
Kiém tra thot han thanh todn'ss tidn &%ﬁ'},‘t&?&iﬁ hang nudo ngodl
13i phat MT202
y
Théng bao chi nhanh Dién dén tir ngan hang nudc ngoai
y
L Dién dén tir ngan hang nuwéc ngodi
Luu hd so,ghi chu thanh toan tré va M
C theo ddi thanh toén :gz“,g:f” luu iy hd so TTTM

P.TTTM khdng c6 trach nhiém trong viéc theo déi thdi han thanh todn clia tirng L/C. Chl d8i véi nhirng
trudng hop thanh toan tr8, ngén hang nudc ngoai di dign ddi tidn thl P.TTTM mdi can thiép xt ly.
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Sacombank

NGAN HANG SA1 GON THUONG TIN

QUY TRINH THEO DOI THOI HAN
THANH TOAN LC CHO NUGC NGOAI

Ma s8: TTTM/TDTT-7B2
Ban hanh: 01&0/12/2006)
S6 trang: 2/2

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI S3

toan tré va theo dai thanh

toan

BUGC CAC BUGC QUA TRINH MO TA CAC BUGC QUA TRINH

1 Tiép nhan dién doi tién tir]- Nhan dién doi tién clia ngan hang nudc ngoai:

ngan hang nudc ngoai v Doéng dau ngay, gid nhan.

2 Kiém tra thdi han thanh toan |- Kiém tra ndi dung dién dén so vdi LC da phat hanh va bd
chiing tir copy nhu: ngan hang doi tién, ngudi mdingudi
hudng (néu co), s6 LC, sd ref cla nudc ngoai, tri gia bd
ching tUr, thdi han xuat trinh chi*ng tir, thdi gian dao han
thanh toan, tinh trang bd chirng t&r (hop 1& hodc bat hop &
hoéc da thanh toan).

3 Théng bao chi nhanh - Fax hoac chuyén truc tiép dién dén cla nudc ngoai cho CN,
goi dién thoai xac nhan trong trudng hdp chuyén bang fax.

—
4 Lwu hd sd, ghi chi thanh|- TTV luu hd sdtheo Huéng dén s8 TTTM/HDNK-04.

TTV ghi chu lai nhitng hd so LC thanh toan tré han d& canh
bao vdi CN déng thoi theo d6i thanh toan. B6i vdi cac khach
hang thudng xuyén thanh toan tré han thi @& nghi CN phai cé
bién phap nhdm khac phuc tinh trang nay.

Theo ddi thanh toan: doc thic CN tra 10i NHNN hodc thanh
toan hodc chdp nhan thanh toan. Trong trudng hgp da dén
han thanh toan nhung khach hang chua cé tién thanh toan,

yéu cau CN cho vay bat budc dé thanh toan.
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Sacombank

NGAN HANG SAI GON THUONG TIN

\""",.»'“‘\\>
| %E HIEU LUC 15 NGAY
DIEN GIAI CHI TIET LUU ©O QUY TRINH TAICHINHANH

QUY TRINH TAT TOAN LC DA HET

| Ma s3: TTTM/LCNK-8A
Ban hanh: 01/12/2006)

LUU PO QUY TRINH TAI CHI NHANH

Chirng tiv

khach hang / D& nghj khéng hily LC

y

Nhan vién TTQT B3 Gidi tda KQ, thu phi; tAt toan
\ 4
Nhan vien TTQT B4 Lap bd hd so hily L/C va trinh ky
Kiém soat vién BP. TTQT/
TP.DVKH va Ban Giam B5

‘PC Luy hd sor )

Béc chi nhanh/SGD

Nhéan vién TTQT B6

Trach nhiém Buwdéc Qua trinh
}. -
] idm tra thdi han hiéu v cia LC va Thir thdng béo khach hang. MAu:
Nhan vién TTQT B1 < théng bao khach hang ) QTNKTBKH-20
Nhan vién TTQT B2 — | Tiépnhan yéu cdu hiy LIC cla Céng van ciia khch hang

Gidy 32 nghij giai tda TKKQ va thu
phi. MAu: QTNK/GTKQTP-21
Phiéu xuit ngoai bang

Phiéu chuydn khoan VAT

Chimg tir B1, B2, B3

Chimg tir B4

Huémg din s& TTTMHDNK-04

Quy trinh nay dugc thuc hién khi LC d& hét hidu luc qué 15 ngay
v NHNN vén chira xuét trinh chirng tir.

v Dd di didn y8u clu hliy L/C theo ydu cBu clia ngudi m& nhung NHNN khéng tra idi hodic khdng

adng y
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' ' | Mas6: TTTMILCNK-8A
\ @ Sacombank \ QUY TRINH TAT TOAN LC PA HE'T Ban hanh: 010/ 12/2006)

NGAN HANG SAI GON THUONG TiN {w H|EU LUC 15 NGAY ] WSC")iti[@ngi%Bi ]
D|EN GIAI CHI TIET LUU O QUY TRINH TAI CHI NHANH -
; BUGC r CAC BUGOC QUA TRINH MO TA CAC BUOC QUA TRINH
| ‘ , phaiiei i S
; 1 Klem tra thoi han hiéu luc cta (- Kiém tra thdi han hiéu luc cGa LC: ngay hét hleu luc cha L/C +

| \ LC va thong bao khach hang 15 ngay

- Théng bao khach hang: lap thu thong bao khach hang mau
bi€éu QTNK/TBKH-20.

! - Truwdng hop da di dién yéu cau hay L/C theo yéu cau cia

f ; ngudi md nhung khong nhan dugc dién phan hodi cta NHNN

1 |
* thl khéng can phal lap thu thong bao chuyen qua bu’dc 3.

2 fTié'p nhan yéu cau hay LC Péng dau ngay gid nhan ho sa.

'cia khach hang/ D& nghi|- Trudng hdp khach hang dong y hay LC:

ikhc‘mg hay LC v Khach hang danh dau vao 6 dong y hay L/C va chiu cac
chi phi phat sinh trén Thu théng bdo khach hang mau
biéu QTNK/TBKH-20 (Phan danh cho khach hang).

|
{ v Kiém tra chir ky va con dau clia ngudi dai dién theo phap
[ luat cua codng ty hodc ngudi dugc Oy quyén (cé van ban
{ gy quyén). Bong dau da kiém tra chit ky va con dau theo

huéng dan s& TTTM/HDNK-02.

v Thuc hién tiép budc 3.

J } - Khach hang khéng dong y hay LC:
J i v~ Cong van cla khach hang phai néu ré: khong dong y hay
LC do hang dang dugc giao hoac dang dam phan tu
[ chinh.
‘ ‘ v  Kiém tra chir ky va con ddu clia ngudi dai dién theo phap
| luat cha cong ty hoac ngudi dugc Gy quyén (cé van ban
| Oy quyén). Bong dau da kiém tra chit ky va con dau theo
1 huéng dan s& TTTM/HDNK-02.
| | v Luu ho s chd chimg tir tir NHNN/tu chinh LC

Giai tda KQ: Lap gidy d& nghi gidi tda ky quy va thu phi mau
biéu QTNK/GTKQTP-21.

|3 |GiiteaKQ, thu phi, tt toan

| J - Hach toan thu phi: hach toan giai téa KQ va thu cac phi lién
“ I quan.

} { - In phi€u chuyén khoan VAT, phi€u chuyén khoan.

" ‘ - Tat toan: vao giao dich tat toan, nhap théng tin trén giao dich
! f va in phiéu xuat ngoai bang.

| | - Kiém tra s§ tién, s3 tai khoan, t&n khach hang trén phigu

} | chuyén khoan, phleu chuyen khoan VAT phleu xuat ngoa:

o “le—




i | | M& s8: TTTM/LCNK-8A

| Sacombank QUY TRINHTATTOANLCBAHET | o-°° 0 = .

| @ NGAN HANG SAI GON THUONG TIN ‘ H|EU LUC 15 NGAY Sgrlra?\n' 3 w )

j ,, ) rang: 3/3

DIEN GIAI CHI TIET LUU O QUY TRINH TAI CHI NHANH
| !

( bang véi gidy dé nghi giai tda ky quy va thu phi.

‘ | Luu y: Sy khdp dang giita s6 tién, s6 tai khoan, tén khach

hang trén phi€u xuat ngoai bang va phiéu nhip ngoai bang

khi phat hanh LC.

! 4 |Kiém soat va ban giam déc|- Kiém soat vién BP.TTQT hodc TP.DVKH kidm tra va ky kiém
| ky duyét soat hd so.

| - Ban giam déc ky duyét hay L/C. B
5 Luuhdso - Nhan vien TTQT

| ’ v Vao s8 phat hanh LC nhap khdu, muc “ghi ch khac” ghi
| “da tat toan”

‘ !
| ( v Luu hd so hiy LC theo Huéng d&n s6 TTTM/HDNK-04.
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» Sacombank

7 NGAN HANG SAI QON THUONG TIN

QUY TRINH XU LY CHUNG TU NHO
THU NHAP KHAU

Ma s8: TTTM/NTNK-9A1
Ban hanh: 01¢20/12/2006)
$6 trang: 1/3

DIEN GIA!I CHI TIET LUU DD QUY TRINH TAI CHI NHANH

LUV PO QUY TRINH TAI CHI NHANH

Trach nhigm Bwoéc Qua trinh

Nhan vién TTQT B1 ( Tidp nhan BCT ) B4 chimg tir nhey thu
Y

Nhan vién TTQT B2 Vao sb theo dbi S8 chimg tir nher thu dén

A ia Kiém tra chi thj nhe thu, Tao méi ! _
Nhan vién TTQT B3 m giac', d“;h -y Phidu nhap ngoai bang

y

an vié L&p thdng béo chimg tir dén Théng béo BCT nher thu 4én Miu
Nhan vién TTQT B4 P thong e QTNKTBCTNT-19
Kidm so&t vién BP.TTQT ;
hogic TP.DVKH va Ban B5 Ky kidm soat va ky d Chimg tir & B3, B4
Giém Déc chi nhénh/SGD 4 Bave e
Nhan vién TTQT P Thbnobéodwmh;r::déndwm Théng béo chimg tir nhr thu dén
Nhan vién TTQT B7 Luru hd sor va chéy phin hdi ol Hutng diin sb TTTMHDNK.04

khéch hang
103




i M3 s6: TTTM/INTNK-9A1
@ Sacombank QUY TRINH XU LY CHUNG TU NHO Ban hanh: 0140 /1212006)

NGAN HANG SAI GON THUONG TiN w‘ THU NHAP KHAU | SStang: 23
DIEN GIA! CHI TIET LUU BO QUY TRINH TAI CHI NHANH -
| BUGC  CACBUOC QUA TRINH \ MO TA CAC BUOQ QUA TRINH -
l 1 %‘Tié’p nhan BCT \ Nhan BCT géc tir don vi chuyén phat nhanh.
& 2 iVéo s0 theo doi l Vao s8 theo ddi ching ti¥ nhd thu nhap khiu va dong dau

ching tir dén theo hudng dan so TTI’M/HDNK-OZ

? 3 Klem tra chi thi nhg thu, tao - Kiém tra chi thi nhd thu: NVTTQT kiém tra cac chi thi néu tren

i ‘mou giao dich nhd thu thu doi tién nhu phuong thire nhd thu, chi thi thanh toan, sé
tién trén hoi phi€u va trén thu doi tién, ..., néu chi thi thanh
toan khong rd rang hoac co6 cac chi thi dac biét thi thong bao
cho khach hang ho&c di dién héi NHNN. Vi du khi thdy trén
thu Goi tién thé hién:
v Protest for non-payment/non-acceptable.
NEu BCT la nho thu D/A, phai di dién yéu cau NHNN bo
diéu khoan trén.
v | Collection charges and/or expenses are for drawee's
account and that charges can not be waived and/or
v If the bill is unpaid within 72 hours from date of
presentation of docs, please collect interest at 18%P.A.
from 2" day after presentation date to date of final

payment (360days) and this interest cannot be waived.

sight draft(s), term draft(s), from the date of maturity up
to the date of payment. The basic of calculation of
interest is 360 days
phai thdng bao cho khach hang vé khoan phi trén trude khi
giao bé chiing tir cho khach hang. Néu khach hang khéng
dong y vai cac khoan phi dé thi phai di dién thong bao véi
ngan hang gtti ching tr.
Tao méi giao dich nhd thu:
v Vao giao dich “tao mgi D/P, D/A nhap kh3u”: nhap cac
théng tin trén giao dich.
In phi€u nhap ngoai bang.
v Kiém tra: Tén khach hang, sd tién, sé D/P, D/A trén
phi€u nhap ngoai bang so vdi thu doi tién va sé D/P, D/A
da tao méi.

‘ ‘ v Pls charge the drawee with 9.5% per year interest on
|
-
|
|
|
*
] Ghi s6 lwgng chirng tir nhan dugc tir NHNN (bang bat chi) 1&n

thu doi tién (neu trén thu dm tlen khong thé hién s Iuang
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Sacombank i QUY TRINH XU LY CHUNG TU NHO
THU NHAP KHAU S6 trang: 3/3

NGAN HANG SA1 GON THUONG TiH

| Mass: TTTMINTNK9A1
Ban hanh: 01(<0/12/2006)

DléN GIAI CHI TIET LUU Bb Quy TRINH TAI CHI NHANH

|
|

\ Lap théng bao ching tir dén

Ky kiém soat va ky duyét

' Théng bao ching tir dén cho
' khach hang

|

|

'Luu hd so va theo ddi phan
\

\ héi clia khach hang

-

-

ching tu duoo gu’l)

Lap théng bao BCT nhd thu den mau bleu QTNK/TBCTNT-

19.
Luu y: trén thu thdng bao nhd thu dén, néu rd cac thong tin
dac biét cho khach hang (néu co), va yéu cau khach hang

cho y kién d ‘phan danh cho khach hang

Ki€ém soat vién BP.TTQT hodc TP.DVKH kiém tra va ky nhay
trén phiéu thong bao bd chiing tr dén mau  biéu
QTNK/TBCTNT-19.

Ban Giam ddc ky duyet thong bao cho khach hang

Giaoffax théng bao chirng t&r nhd thu dén mau bidu
QTNK/TBCTNT-19 cho khach hang. CN cling co thé goi dién

thoai thong bao khach hang, ghi rd ngay gid goi va tén ngudi

dugc théng bao.
Trudng hgp nhan truc ti€p: Khach hang ky nhan 1én ban sao

(lién con lai ctia thong bao chung tu’ den) |U’U tai chi nhanh

Nhan vién TTQT lvu hd sd chiing tir d&n theo Hudng dan s6

TTTM/HDNK-04.

Theo ddi phan hoi tir khach hang:

v Trudng hgp khach hang khdng cé phan hdi, sau 1 tuan
ké tir ngay thdng bao khach hang, dién théng bao cho
NHNN va yéu cau cho chi thi (n8u cd). “We are holding
the docs at your disposal. Pls give us your instruction on
this matter. In case the drawee agrees to take up the
docs prior to your instruction to the contrary, we will
release the docs to the drawee against their
payment/acceptance as per your earlier instruction and
we are not responsible for this matter".

v Truong hop khach hang déng y nhan chirng tit va thanh
toan (D/P): thuc hién ti€p quy trinh s6 TTTM/TTNT-10A

v Truong hgp khach hang chdp nhan thanh toan (D/A):
thuc hién ti€p quy trinh s6 TTTM/NTNK-9A2

v Trudng hgp khach hang yéu cau hoan tra ching tir: thuc
hién ti€p quy trmh sd TTTM/HTCT 11A1 J
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Sacombank

NGAN HANG SAI GON THUONG TIN

X _//

QUY TRINH

CHAP NHAN THANH

TOAN D/A

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHINHANH

| Ma s8: TTTM/NTNK-9A2

Ban hanh: 01(#0/12/2006)
S6 trang: 1/3

LUU O QUY TRINH TAI CHI NHANH

Trach nhiém

Bwéc

Nhan vién TTQT

Nhan vién TTQT

Kiém soat vién BP.TTQT
hodc TP.DVKH va Ban
Giam Béc chi nhanh/SGD

Nhan vién TTQT

Kidém soat vién BP.TTQT
hoéc TP.DVKH

Nhén vién TTQT

Nhan vién TTQT

B1

B2

B3

BS

B?

Qua trinh

Chirng tir

‘ Tiép nhan phan hdi clia khéach @

A

Ky hau B/L (néu cb), span dién chép
nhéan thanh toan

Giao chimg tlr cho khach hang,

chuyén chimg tir n hdi s¥

In didn tra V& tir hdi s&

A

Luu hd so va theo ddi thanh toan
dung han

Héi phiéu o6 chép nhan thanh toan
Théng bdo BCT nhér thu dén

Ban thdo dién MT412 or 989
Vén don ban chinh

Chimg tir B2

Van don 42 ky hau
B3 chimg tir D/A
Ban thao dién MT412 or 999

Ban thao dién MT412 or 999

Béan dién MT412 or 999

Hutmg din s TTTMHDNK-04

Quy trinh nay dugc thuc hién tiép theo quy trinh xi ly chirg tir d&n clia nh& thu nhap kh&u sau khi nhan
phan hdi cla khé&ch hang la di dién ch&p nhan thanh toan BCT D/A
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N

BUGC
‘

| @ Sacombank

GAN HANG SAt GON THUONG TiN |

CAC BUOC QUA TRINH
Ti€p nhan phan hoi cia khach
hang

Ky hau B/L (ndu co), soan

dién chap nhan thanh toan

'Ky kiém soat va ky duyét

Giao chang tr cho khéach

hang, chuyén hd so Ién hdi s&

QUY TRINH CHAP NHAN THANH

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI CHI NHANH

Ma s6: TTTM/NTNK-9A2

Ban hanh: 01(¢/12/2006)
TOAN D/A | SStrang: 23

MO TA CAC BUGC QUA WT?@!!!L,

Tiép nhan héi phiu c¢6 chap nhan thanh toan 00;1 khach hang
hodc cam két clia khach hang trén thong bao BCT nhd thu dén.

v Viéc chap nhan thanh toan clia khach hang dugc thé hién
béng chit ky va dau moc tron cta céng ty ghi ré chap nhan
thanh toan vao ngay dao han BCT D/A (ngay néu cu thé)

v  Ch@ ky chap nhan thanh toan cia khach hang trén hdi phiéu
phai la chit ky clia ngudi dai dién theo phap luat cia cong
ty, hodc ngudi dugc Uy quyén cé van ban Oy quyén hop
phap.

v Déng dau xac nhan da kiém tra chit ky va con dau theo
hudng dan s TTTM/HDNK-02

Ky hau B/L (n€u co):

v NE&u van don yéu cau ky hau, déng dau ky hau Ién ban
chinh van don.

Soan dién chap nhan thanh toan:

v Can ci vao.ngay chdp nhan thanh toan clia khach hang
trén hdi phiéu hoac thong bao BCT nhd thu dén, soan dién
MT412 or MT999 (néu khong c6 ma khéa vdi ngan hang gui
chiing tur).

v Trudng hogp ngan hang nhan dién khdng ¢ ma khéa vdi
sacombank ghi ro trén ban thao dién MT999 “dé nghi hoi s&
cai ma khéa cho blrc dién nay trude khi di dién”.

v Kiém tra ndi dung ban thao dién: ngan hang nhan dién; sé
tham chiéu cla Sacombank va cla ngan hang xuét trinh
chiing tU nhd thu, ngay dao han thanh toan, sé tién yéu cau
thanh toan va tri gia nh@ thu trén thu doi tién clia ngan hang
xuat trinh chdng tir nhd thu, s6 tién chap nhan thanh toan.

Kiém soat vién BP.TTQT hodc TP.DVKH kiém tra va ky kiém

soat.
Ban giam doc duyét di dién chap nhan thanh toan va ky hau Ién

van don (néu co).

Giao chirng tir cho khach hang:
v Giao BCT ban chinh va van don ban chinh da ky hau va

doéng moc tron (néu c6) cho khach hang.

v Khach hang ky nhan Ién thu doi tign hodic van don da ky

10F 7%«(&«__
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NGAN HANG SAI GON THUONG TiN

5 |Duyét va chuyén dién Ién hoi

sd

6 In dién tra vé tir hoi sd

7 Luu hd so va theo ddi thanh

toan dang han

Sacombank | QUY TRINH CHAP NHAN THANH

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

M3 s6: TTTM/INTNK-9A2

Ban hanh: 01Kn/12/2006)
TOAN D/A , S0 trang: 3/3

hau ban sao luu tai chi nhanh (néu co).

Chuyén ho sd 1én hdi sd: Fax hodc gl truc tiép ban copy cla

chirng tir sau lén P.TTTM:

v Ban copy cua ban thao dién MT412 hodc MT999.

v BCT D/A gébm: Thu doi tién ban copy c6 dong ddu ngay
chirng tir dén, hai phidu(néu cé), INV, chirng tir van tai (néu
co).

Luuy:

v Trén ban chinh clia ban thao dién MT412/MT999 hodc sd
giao nhan co6 ky nhan cta TTV P.TTTM ghi rd ngay gid nhan
ho sa (néu gii trurc ti€p)

v Ban thao dién MT412 hodc MT999 phai co6 chit ky, dong dau
tén va chirc danh cta Ban giam déc, khdng c@n déng ddu
mdc tron.

Kiém soat viénﬂ BPTTQT hoéc Tl;DVKH kiém tra su khdp dang
giira file dién va ban thao dién.

Luu y: néu trén ban thao dién co chinh sita, ma file dién chua
duoc sira, chuyén vé cho NVTTQT sira dién.

Duyét va chuyén file dién 1&n P.TTTM.

In dién:

v_ In file dién MT412 hodc MT999 dudc trd vé tir hdi sd bang
giay lién tuc 2 lién (quy cach: 240mm x 279mm).

v Kiém tra tinh khdp dung gilta ban dién tra vé tir hdi sd va ban
thao dién.
Luu y: néu c6 nhirng sai sét phai vao Swift mdi sira dugc thi
dién tra vé CN khong hoan toan khdp dung, nhan dién gidy tra

vetly P.TTTM.

Nhan vienTTQT lvu hd sd chap nhan thanh toan D/A theo Hudng
dén s8 TTTM/HDNK-04.
Theo dbi thanh toan theo quy trinh theo déi thanh toan s&

TTTM/TDTT-7A2.
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Sacombank

NGAN HANG SAI GON THUONG TIN

QUY TRINH CHAP NHAN THANH

TOAN DA

M3 s8: TTTM/NTNK-9B2
Ban hanh: 01¢o /12/2006)
S6 trang: 1/3

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI HOI SO

LUU PO QUY TRINH TAI HOI SO

Guu hd so va theo déi thanh to@

Trach nhiém Bwréc Qua trinh Chirng tir
) R Ban thao dién chdp nhan thanh
Thanh toan vién P.TTTM B1 Tiép ”ha”tgfn"gﬂ?ég;ha" thanh toan MT412MT999
v B chimg tir copy
" iém tra hd so va ky Chimg tir B1
Thanh toan vién P.TTTM B2 thuat dién
Kiém soat vien P TTTM B3 Xeét duyét Chimg tir B1
o N ) Ban thdo dién chdp nhan thanh
Thanh 3
hanh todn vién P.TTTM B4 Stra dién va tra dién v& chi nhanh todn MT412MT999
Thanh toan vién P.TTTM Disposs
Kidm sodt vien P . TTTM B Duyét dién cdp 1 Ban thao dién chp nhan thanh
K& toan vién P. TCKT Dyt dién cAp todn MT412/MT999
Chimg tir B2
Thanh toan vien P.TTTM B6 ién in tlr Swift

Huéng dan luu trie hd so TTTM
HDNK-04

Trach nhiém:

® Chi nhéanh: kim tra cam k&t thanh toan tir phia khach hang, soan dién.
® P.TTTM: kiém tra ky thut dién, sira dién va chuy&n dién ra nudc ngoai.
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Sacombank
NGAN HANG SAI GON THUONG TiN

QUY TRINH CHAP NHAN THANH

M3 s6: TTTM/NTNK-9B2
Ban hanh: 01(20/12/2006)

TOAN DA B
S6 trang: 2/3

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO

BUGC | CACBUOC QUA TRINH MO TA CAC BUGC QUA TRINH
1 Tiép nhan dién chap nhan|- Nhan bang fax hodc nhan tryc ti€p ban photo hd so tir CN
thanh toan DA tr chi nhanh chuyén |én gdém co:
1. Ban thao dién MT412/999
2. B6 chirng tir DA gdém: Thu d@oi tién ban copy cé déng dau
ngay ching t dén, HGi phigu (n€u co), Invoice, Ching tir
van tai (néu co).
- Ky nhan ching tir ghi ré ngay gid nhan néu nhan truc tiép,

lwu y gid néu nhan bang fax.

2 Kiém tra hd so - Kiém tra tinh phap ly ctia hé sc:

v Ban thdo dién MT412/MT999 cda CN phai c6 chir ky va
déng dau tén cta Ban Giam déc CN, khéng can déng
ddu méc.

Kiém tra ndi dung ho so: TTV kim tra cac chi thi néu trén thu
doi tién, néu co bat Igi cho ngan hang hoac khach hang thi
nh&c nha CN.

(Vi du khi thay trén thu doi tién thé hién:

v Protest for non-payment/non-acceptable (CN phai di
dién xac nhan la Sacombank khéng chiu trach nhiém vé
viéc nay vdi ngan hang gdi chiing tir khi di dién chap
nhan thanh toan).

v Collection charges and/or expenses are for drawee's
account and that charges can not be waived and/or

v |If the bill is unpaid within 72 hours from date of
presentation of docs, please collect interest at 18%P.A.
from 2" day after presentation date to date of final
payment (360days) and this interest cannot be waived.

v Please charge the drawee with 9.5% per year interest on
sight draft(s), term draft(s), from the date of maturity up
to the date of payment. The basis of calculation of
interest is 360 days.

CN phai théng bao cho khach hang vé& khoan phi trén trudc
khi giao bd chirng tir cho khach hang. N&éu khach hang khéng
dong y chiu cac khoan phi dé thi CN phai di dién théng bao
vGi ngan hang gdi chirng tir v& viéc nay. Khi nhan dugc dién
Xac nhan dong y clia ngan hang nudc ngoai bang dién cé test
thi mai di dién chap nhan thanh toan MT412/999).

Kiém tra ndi dung cla ban thao dién MT412/MT999 va bd
chirng tir copy nhu: ngan hang nhan dién, so ref nhd thu, s6
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¢ Sacombank

7 NGAN HANG SAI GON THUONG TiN

QUY TRINH CHAP NHAN THANH

Ma s&: TTTM/NTNK-9B2
Ban hanh: 01@0/12/2006)

TOAN DA B}
S6 trang: 3/3

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO

ref clla ngan hang nudc ngoai, tri gia bd chitng tir, ngay xuét

trinh chitng tir va ngay dao han thanh toan.

Duyét dién cap 1
Duyét dién cap 2

3 Ky duyét - Chuyén hd sa cho KSV kiém tra va ky duyét.

4 Sira dién va tra vé chinhanh |- TTV vao phan hé tai trg thuong mai, cén ci vao ban thao
dién MT412/MT999 da duyét dé€ slra cac sai sot so vdi file
dién CN chuyén Ién.

- Sau d6 duyét dién, tao file va tra dién v& chi nhanh.

- Luu y: nBu ¢6 nhitng sai sét phai vao Swift madi sita duoc thi
dién tra vé CN khéng hoan toan khdp dung, phai tra dién gidy
ve.

5 Dispose - Thuc hién theo Quy trinh x& ly dién TTQT gii Ién mang

SWIFT-CN soan thao s6 TTTM/SWIFT-3A.

6 Luu hd so

TTV lwu hd so chdp nhan nhd thu theo Huéng din s8
TTTM/HDNK-04.
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| &) Sacombank ' QUY TRINH THANH TOAN NHO THU

‘. NGAN HANG SAI GON THUONG TIN k

DlEN GIAI CHI TIET LUU PD QUY TRINH TAI CHI NHANH

Ma s&: TTTM/TTNT-10A
Ban hanh: 01(£0/12/2006)
Sotrang: 1/5

LUU PO QUY TRINH TAI CHI NHANH

Kiém soat vién BP. TTQT
hodc TP.DVKH va Ban B3
Giam Péc chi nhanh/SGD

Nhan vién TTQT B4 Giao chimg tir cho khich hang
L 4
Nhan vién TTQT Bs > Ghuyén nd soién Phong TTTM

Kiém soat vién BP. TTQT

Duyét va chuyén
dién én hoi s&

hodic TP.DVKH B2
Nhan vien TTQT B7 In dién thanh toan tra v& tir héi s&
y
. Giao ban dién thanh toén, Phiéu CK
Nhan viéen TTQT B8 cho khéich hang.
Nhan viéen TTQT B9 Téach chimg tir giao ké toan

A

Nhan vién TTQT B10 C Luu hd so ’

- L

Trach nhiém Bwéc Qua trinh Chirng tir
o n Tiép nhan yéu ciu thanh toan clia Gihy & nghj mua ngoai té (néu cd)
Nhén vién TTQT B1 C khéch hang mat QTNK/OMNT-12
Vin dom ban chinh (néu c0)
v Phidu thanh todn miu QTNKPTT-14
" o Giéz ad ngygi mua ngoai té¢ (néu cd)
o i Kiém tra, ky hau (néu cd), thyc hién Phiéu chuyén khoan
Nhan vién TTQT B2 thanh toan Phidu chuydn khoan VAT
Phiéu xuét ngoai bang

Ban thao dign MT202, MT400/999 (néu
)

Hb so nhér thu
Chimg t B1, B2

Van don ban chinh da ky hau (néu

o)
B chimg tir

Ban thao dién MT202
Ban thao dién MT400 or 999 (néu

)
Phiéu chuyn khoan

Ban thao dién MT202
Ban thao dién MT400 or 999 (néu
)

Ban dién MT202
Ban &ién 400 or 999 (néu cd)

Ban dién MT202
Bén dién 400 or 999 (néu od)
Phiéu CK VAT

Phiéu thanh toan

Phiéu chuyén khoan VAT
Phiéu chuyén khoan
Phiéu xuét ngoai bang

Huémg déin s TTTMHDNK-04
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| ' ' | Ma s6: TTTM/TTNT-10A
<€P> Sacombank QUY TRINH THANH TOAN NHO THU Ban hanh: 01(£0/12/2006)

NGAN HANG SAI GON THUONG TIN -
| S6 trang: 2/5

DlEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH -
BUOC ' CACBUOC QUATRINH | MO TA CAC BUGC QUA TRINH

|
1 ‘Tlep nhan yéu cau thanh toan
\ clia khach hang
| ,
|
\

Gidy dé nghi mua ngoai t& (nu cé). Mau s6 QTNK/DMNT-12.

2 Kiém tra, ky hau (néu co) va |- Kiém tra:
thue hién thanh toan v Tinh phéap Iy cha hd so: ddu moe tron cla cong ty va chit

ky clia ngudi dai dién theo phap luat cia céng ty hodc
ngudi dugc Gy quyén (cé van ban Gy quyén hop phap), chit
ky k& toan trudng trén gidy dé nghi mua ngoai t& (néu co).

v DPoéng dau xac nhan da kiém tra chir ky va con dau theo

hudng dan s TTTM/HDNK-02.
v Nbi dung trén gidy dé nghi mua ngoai t& phai dién dung va

day du

v S8 du tai khoan cta khach hang:
« S8 du trén tai khodn tién glri cta khach hang.
« S6 du ng vay (néukhach hang vay thanh toan).

- Ky hau (néu co): déng dau ky hau va dién tén cong ty, ngay ky

hau trén ban chinh van don néu van dan yéu cau ky hau (doi voi
BCT D/P).

- Thuc hiénthanh toan:

v Lap phiéu thanh toan thé& hién ré nguén thanh toan, sé tién
thanh toan cho nudc ngoai sau khi trir cac phi lién quan.

v NVTTQT déng dau da thanh todn va ghi ngay thanh toan
I&n thu doi tién ban chinh d& KSV/TP.DVKH ky xac nhan
thanh toan khi kiém tra ho so.

v Hach toan: Cét tién thanh toan va thu phi tir tai khoan

‘ khach hang.

v Téat toan ho so; vao giao dich tat toan nhap cac thdng tin
lién quan va tat toan hd sa.

v In phi€u chuyén khoan, phiéu chuyén khoan VAT, phiéu

\ xuft ngoai bang.

v Kiém tra: su khdp dung va chinh xac s6 tién thanh toan cho

nuwdc ngoai, s tai khoan clia khach hang, tén khach hang,

phi phai thu trén phi€u thanh toan vai phiéu chuyén khoan,
phi€u chuyén khoan VAT. Kim tra s& tién, s& tai khoan

trén phi€u xuat ngoai bang khdp dang vdi phiéu nhap ngoai

bang khi tao méi D/P, D/A.
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DIEN GIAI CHI TIET LUU BD QUY TRINH TAI CHI NHANH
| J— Luuy:

Sacombank | QUY TRINH THANH TOAN NHO THU

NGAN HANG SAI GON THUONG TiN [
|

'Ky kiém soat va ky duyét

|
-
i

v

Ban hanh: 01¢0/12/2006)
| S8 trang: 3/5

NV.TTQTphai théng bao téng sb tién di thanh toan trong

ngay cho P.TTTM béng mail ndi bd hoac dién thoai trudc
13h15 mébi ngay.

Trudng hgp phat sinh nhi’ng mén thanh toan tré sau 13h30
trén USD200,000 ma chua bao cho P.TTTM thi NV.TTQT
phai bao cho P.KDTT @& can d6i thanh khoan va di thanh

toan néu du sé du.

Soan dién thanh toan:

v

v

Kiém soat vién BP.TTQT hodc TP.DVKH kiém tré va ky kiém
soat ho sg, ky xac nhan 1&n ngay thanh toan trén thu doi tiégn
ban chinh

Ban giam doc duyét thanh toan

Luuy:

v

Can c( vao phiéu thanh toan va thu doéi tién cia NHNN

soan dién thanh toan MT202 va MT400 or MT999 (néu chi

thi trén thu doi tien yéu cau).

Kiém tra ban thao dién MT202, MT400/MT999 (néu cé):
Dua vao thu doéi tién va chi thi thanh toan dé kiém tra tat ca
cac trudng trén ban thao dién.

Luwu y: ngan hang nhan dién trén MT202 phai la ngan hang
gilr tai khdan clia Sacombank tai nudc ngoai.

Thé hién cac loai phi thu ngan hang nudc ngoai 8§ géc phai
trén MT202(néu chi thi thanh toan khong yéu cau di dién
théng bao thanh toan) hoac & trudng 72 trén MT400/MT999
nhu:

« Phi théng bao thanh toan (ADVCOM)

« Phi x@ ly chitng tir(HDLGCOM)

+ Phi chap nhan thanh toan(ACCPTCOM)

Luuy:

S6 tién trén phiéu chuyén khoan phai khdp dung vdi sd tién
di thanh toan cho nudc ngoai.

NéEu BCT xuat trinh khong cd ching tir van tai, 38 dam bao
viéc 16 hang ¢6 thuc nhap, yéu cau khach hang bd sung to

khai hai quan nhap kh&u 16 hang.

Né&u thanh toan BCT D/P, thuc hién tiép budc 4.
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Sacombank . QUY TRINH THANH TOAN NHd THU

NGAN HANG SA) GON THUONG TiN w

| Ma s8: TTTM/TTNT-10A
Ban hanh: 01(<0/12/2006)
Sé trang: 4/5

DIEN GIAI CHI TIET LUU B0 QUY TR]NH TAI CHI NHANH

\
4
|
|

5

. Giao chirng ti cho khach hang |

'Chuyén hd solén P.TTTM

'Duyét va chuyén' dién lén hoi

's6
i

'In dién thanh toan tra vé ti hoi -

I'sd

|
|
f
(
|
|

v Né&u thanh toan BCT D/A, thuc hién ti€p budc 5.

Giao BCT D/P va van don da ky hau ban chinh (néu cd) cho
khach hang.
Khach hang ky nhan [&n thu doi tién hodc van don da ky hau

ban sao (n€u c¢6) luu tai ngan hang.

Fax hodc gui truc ti€p ban copy cla cHu’ng trsau lén P. TTTM
v Thanh toan DA:

1. Ban thao dién MT202

2. Ban thao dién MT400/MT999(néu cd)

3. Phiéu chuyén khoan

v Thanh toén DP:

1. Ban thao dién MT202

2. Ban th3o dién MT400/MT999(néu co)

3. Phiéu chuyén khoén

4. Bo chirng tir copy gom: Thu doi tién co dong ddu ngay ching

tlr @én, H8i phi€u (néu-cd), Invoice, Ching tr van tai (néu co).

Luu y:

v Trén ban chinh cta ban thdo dién MT202 hodc so giao nhan
c06 ky nhan cha TTV P.TTTM ghi rd ngay gid nhan hd so (néu
guitruc tiép)

v Ban thao dién MT202, va MT400 hodc MT999 (néu co),
phiéu chuy&n khoan cla phai cé chir ky, déng ddu tén va
chirc danh cla Ban giam d6c CN/SGD.Riéng MT202, phiéu
chuyé&n khoan déng thém dﬁu méc trdn.

Ki8m soat vién BP.TTQT hodc TP.DVKH k|em tra su khép dung

gitra file dién va ban thao dién.
Luu y: néu trén ban thao dién cé chinh stra, ma file dién chua
dugc slra, chuyén vé cho NVTTQT sura dién.
Duyét va chuyén file dlen lén P. TTTM
In dién: S
v In file dién MT202, MT400 or MT999 (néu co6) dugc tra vé tur
hoi s& bang gidy lién tuc 2 lién (quy cach: 240mm x 279mm).
v Kiém tra tinh khdp ding gilta ban dién tra vé tir hdi s& va ban
thao dién.
Luu y: néu cé nhitng sai sot phai vao Swift mdi sira dudc thi

dién tra vé CN khong hoan toan khép ddng, nhan dién glay
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DIEN G,AI CHI TIET LUU DO QUY TRINH TAI CHI NHANH

10

Sacombank QUY TRINH THANH TOAN NHO THU

NGAN HANG SAI GON THUONG TiN

Phiéu CK cho khach hang

Tach chitng tir giao ké toan

Luu hd so

Giao ban dién thanh toan,

nhén.

Ma s6: TTTM/TTNT-10A
Ban hanh: 01 /12/2006)
| S6 trang: 5/5

tra ve tr P.TTTM.
v Vao sG theo d6i chirng tir nh& thu nhap khdu muc 'ngay

thanh toan” (theo hudng dan s6 TTTM/HDNK-02).

Giao ban chinh dién MT202, MT400 or MT999 (néu c6); phiéu
chuy&n khoan VAT va phiéu chuyén khoan cho khach hang.

Khach hang ky nhan Ién ban sao (lién dién con lai).

In bang ké phiéu chuy&n khodn trong ngay va kiém tra su khdp
dung chia chitng tir trén bang ké vdi chitng tir thyc té.

Tach ban chinh phiéu chuyén khoan, phiéu chuy&n khoan VAT,
phiéu thanh toan, gidy d& nghi mua ngoai t& (néu co) cho ké
toan téng hop luu.

Ky nhan da giao chiing tir cho ké toan t8ng hgp bang sé giao

Nhan vién TTQT luu hd sd thanh toan nhd thu theo Huéng din
s8 TTTM/HDNK-04.
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@ sAaAcgnznbanl'( QUY TRINH THANH TOAN NHO THU
NGAN HANG SAI G THUONG TIN

Ma sé: TTTM/TTNK-10B
Ban hanh: 01(£0/12/2006)
S6 trang: 1/4

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO

LUU PO QUY TRINH TAI HOI SO

Trach nhiém Buwéc Qua trinh Chirng tir
. ‘ Ban tho dién MT 202
Thanh toan vien P.TTTM B1 Tiép nhan dién thanh todn nhé thu Ban thao aign MT400/999(néu o)
- Phiéu chuyén khoan clia chi nhanh
Ban thao dién MT 202 "
. Ban thao dién MT400/99%(néu cb)
Thanh toan vién P.TTTM B2 A du"ﬁ.”;‘ giak?%;gN & Phiéu chuyén khoan cia chi nhanh
) B9 chimg tir copy
Cép o6 thdm quydn ot
PTTTM B3 Chuimg tir B2
N L Ban thao dién MT202
Thanh toan vién P.TTTM B4 Sta dien, hach toan Ban thao dién MT400/299 (néu o6)
VA trd dién v& chi nhanh
. Phiéu chuyn khodn clia hdi s&
Thanh toan vién P.TTTM Dispose
Kidm soat vien P.TTTM B5 Duyét dién cAp 1 Ban thdo dién MT202
Ké toan vien P.TCKT . t dién G Ban thao dién MT400/699 (ndu cb)
Chimg tirB2
Thanh todn vign PTTTM 86 Luu hd so pen in %m it b s TITM
HDNK-04
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g‘,[; Sacombank

NGAN HANG SAL GON THUONG TIN

QUY TRINH THANH TOAN NHO THU

Ma so: TTTM/TTNK-10B
Ban hanh: 01(<20/12/2006)
S0 trang: 2/4

BUGC

CAC BUGC QUA TRINH

DIEN GIAl CHI TIET LUU BO QUY TRINH TAI HOI SO

MO TA CAC BUGC QUA TRINH

1

Ti€p nhan dién thanh toan
nh& thu tir chi nhanh

Nhan bang fax hodc nhan tryc ti€p ban photo hd so tir CN
chuyén Ién gém cé:

v Thanh toan DA:

1. Ban thao dién MT202

2. Ban thao dién MT400/MT999(néu cd)

3. Phi€u chuyén khoan clia CN

v Thanh toan DP:

1. Ban thao dién MT202

2. Ban thao dién MT400/MT999(néu cdé)

3. Phiéu chuyén khoan cta CN

4. BO ching tir copy gdbm: Thu doi tién cé dong ddu ngay
chirng t&r dén, HGi phiéu (néu cd), Invoice, Chirng tlr van tai
(néu co).

Ky nhan ching ti ghi rd. ngay gid nhan néu nhan truc tiép,
Iru y gid néu nhan bang fax.

Lwuy:

v CN phai théng bao tdng s& tién di thanh toan trong ngay
cho P.TTTM bang mail ndi bd hodc dién thoai trudc
13h15 méi ngay. TTV bao s tién thanh toan cho k& toan
P.TTTM trudc 13h30 bang mail ndi bd.

v Trudng hop phét sinh nhitng mén thanh toan tré sau
13h30 trén USD200,000 ma CN chua bao cho P.TTTM
thi CN phai bao cho P.KDTT dé& can ddi thanh khodn va
di thanh toan néu du sé du.

Kiém tra hd so va s6 du cia

tai khoan Nostro

Kiém tra tinh phap ly caa hé so:

v Ban thdo dién MT202, MT400/MT999(néu cd), phiéu
chuy&n khoan cla CN phai c6é chit ky va déng ddu tén
cta Ban Giam ddc CN. Riéng MT202 va phiéu chuyé&n
khoan phai d6ng ddu mdc clia CN.,

Kiém tra s6 du tai knoan Nostro trén bang sé du va cat tién di

thanh toan cho nudc ngoai.

Kiém tra bd chding tu:

v Kié€m fra chi thi thanh toan trén thu doi tién. Néu chi thi
khéng r& rang hodc khong cé thi P.TTTM yéu cau CN
phai di dién hoi ngan hang xuét trinh ching tir va yéu
cau cung cép chi thi thanh toan (néu CN chua di dién
cho NHNN). Bién tra 16i cia NHNN phai Ia dién co test.

v SG tién trén hoi phi€u (néu co), Invoice va thu dodi tién
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@P> Sacombank | Quy TRINH THANH TOAN NHO THU Ma s8: TTTM/TTNK-10B
37 NGAN HANG SAI GON THUONG TIN Ban hanh: 01 (’éo p 2/2006)

Sé trang: 3/4

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO
phai khdp vdi nhau.
- Kiém tra ban thao dién:

v Kiém tra ban thao dién MT202, MT400/MT999(néu co):
dua vao thu doi tién va chi thi thanh toan dé& ki€m tra tat
ca cac trudng trén ban thao dién.

v CN phai thé hién cac loai phithu ngan hang nudc ngoai
3 g6c phai trén MT202(néu chi thi thanh toan khong yéu
cau di dién thong bao thanh toan) hoac & trwdng 72 trén
MT400/MT999 nhu:

- Phi théng bao thanh toan (ADVCOM)

- Phi x&¥ ly chirng tir (HDLGCOM)

- Phi chap nhan thanh toan(ACCPTCOM)
- Luuy:

v -~ SG tién trén phiéu chuyén khoan clia CN phai khdp dung
vdi s8 tién di thanh toan cho nudc ngoai. Néu CN
chuyén ngudn vé P.TTTM sai thi TTV vao phan hé tai trg
thuong mai Gé hdy dién tra vé cho CN va vao phan hé
chuyén tién @€ hach toan chuyén tra ngudn vé cho CN.

v NE&u bd chirng tir xuat trinh khdng c6 chiing tir van tai,
dé dam bao 16 hang cé thuc nhap, yéu cau khach hang
b8 sung to khai hai quan nhap kh&u cla 16 hang.

3 Ky duyét - Chuyé&n hd sog cho Cap co tham quyén cta P.TTTM kiém tra
va ky duyét.

4 Stra dién, hach toan va trd vé
chi nhanh MT202, MT400/MT999(néu cb) da duyét d& slra cac sai sot

so vdi file dién CN chuyén 1&n.

TTV phan hé tai tro thwong mai, can c& vao ban thao dién

- TTV hach toan ding sé tién thanh toan cho nudc ngoai can
clt trén phidu chuyén khoan clia CN va dung ngan hang da
cat tién trén sd du tai khoan Nostro va in phiéu chuyén
khoan.

- Sau d6 duyét dién, tao file va tra dién vé chi nhanh.

- Luu y: néu co nhitng sai sét phai vao Swift mdi sira dugc thi

dién tra vé CN khdng hoan toan khdp ding, phai tra dién gidy

ve.
5 Dispose - Thuc hién theo Quy trinh xUr ly dién TTQT gUi 1én mang
Duyét dién cap 1 SWIFT-CN soan thdo sé TTTM/SWIFT-3A.
Duyét dién cap 2
6 Luu hd so - TTV luu hd so thanh toan LC theo Hu6ng din s6
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@} Sacombank | Quy TRINH THANH TOAN NHO THU

7 NGAN HANG SAI GON THUONG TIN

Ma s6: TTTM/TTNK-10B
Ban hanh: 01(:£0/12/2006)
SG trang: 4/4

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI SO
TTTM/HDNK-04.

P.TTTM luu.

- Giao ban chinh ban thao dién MT202, phi€u chuyén khoan

clia CN va phi€u chuyén khoan ctia P.TTTM cho ké toan
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| Ma s6: TTTM/HTCT - 11A1

: ‘ RN s bank | QUY TRINH BI BIEN THONG BAO -
Py sacomoan T ; Ban hanh: 01¢0/12/2006
| NaAN HANG SAI GON THUONG TiN J HOAN TRA CHUNG TU S?)'ntra?l;: 13 )

DIEN GIAI CHI TIET LUU PO QUY TRINH TAI CHI NHANH
LUU DO QUY TRINH TAI CHI NHANH

P

Trach nhiém Buwoéc Qua trinh Chirng ttr

Nhan vién TTQT B1 Gép nhén yéu cAu cla khach hé@ g’}'ﬁ“K_‘fB’Lg:‘T'_‘fg” tré chimg t&

A

Ban thao dién MT799 or 999 (36i voi
Soan dién théng bao hoan tra chimg chuimg tie LC)

Nhan vién TTQT B2 tir Ban thao dién MT499 or 999 (dbi v6i
ching tr nhd thu)

Kiém soat vién BP.TTQT

hosic TP.DVKH va Ban — T o

Giam Déc chi nhanh/SGD B3 Ky kiém sodt va ki duyét Chimg tir B2

Ban thao dién MT799 or 999 (abi

Nhan vién TTQT B4 Chuyén hd so 18n hdi s& voi chimg tr LC)
Ban thao dién MT499 or 999 (abi

v&i ching tir nher thu)

' Ban thao dién MT799 or 999 (d6i voi
Kiém soat vién BP TTQT v chimg tir LC)
hosc TP.DVKH BS Duyét va chuyén dién Ban thao disn MT499 or 999 (a6 v&i
chimg tlr nher thu)

l Ban dién MT799 or 999 (36i v&i
- AL ghimg 1ir LC)
Nhan vién TTQT B6 Indién tra v@ tir hdi s& Ban dién MT499 or 999 (d6i voi
. chimg ttr nhér thu)
Nhan vién TTQT B7 Luu‘hb so va che Phén h'bi O.'la Hut'mg din s TTTMHDNK-04
Ngéan hang xuét trinh chimg t Quy trinh s6 TTTMHTCT-11B2

-

Quy trinh nay dugc thuc hién tiép theo:
v Quy trinh xt ly ching tir bat hop 1€ sau khi nhan dugc phan hdi clia khach hang 1 tir ch8i BCT

theo LC hodc;
v Quy trinh xt ly chitng tir d8n clia nh& thu nhap kh&u nhung khach hang tir ch8i khéng nhan
BCT.
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Sy | ' | Ma s&: TTTM/HTCT - 11A1
| ﬁ@ Sacombank QUY TRINH DI BIEN T HON(? BAO Ban hanh: 01¢0/12/2006)
‘ NGAN HANG SAI GON THUCONG TiN ; HOAN TRA CHUNG TU S8 trang: 2/3

i |
DIEN GIAI CHI TIET LUU O QUY TRINH TAI CHI NHANH -
BUOC | CAC BUGC QUA TRINH i MO TA CAC BUGC QUA TRINH |

l 1 ?Tié’p nhan yéu cau cta khach - Tiép nhan Phiéu dé nghi hoan tra chitng tir mau biu QTNK-
1 hang PDNHT-15 cila khach hang:
: v  Kiém tra ndi dung phi€u dé nghi: néu rd s6 L/C hodc s6
‘\ ho sa nhd thu, ly do hoan tra BCT, chi phi phat sinh cho
: viéc hoan trd va cac chi phi lién quan khac do khach

hang hay ngudi thu hudng chiu.

luat cua cdng ty hodc ngudi dugc dy quyén (¢ van ban
Gy quyén). Bong dau xac nhan da kiém tra con diu va

chi ky theo hudng dan sé TTTM-HDNK-02.

2 ;Soan dién thong bao hoantra |- Can c vao ndi dung trén phi€u dé nghi cha khach hang,

|

\

|

|

|

|

|

’ v Kiém tra con ddu va chi¥ ky cda ngudi dai dién theo phap

\

|

|

-

zchl'fng tu soan dién théng bao hoan tra chirng tur:

; ‘ v | Boivai L/C: Soan dién MT799 or MT999 (n&u ngan hang

: “ nhan dién khong cé. méa khéa vdi Sacombank).

‘ v D0 voi BCT nho thu: Soan dién MT499 or MT999 (néu
ngan hang nhan dién khdng cdé ma khoéa véi Sacombank)

- Luwuy: Trén ban thao dién phai néu ro:

v Gidi han thdgi gian nhan dién trd 1o ty NHNN “ trong

vong...... ngay ké tir ngay di dién, néu khdéng nhan dugc

)

|

|

\

|

|

\

|

!

l

: phtc dap tir quy ngan hang ching tbi sé tien hanh hoan

~| tré ching ti”.

} v Truong hop khach hang khdng chiu phi hoan tra chirng

E tir (phi gti BCT, céac phi khac lién quan (néu cé)): ghi rd

} trén ban thao dién “ Bé nghi chuyén ...USD phi (hoac

‘ ngoai t& khac tuong duong) vao tai khoan cda chung toi

\, sb...... tai ngan hang ...., , ngay khi nhan duagc tién ching

I t6i s& hoan tra chirng tir cho quy ngén hang”.

! v Yéu cau NHNN cung c8p chinh xac dia chi hoan tra
’ ching tir trong trudng hop trén thu doi tién khong ghi rd
E dia chi ngan hang xuat trinh chitng tir.

‘ 7 D3&i chiéu noi dung trén ban thao dién voi LC va thu doi tign:
| v Ngan hang nhan dién: ngan hang giti BCT.
1 v NOi dung cla ban thao dién: S6 tham chiu cla
)) Sacombank va ctia NHNN, s6 LC, tri gia BCT, ngudi md,
‘ nguwdi hwdng, ndi dung ban thao dién véi yéu cau cla
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NGAN HANG SAI GON THUONG TIN

I

DIEN GlAI CHI TIET LUU Bb Quy TR]NH TAI CHI NHANH

clia NHNN -

1

\ 3 Ky kiém soat va ky duyét [
\
|
o ‘
1 4 \Chuyen ho sd Ién hoi sd
5 \
| |
| !
| |
i .
i \ I
| i
i \
\
| | }
? 1

|
| | t
|
! |

\
| I
! ‘
@ |
| | ‘
\‘ 5 %Duyet va chuyén dién lén hdi | -
| 80 ‘
| :
| | -
| i
| | |
| | B
| | l
\ 6 I dién tra vé tir hdi sa 1
i |
| |
| |
| |
| |
! i
|
\ \
; \
i \
| I
| \
| !
| |
| 7 \Lu’u hé so va chd phan hail-
‘ i

\

. \ h T
: Sacombank \ Quy L'g;‘:%ff:J:g?g BAO Ban hanh: 01(¢2/12/2006)

M3 s6: TTTM/HTCT - 11A1

S6trang: 33

khach hang.
Néu ngan hang nhan dién khong cé ma khda vdi
Sacombank, trén ban thao dién MT999 néu ro: “ D& nghi
héi sd cai ma khéa ban dlen nay tru’dc khi di dién”.

Kiém soat vién BP.TTQT hoac TP.DVKH kiém tra va ky kiém

soat trén ban dién.

Ban Giam d6c duyét dién hoan tra chu’ng tu’

Fax hoac gui truc ti€p ban copy clia ban thao dién MT799 or
MT999 (d6i vai L/C); MT499 or 999 (dGi véi BCT nhd thu) lén
PTTTM.

Luuy:

v Trén ban chinh clia ban thao dién hodc s giao nhan cé ky
nhan cta TTV P.TTTM ghi rd ngay gid nhan hd sd (néu
guri truc ti€p)

v Ban thao dién phai co chit ky, dong dau tén va chdrc danh
cla Ban giam déc, khong chn déng ddu moc tron.

Kiém soat vién BP.TTQT hoéc TF; DVVKI;Iﬁ I;Témitr(aﬁsuiiﬁgp

dung gilra file dién va ban thao dién

Luu y: néu trén ban thao dién co chinh sira, ma file dién chua

dugc stra, chuyén vé cho NVTTQT stra dién.

Duyét va chuyén file dién lén P.TTTM.

In dién:

v in file dién MT799 or MT999 (d&i vai L/C); MT499 or 999

(d6i vdi BCT nhd thu) dugc tra vé tir hdi sd bang gidy lién
tuc 2 lién (quy cach: 240mm x 279mm).

v Kiém fra tinh khdp dung gitta ban dién tra vé tir hdi sd va
ban thao dién.
Luu y: néu cé nhitng sai sot phai vao Swift mdi stra dugc
thi dién tra vé CN khong hoan toan khdp dung, nhan dién
gidy tra ve to P. TTTM

Luu ho so theo hudng dan s@ TTT]\A/EDEK?[M ]

Chg phan h0| cua ngan hang xuat trlnh chu’ng tu’
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Sacombank

NGAN HANG SAI GON THUONG TiN

QUY TRINH Pl BIEN THONG BAO

HOAN TRA BO CHUNG TU

Ma s6: TTTM/HTCT-11B1
Ban hanh: 01(£o /12/2006)
86 trang: 1/3

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO
ﬁu’u PO QUY TRINH TAI HOI SO

Trach nhiém

Bwéc Qua trinh

Thanh toan vién P.TTTM

Thanh toan vién P.TTTM

Kidm soat vien P TTTM

Thanh toan vién P.TTTM

Thanh toan vién P.TTTM
Kidm soat vien P TTTM
K& toan vién P.TCKT

Thanh toan vien P.TTTM

Nguwdi duge chi dinh
P.TTTMP. TCKT-BP.QHQT

Thanh toan vién P TTTM

Thanh toan vien P.TTTM

L

B1

B2

B3

BS

B6

B7

B8

B9

Tiép nhan dién yéu cAu hoan tra bd
chumg tur tlr chi nhanh

Kiém tra hd so,
k¥ thuét dién va cai tes

m

Sira dién va tra dién vé chi nhanh

Dispose
Duyét dién cap 1
Duyét dién cap

Nhén dién phan hdi tir ngan hang
nudt Nngoai

Xac nhan tinh chan thye

Théng béo ¢chi nhanh

y

6 hd so va cher phan hdi cﬂa@

L

Chuong tir

Ban thao dién MT499 hodsic MT799/
999

B) chimg tir copy (thw ddi tign, héi
phidu, invoice dbi véi nhé thu)

Ban thdo dién MT499 hodc MT799/
999 ob cai test
B chumng tlr copy

Chimg tir B2

Ban thao dién MT499 hodc MT799/
999 oo cai test

Ban thao dién MT499 hosc MT799/
999 cb cai test

Dién dén tir ngan hang nuodc ngodi

Dién dé&n tir ngan hang nwoc ngoai

Dién dén tir ngan hang nuoc ngodi

Chimg tir B1
Chimg ttr B&(néu od)

Quy trinh dugc thure hién ti&p theo mét trong cac quy trinh sau:
® Chung tir theo L/C: Quy trinh xt ly chimng tir b8t hgp 18 sau khi nh&n dugc phan hdi clia khach
hang la tir chdi bd chitng tir hoic;

® Chuing tir theo nhd thu: Quy trinh xit ly chitng tir d8n cia nhd thu nhap kh&u nhung khéch hang tir
ch&i khdng nhan bd chirng tir
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Sacombank
NGAN HANG SAI GON THUONG TIN

QUY TRINH BI BIEN THONG BAO
HOAN TRA BO CHUNG TU

M3 s8: TTTM/HTCT-11B1
Ban hanh: 01(£0/12/2006)
S6 trang: 2/3

BUGC

CAC BUOC QUA TRINH

DIEN GIAI CHI TIET LUU £ QUY TRINH TAI HOI SO

MO TA CAC BUGC QUA TRINH

1

Ti€p nhan dién yéu cau hoan
tréa bo chirng tir tir chi nhanh

Nhan béng fax hodc nhan truc tiép tir CN chuyén Ién:

v Ban photo cla ban thdo dién MT499 (doi vdi nhd thu)
ho&c MT799/MT999 (déi vdi LC).

v BO ching ti¥ copy gom thu @oi tién, héi phi€u, invoice
(dé&i vdi BCT nhd thu).

Ky nhan chitng tir ghi rd ngay gid nhan néu nhan truc tiép,

luu y gid néu nhan béng fax.

Kiém tra hd so, ky thuat dién

va cai test

Kiém tra tinh phap ly ctia ho so:

v Ban thao dién clia CN phai cé chit ky va dong dau tén

cla Ban Giam déc CN, khdng can d6ng ddu mdc.
Kiém tra ndi dung ho so:

v Kiém tra ndi dung cla ban-thdo dién so vdi LC da phat
hanh va bd chirng tir copy nhu: ngan hang nhan dién, s6
LC, sO ref clia ngan hang nudc ngoai, tri gia bd ching
tlr, ngudi mad, ngudi hwdng, va ndi dung hoan tra.

Luu y:

v Néu trén thu doi tién khdng ghi rd dia chi clia ngan hang
xudt trinh ching tir thi trén dién hoan tra phai yéu cau
cung cap chinh xac dia chi hoan tra ching ti.

v'_ Trén dién hoan trd phai néu thgi gian gidi han néu qua
thdi gian nay ma khéng nhan dudgc dién tra I6i cia ngan
hang nudc ngoai thi sé tién hanh hoan tra chirng tur.

Ki€m tra ngan hang nhan dién c6 ma khoa hay khdng, néu
khdng cé thuc hién cai ma khéa nhu sau:

v P.TTTM cai ma bwdc 1

v P.TCKT cai ma budc 2

Ky duyét

Chuyén ho sg cho KSV kiém tra va ky duyét.

Stra dién va trd vé chi nhanh

TTV vao phan hé tai trg thuong mai, can c vao ban thao
dién da duyét dé sira cac sai sét so vdi file dién CN chuyén
Ién.

Sau d6 duyét dién, tao file va tra dién vé chi nhanh.

Luu y: néu cé nhitng sai sot phai vao Swift mdi sira dugc thi
dién trd v& CN khong hoan toan khdp dang, phai tra dién gidy

ve.

Dispose
Duyét dién cap 1
Duyét dién cap 2

Thye hién theo Quy trinh xr Iy dién TTQT gl Ién mang
SWIFT-CN soan thao s TTTM/SWIFT-3A.
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Sacombank

NGAN HANG SA! GON THUONG TiN

QUY TRINH Bi BIEN THONG BAO

M3 s6: TTTM/HTCT-11B1
Ban hanh: 01(,30/12/2006)

HOAN TRA BO CHUNG TU B
86 trang: 3/3

6

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HOI SO

Nhan dién phan hoi tr ngan(- Nhan dién phan hdi clia ngan hang nudc ngoai:

hang nudc ngoai

v Ddng dau ngay, gid nhan.

v Kiém tra ndi dung tra 10i.

Luu y: Néu qua thdi han quy dinh cho NHNN ma khong nhan
dugc phan hdi cia ho thi thdng bao CN dé hoan tra ching tir.

Xac nhan tinh chan thuc

Bién phan hoi phai ia dién c6 ma khda (MT499, MT799 hoac
MT999 c6 cai test), néu chua cai ma khoa thi P.TTTM di dién

y&u cau nudc ngoai gdi lai dién cé ma khda, sau do thuc hién
giai ma nhu sau:

a) Trudng hop dién c6 cai ma voi SACOMBANK:

- P.TTTM giai ma budc 1

- P.TCKT giai ma budc 2

- Déng ddu ma dung (TEST CORRECT) va ky tén

- Yé&u cau gdi ma khac néu ma sai.

b) Trudng hop dién cé cai ma vdi ngan hang khac:

- Gdi yéu cau gidi ma tdi ngan hang chi dinh va tiép nhan dién
tra loi.

- Yé&u cau gdi makhac néu ma sai.

Thdéng bao chi nhanh

- Fax hodc chuyén truc ti€p dién dén clia nudc ngoai cho CN,

goi dién thoai xac nhan trong trudng hgp chuyén bang fax.

clia CN

Luu hd so va chd phan hoi|- TTV luu hd so theo Hudng dén s§ TTTM/HDNK-04.
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NGAN HANG SAI GON THUONG TIN

| Sacombank © QUY TRINH HOAN TRA BOCHUNG

LY

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI CHI NHANH

| Ma s&: TTTM/HTCT-11A2
Ban hanh: 01(£0/12/20086)
_Sétrang: 1/4

LUU O QUY TRINH TAI CHI NHANH

Trach nhiém

Nhén viéen TTQT

Nhan viéen TTQT

Nhén vién TTQT

Kiém soat vién BP . TTQT
hodic TP.DVKH v& Ban
Giam Béc chi nhanh/SGD

Nhén vien TTQT

Nhan viéen TTQT

Y 4

Buwoéc Qua trinh Chirng tir
B Tiép nhan phan hdi tir ngén hang Ban dién chap nhan hoan tra chimg
1 Qi chimg tir tir clia NHNN (néu o6)
4 _
Gigy @& nghi giai tda KQ va thu phi
- . N mau QTNKGTKQTP-21
B2 X ly hoan trd chimg tir, tat todn Phidu chuyén khoan VAT
Phiéu xult ngoai bang
Thw hodn tra chinmg t& LC miu
A QTNKHTLC - 17
Thir hoan tra chimg tlr nher thu méu
B3 Lam thu tyc g chimg tor QTNKHTNT - 18
Bién nhan gt ching tlr
Or Phiéu dé& nghj hoan tra chumng
tir miu sb QTNKPBNHT-16 (TH
CN/SGD kg tw gl chimg tir)
B& chimg tir gbc
B4 Ky kidm soat va ky duyét Ching t B2, 83
85 GUAi chimg tlr/ chuyén chimg tirlén Bién nhan gk chimg tir 43 duoc ky
héi sdy nhan
A
B6 C Lwni-hd so ) Hudng din TTTMHDNK-04

Quy trinh ndy dugc thuc hién ti€p theo quy trinh di dién thdng bdo hoan trd BCT cho nudc ngoai s8
TTTM/LCNK-11A1 trong trvdng hgp d& nhan dugc didn ddng ¥ hoan trd BCT clia NHNN hosic NHNN
khéng tra 1o nhung d& qué gidi han trén dién thdng bao hoan tra BCT.
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| . | Ma s8: TTTM/HTCT-11A2
ﬁ Sacombank | QUY TRINH HOAN TRABO CHUNG | " 1. 01as/1212008)

NGAN HANG SAl GON THUONG TiN TU -: .
| | , | Sotrang: 24
DIEN GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH

' BUOC | CACBUOC QUATRINH MO TA CAC BUGC QUA TRINH
: Tigp nhan phan hoi tir ngan hang gtii chirng tur:

1 Ti€p nhan phan hoi tir ngan

hang guri chung tUr v Nhan dién ch8p nhan hoan tra chung tir ctia NHNN ti¥ hdi s&

béng fax hoac truc tiép.

v NHNN khéng trad 10i nhung da qua ngay gidi han trén dién
thong bao hoan tra BCT

i 2 jXtr ly hoan tra ching tur, tat|- Trudng hgp 1: nhan dugc dién chap nhan hoan tra ching t

toan cua NHNN tu hoi sd, phi hoan tra chirng tr va cac chi phi khac

do khach hang chiu:

v Lap Gify d8 nghi giai tdéa KQ va thu phi mau biéu
QTNK/GTKQTP-21.

v Hach toan: thu phi, giai téa ky quy (d6i vdi L/C).

v In phiéu chuy&n khoan VAT, phi€u chuyén khoan (dgi voi

viéc giai téa KQ L/C).

v Kiém tra: su khdp diang s6 tién, tén khach hang, sé tai khoan
trén phi€u chuyé&n khoan VAT, phi€u chuyén khoan vdi gidy
dé nghi.

v Tat toan: vao giao dich tat toan va in phiéu xuat ngoai bang.
Luu y: SO tién, tén khach hang, tai khoan trén phiéu xuat

ngoai bang va phiéu nhap ngoai bang khi tao mgi LC hodc

nho thu phai khdp dung.
- Trudng hgp 2: nhan dugc dién chadp nhan hoan tra ching tu
cta NHNN tir hdi sd, phi hoan tra chirng tr va cac chi phi lién
quan khac do ngudi hudng chiu.

v Nhéan dién bao c6 phi do NHNN tra theo ndi dung trén dién

thdng bao hoan tra ching tir tlr hoi so.

v Hach toan phi thu dugc vao thu nhap cua chi nhanh/SGD.

v In phiéu chuyén khoan VAT,

v Kiém tra: sy khdp dung sé tién trén phi€u chuyé&n khoan VAT
va so tién trén dién bao cd, tai khoan hach toan.

v Lap gidly d8 nghi gidi tda KQ va thu phi mau biéu
QTNK/GTKQTP-21.

v Hach toan va in phi€u chuyén khodan giai téa ky quy (d6i voi

L/C).

! v Kiém tra: sy khdp dung sé tién, tén khach hang, s6 tai khoan

trén phi€u chuy&n khoan vdi gidy d& nghi.
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1 nim | M3 s8: TTTM/HTCT-11A2
§aﬁqxlgbﬁgli( - QUY TRINH HO}_\T'EITRA BOCHUNG | o . b 010/12/2006)

| _ | S6 trang: 3/4
DIEN GIAI CHI TIET LUU PO QUY TRINH TAI CHI NHANH
v Tat toan: vao giao dich tat toan va in phi€u xuat ngoai bang.

Luu y: Sé tién, tén khach hang, tai khoan trén phiéu xuat
ngoai bang va phiéu nhap ngoai bang khi tao madi LC hodc
nh& thu phai khdp dung.

v Trong truwong hop NHNN yéu cau giri tra gdp BCT ma chua
thanh toan phi, CN co thé linh hoat glii chiing tir kém thém
yéu cau thanh toan phi trén cover letter.

- Truding hop 3: khdng nhan duoc dién phan hoi tr NHNN nhung

da qua gidi han trén dién thong bao hoan tra chang to

v Khach hang chiu phi: xt ly theo cac budc cla truong hop 1
trude khi hoan tré.

v Ngudi hudng chiu phi: tién hanh glii chiing tir kém thém yéu
cau thanh toan phi trén cover letter
Luu y: Phi hoan tra ching tr bao gbm: phi chuyén phat
nhanh va phi dich vu hoan trd BCT theo biu phi cla

Sacombank.Cac phi khac: phi lién quan d&n ho so L/C hoac

1 | ' ho sd nhd thu phat smh trudc do ma chua thu.

3 'Lam thu tuc gli ching tw - Truong hqp chi nhanh tu gli chirng tu:

v Tap hop toan bd ching tir cha Ngan hang gui ching tir da
‘ nhan trudgc doé.

1 v Kiém dém lai s6 lugng ching ti thuc t€ va sd lugng ching

tr ngan hang gtti chirng tir da gui thé hién trén thu doi tien

cla ngan hang gui chirng tor (hodc ghi chu cia NVTTQT khi
nhan BCT dén).
v Photo lai 1 bd Iuu ho so.
| v Lap thu hoan tra chirng tir mau biéu QTNK/HTLC-17 (d6i
| véi BCT LC), hodc miu biéu QTNK/HTNT-18 (d6i véi BCT
nhd thu).
|- Truang hop chi nhanh yéu cau hdi s& glii chirng tir (trudng hap
} | nay chi ap dung khi chi nhanh khong tu thuc hién gli chirng tir
| | duoc va nhd hoi sé gui ho):
‘ ? v Tap hop toan bd chirtng tir cla Ngan hang gl chirng tir da
| \ nhan trudc do.
v Ki€ém dém lai s6 lugng chirng tr thuc té va s6 lugng ching
tlr ngan hang gli chitng tir da gli thé hién trén thu doi tién
clla ngan hang gui ching tu’ (hoac ghi chu cha NVTTQT khi
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M3 s&: TTTM/HTCT-11A2
Ban hanh: 01(40/12/2006)
U __| Sétrang: 4/4

\ ) Sacombank \ QUY TRINH HOAN TRA BQ CHUNG
bn’:‘N GIAI CHI TIET LUU BO QUY TRINH TAI CHI NHANH
i

/ NGAN HANG SAI GON THUONG TiN

| ; nhan BCT dén).
. Lap Phi6u d® nghi hoan trd ching tr miu bidu
\ | QTNK/PENHT-16.

Klem soat vién BP.TTQT hoac TP DVKH kiém tra va ky kiém

4 Ky ki€ém soat va ky duyét
soat

- Ban Glam doc ky duyét hoan tra BCT

5 'GUi ching ti chuyén ching Trudng hgp CN tu thuc hién guri chu’ng tu’

i

|tlr 1én hdi sd v Lién lac vdi don vi chuy&n phat nhanh.

‘ v Tach ching tir va Giao BCT cho don vi chuyén phat nhanh.

v Nhan bién nhan gt chitng tir ¢é ky nhan tir chuyén phat

\ nhanh.

! v Ghi s6 tién phai thanh toan cho dan vi phat chuyén chirng tir

\ l&n bién nhan va chuyén 1 ban cho ngudi duge chi dinh theo
ddi thanh toan phi giti cho don vi chuyé&n phat nhanh va yéu
cau ky nhan.

v Chuyén P.TTTM 1 ban thu g chitng tir va thu doi tién dé
luu.

\! - Trudng hop CN chuy&n chirng tir Ién P.TTTM nhd chuyén tra

| NHNN:

| | v Ching tir chuy&n 16n gdm BCT géc gii trd ngan hang gui
‘\ ching tir, phi€u d& nghi hdi s& gli chirng tir va BCT copy
gom: cover letter, hdi phiéu, INV, B/L (néu cd) dé PTTTM

1 Juu.
; | Luu y: phai 6 ky nhan clia TTV trén phiéu d& nghi hoan tra
| \ chirng tir (mau danh cho ngan hang) lién 2 (ban sao Iuu tai

chi nhanh).

v Nhan tr P.TTTM 1 bén copy thu glii ching tir va doi tién dé

‘Luu hd sd - Vao sb theo d&i ching tir LC nhap khau/nhd thu nhap khéu,

muc “ghi chd khac” ghi “hoan tra chirng ti”

|
|
!' ] 7 Iwu.
|
|

- Luwu ho so hoan tra BCT theo hudng dan sé TTTM/HDNK 04 J
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@P\ Sacombank

I NGAN HANG SAI GON THUCONG TIN

QUY TRINH HOAN TRA BO CHUNG TU

Ma s6: TTTM/HTCT-11B2
Ban hanh: 01(40/12/2006)
S6 trang: 1/2

DIEN GIAI CHI TIET LUU DO QUY TRINH TAI HOI1 SO

LUU BO QUY TRINH TAI HOI SO

Trach nhiém

Thanh toan vién P.TTTM

Thanh toan vién P.TTTM

Kiém soat vién P TTTM

Thanh toan vién P.TTTM

Thanh toan vén P.TTTM

,___.__’__"

Hutmg dan luvu trir hd so TTTM

Buwéc Qua trinh Chirng tir
81 Tiép nhan bd chumg tir gbe tir chi B chimg tir gbc
nhanh Phiéu 08 nghi HS g&i chwmg tir mdu
biéu QTNK/PDNHT-16
A 4
B2 Thuw hodn tré chimg t&r mau bidu
Kidm tra chuing tir va lam thi tuc QTNKMTLC-17 ho&dc QTNKHTNT-
hodn tra 18.
Bién nhan gt ching tiy
Chting tir B1
B3 » Chimg tir B1+B2
B& chimg tir gbc
Thw hoan tra chimg tir m3u bidu
B4 G&i chung ty QTNK/MHTLC-17 hodc QTNK/HTNT-
18
Bidn nhan g&i chimg tir 03 ky
A
B ching tir photo
BS Luu hd so va chuydn ban copy gdi Thw hodn tra chimg tlr
chiing tir v8 chi nhanh

HDNK-04

Quy trinh nay &p dung trong truéing hap chi nhénh khong t hoan tré chimg tir cho nuéc ngoai va d8 nghi

hoi s& h8 trg hoan tra chimg tir.

— e ——
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| @ Sacombank

NGAN HANG SA1 GON THUONG TIN

QUY TRINH HOAN TRA BO CHUNG TU

Ma s&: TTTM/HTCT-11B2
Ban hanh: 01(£0/12/2006)
S6 trang: 2/2

DIEN GIAI CHI TIET LUU BO QUY TRINH TAI HO1 SO

BUOC

CAC BUGC QUA TRINH

MO TA CAC BUGC QUA TRINH

1

Ti€p nhan bo ching tir géc tir

chi nhanh

Nhan tir phat chuyé&n nhanh hodc nhan truc ti€p t& CN gom
co:

1. BO chirng tir goc

2. Phiéu dé& nghi hoan trd ching t (mau danh cho ngan
hang) mAu bi€u QTNK/PDNHT-16

Ky nh&n ching tir ghi rd ngay gi@ nhan néu nhan tryc ti€p,

xac nhan mail ndi bd néu nhan bang phat chuyén nhanh.

Kiém tra ching tUr va lam tha

tuc hoan tra.

Kiém dém ching tir goc so vdi liét k& cua CN trén phiéu dé
nghi hoan trd ching t mau biu QTNK/PENHT-16 va thu doi
tién clia ngan hang nudc ngoai.

Lap thu hodn tra chirng ti¥ theo mau biéu QTNK/HTLC-17(d8i
vdi hoan tra ching ti LC) hodic QTNK/HTNT-18(dsi voi hoan
tra ching tir nho thu).

Lap bién lai phat chuyén nhanh.

Ky duyét

Chuyén ho sg cho KSV ki€m tra trudc khi trinh hd so cho Cép
c6 tham quyeén ky duyét.

Goi ching tu

Tach chirng tr va giao cho don vi chuyén phat nhanh.

Ti€p nhan bién nhan gdi ching t da dugc don vi chuyén
phat nhanh ky nhan.

Ghi sé tien phai thanh toan cho don vi phat chuyén nhanh 1én
bién nhan phat chuyén nhanh cho ngudi dugc chi dinh cla
P.TTTM theo ddi thanh toan phi cho don vi phat chuyén
nhanh va yéu cau ky nhan.

Luvu hd so va chuyén ban
copy thu hoan tra cho CN

TTV luu hd so theo Hudng dén s§ TTTM/HDNK-04.
Chuyén cho CN mét ban copy thu hoan tra ching tir §& CN
jvu hd so.
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M3 sb

TTTM/QTNK-01

4} Sacombank BO QUY TRINH NHAP KHAU Ban hann | 01-20/44/2006
Trang
IX. MAuBIEU:
TEN MAU BIEU MA s6
1. TO TRINH PHAT HANH LC (mu danh cho chi nhanh) QTNK/TTPH-01
2. TO TRINH PHAT HANH LC (mAu danh cho P.TTTM) QTNK/TTPH-02
3. GIAYPE NGHIMO LC QTNK/PHLC-03
4. GIAY BE NGH| TU CHINH LC QTNK/TCLC-04
5. TO TRINH TU CHINH LC (m#u danh cho P.TTTM) QTNK/TTTC-05
6. GIAY BE NGHIHUY LC QTNK/HLC-08
7. HOP BONG MO LC TRA CHAM QTNK/HBTC-07
8. GIAY BE NGHI KY HAU B/L/PHAT HANH THU BAO LANH NHAN HANG - | QTNK/KHBL-08
8. THU BAO LANH NHAN HANG QTNK/BLNH-09
10. PHIEU KIEM CHUNG TU NHAP KHAU QTNK/PKCT-10
11. THONG BAO BO CHUNG TU LC BEN QTNK/TBCT-11
12. GIAY BE NGHI MUA NGOAI TE QTNK/DMNT-12
13. LENH TRICH KY QUY QTNK/LTKQ-13
14. PHIEU THANH TOAN QTNK/PTT-14
15. PHIEU DE NGHI HOAN TRA CHUNG TU (m&u danh cho khach hang) QTNK/PDNHT-15
16. PHIEU BE NGH! HOAN TRA CHUNG TU (mu danh cho ngan hang) QTNK/PDNHT-16
17. THU HOAN TRA CHUNG TU LC QTNK/HTLC-17
18. THU HOAN TRA CHUNG TU NHO THU QTNK/HTNT-18
19. THONG BAO BO CHUNG TU NHY THU PEN QTNK/TBCTNT-19
20. THU THONG BAO QTNK/TBKH-20
21. GIAY BE NGH| GIAI TOAKY QUY VA THU PHI QTNK/GTKQTP-21
22. THU NHAC THANH TOAN QTNK/NTT-22
23. BIAHO SO L/C QTNK/BLC-23
24. BIAHO SO D/P QTNK/BDP-24
25. BIAHO SO D/A QTNK/BDA-25
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QTNK/TTPH-01

TS TRINH PHAT HANH LC
Kinh gtri: : 1 HOI BPONG TINDUNG [ BAN TONG GIAM BOC

Trich yéu: Vv cong ty ..........ccoeeeune. dé nghi phat hanh LC trd ngay/trd chdm i gid ........................

I. GIOI THIEU KHACH HANG:

Tén khach hang
Pia chi dang ky kinh doanh
Dién thoai/Fax

Nganh kinh doanh
Ngay thanh lap
Vén diéu lé
Gidy phép dang ky kinh doanh (s8, ngay, ndi
cép)
M3 s6 XNK
Tén ngudi dai dién theo phap luat
Chirc vu
CMND(s6, ngay, ndi cap)
Dia chi thudng tru
Théi diém bit dBu quan hé tin dung voi
NHSGTT
Uy tin clia khach hang trong giao dich vdi
ngén hang

I1. TINH HINH DU NQ VA PHAT HANH L/C:
1. Han mutc phat hanh L/C trd ngay (con han
s dung)
+ Muc dich s dung (vi du chi st? dung
d& nhap khdu sét thép/nhap khau tat ca
cac mat hang)
2. Han mic tin dung (con han st dung)
+ Tai san ddm bao
+ Muc dich s dung (vi du cho vay b3
sung von luwu déng/bdo lanh mad LC tra
chamy/chiét khau)
3. Du ng cho vay
+ Ngdn han
+ Trung, dai han
4. Bao lanh
+ Trong nudc
+ Ngdai nudc
+ LC trd chdm dang hoat déng
5. S du chiét khdu LC xudt khdu
6. S6 du LC tra ngay dang hoat dong

lIl. CHI TIET VE LC MO:
Dan vi ban hang '
Hop ddng s6 / ngay
Tén hang’

S0 lugng

413 4 L , Phién ban 01/2006




QTNK/TTPH-01

Ban gia

Trigid LC

Thdi han giao hang

Ky quy

Ngudn thanh toan

Tdng s6 du LC trd ngay sau khi mg LC nay

IV. DANH GIA HIEU QUA, THUONG VU:

Mét hang nhép:

+ Thudng xuyén, khong thuong xuyén,
lan dau

+ Co thudc danh muc hang nhap khdu
co diéu kién, cdm nhap khong?

Udc tinh hiéu qua 16 hang (gh/ ré chi phi, loi
nhuén). Truong hop nhdp nguyén liéu dé
phuc vu sdn xuét cho chinh don vi nhdp chua
thé tinh todn hiéu qud, chi cdn xdc dinh
nguyén liéu nhdp khau dong dé lam gi, doi
chiéu voi gid thi truong dé xdc dinh ré tinh
hiéu qua so vdr viéc mua hang trong nuoc).

Tnrong hop LC ¢d xdc nhén va cho phép doi tién bang dién, Chi nhanh dam bdo khd ndng thanh toan du tién khi
nhén dién doi tién tr ngan hang nu'de ngoér (chung tr sé nhan duoe sau khi thanh toan).

V. DE XUAT:

Can c( y kién tham muu vé nghiép vu phat hanh L/C clia BP.TTQT trén Gidy dé nghi md L/C, kinh trinh BGD

thuan:

O Y QUY. ooece ettt ettt E et et ettt ettt oo

® Phan con lai:

(Truong hop chi nhanh xac dinh phan con lai vay trong han mite tin dung duwge duyét thi phai néu rd néu
han mirc tin dung khong du, céng ty cam két thanh todn bang vdn tu c6 hodc gidm du ng d8 dam bao vay

trong han mirc).

DUYET TP. DVKH

CBTD
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QTNK/TTPH-02

PHONG TAI TRO THUONG MAI

TO TRINH PHAT HANH LC
Kinh gtri. 0 HOI BONG TIN DUNG O BAN TONG GIAM BGC
Trich YEU: VIV CONG Y ...cveeeeieeriieicrie e dé nghi tu chinh tang tién LC [ tra ngay O trd cham
Trigid:...co e

I/. Y KIEN COA PHONG TTTM VE KY THUAT CUA LC:

v

v

v Diéu kién Thuong mai:

Phong TTTM nhan xét, nhirng dieu kién L/C:

O CIF OFOB OCFR ODAF O..........

Bé&o hiém:

O Loai A O Loai C (NQUYBN NRAN. ...t ot et e een e e e )
O All Risks (CN da tu van khach hang vé diéu kién bao hiém, khach hang dé nghi gil* nguyén)

O Tri gia mua O D3 bao gébm dung sai cho 110% gia CIF.

O Chua bao gém dung sai [0 110% gia FOB/CFR, rli ro dugc dam béo béng
O Phan han mirc tin dung con lai.

O Khach hang cam két b3 sung bao hiém truwdc ngay hang lén tau. CN cam két sé don dc khach hang
mua bao hiém cho 16 hang theo quy dinh hién hanh clia Ngan hang vé viéc mua bao hiém.
Van don xudt trinh: O Thong thuong

O Theo hgp ddng thué tau (CN da tv van cho khach hang vé cac rui ro cd lién quan).

O LC khdng co diéu khodan, diéu kién nao bat Igi.

[ 5 T2 Lo O ORI
Ngay........ thang...... nam........
TP.ITTM KIEM SOAT VIEN THANH TOAN VIEN
1. Y KIEN CUA PHONG KINH DOANH VE PHAN QUYET TIN DUNG:
(dinh kém t& trinh cda P.Kinh Doanh ngay....... thang...... nam........ )
TP.KD NV.THAM BINH

P.TTTM giao hd so ngay........... gid............ P.KD ky nhan
P.TTTM nhén hd so ngay........... gid..o.... P.TTTM ky nhan 4%‘*1@—»
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NRAR HARG VA COR THRUSBE 1IN

§ Sacombank QTNKIPHLC.03

GIAY BE NGHI MO L/C

O TRA NGAY O TRA CHAM
APPLICATION FOR IRREVOCABLE DOCUMENTARY CREDIT

Kinh gi: NGAN HANG SAI GON THUONG TIN , CHINHANH. ........coocouiiiiiniininicccccscecnacr e LCNO. ..o
To: SACOMBANK , ..o eeeeereeeeeeenaeee Branch

Vdi trach nhiém thudc v& phin minh, ching 18i 98 nghi quy Ngan hang phat hanh mot tin dung thu khéng hiy ngang gdm cac ndi dung sau :

With our responsibility, we request your Bank to issue an irrevocable letter of credit with details as follows :

O Transferable O Confirm Advising Bank (Name and Address / swift code)
O Standby O Others......cccceeeeeeeevenene

Expiry date:..................... in the Beneficiary's country

Applicant (Name and Address) Beneficiary ( Name and Address)

Credit available with: [J Any Bank O Advising Bank O Confirming Bank

Currency code, AMount:...............cooveeeeeevecriineniennnns O by negotiation O by sight payment [Cby acceptance
Drafi(s) at Osight/O ...... days after. ................ for............ % Invoice value
Quantity........................ Partial shipment : Transhipment :
Percentage tolerance
Amount.........oceeevennnn.. O allowed Onot allowed O allowed Onot allowed
Place of receipt:........c.cccooveiiiiiiimniiiinc Port of discharge:............o..cccciiiinennnnnnc e, Latest shipment date:
Portof loading :..........cccovmmmmmiieciiiiiine Place of delivery:..........cciccovvrrccccciinrniiniinednne | vvercierreneentn e e e ceetnsiineassceeesre s

Description of goods:
COMMOILY Lot et ettt et sttt s eb e et e s e e e e e snde e et e saeaes

Quantity HUUURNNUUIURUNRRRORD  JHE. ST . /TSRS + -SRI
Unit price TeterereeerereeseesseeseesenssensstsssesnnrseoecerieesecsoraceaggeesestasnercesnescernseessslplO Maresseserssissiesnnnnansessssiies
Packing LOYSUNORIUDTOTOUOORTUDTURRROOTTTD.  UTTRRRTI) IR W . /ORI
Origin

Documents required in ftriplicate unless otherwise stated:
1.
2.

o 0 A~ ow

0O Signed Commercial Invoice.

0. set of original and .......... non-negotiable clean shipped on board, 00 Ocean Bill of Lading O Multimodal Bill of Lading made out
to order of SACOMBANK-..............cceeruuie marked freight O prepaid O collect and notify applicant with full address. The name and
address of Shipping Agent at destination port must be indicated on B/L.

[0 1 originat and ..... copy(ies) of Airway Bill (for the Shipper), consigned to SACOMBANK- ...............cc.cco..... marked freight O
prepaid O collect. The name.and address of shipping agent at destination airport must be indicated on AWB and notify applicant with

full address.

OQuantity and Quality Cerificate ISSUEA DY.............ccoi ettt ettt s st s s e e ra e b st e aasentesbeerssae st esnsasessesnssansnene
O Cerlificate of OFGIN iSSUBA DY..........ccccciiiiiiiiieininii e s e s e e b e sessas s s et st e e st et eassaseseessreassasessensssesbesesbanensessasessnsnsersarn
CIDEtailed PACKING LIST...........cocoririeeeeetcetesteertite et vat et asa sttt e e e ess s e s ene e s et an s sas o eeben s e e eseess s enses s eseebensensassesessessssese et ensenesesbenseesanes
for 110% of the

OFul set of Insurance Policy/Certificate in duplicate covering O Institute Cargo Clause A O
Invoice value, indicating number of original folds issued, blank endorsed and showing :

+ Name and address of claim payable agency in 0 Hochiminh city O HaNoi (OJ .................. Vietnam

+ Claims (if any) are payable in the same currency of the draft.

OCopy of fax advising the Applicant of full shipping particulars within .............. working days after shipment date, showing




8. [ Beneficiary's certificate certifying that O ...... set of original Bill of Lading
[ one set of non-negotiable shipping documents

have been sent directly to the O Applicant O Issuing Bank by courier services within.......... days after shipment date. The courier
receipt of this effect must be presented for negotiation.
O, [0 OINET OCUMEBIS: ......oeoieuieiieeieteeeieteseries et ersaaaresete s eeebe st e s e saesessob st eaesesb s b b a e s e s 4 e e e b e s s st et bbb st e b vt et s s R en e s e s e b st b be b et e b et eaeti shce

Other conditions:
O All required documents and its attached list (if any) must be signed and/or stamped by Issuer.
O All documents must be made in English and indicate our L/C number.

[ One extra copy of non-negotiable shipping documents required for Issuing Bank's file.

T.T Reimbursement O Allowed O Not allowed

All banking charges outside Vietnam including reimbursement charges are for account of [J Beneficiary O Applicant
Confirming charges (if applicable) are for account of O Beneficiary DOApplicant (for confirmed L/C)
eventhough this L/C is unutilized.

Documents to be presented [ not earlier than.....days and/or O not later than......days after shipment date but within the validity of this L/C.

Confirmation: [ Confirm 0 May add O Without

CAMKET CUA DON VIXINMOI L/C :
1. Chuang t6i cam két hang hoa nhap khdu cua L/C nay khéng thudc danh muc hang héa c8m nhap khduva ching t6i hoan toan chiu trach

nhiém phap ly v& ndi dung gify phép nhép kh&u, han ngach nhdp khdu lién quan dén 16 hang thudc thu tin dung néu trén.

2. D& nghi Ngan hang Sai Gan Thuang Tin ty ddng trich cac tai khodn cla chung t6i vafhodc cia don vi Gy thac nhap kh&u tai Quy Ngan
hang s8 ......coovvviieeeiieieieeeee d& ky quy, thanh toan, gidi chdp hang héa, thu cac khoan phi cé lién quan dén L/C nay, ké ca cac chi
phi Ngan hang nudc ngoai truy doi lién quan dé&n viéc théng bao L/C nay cho ngudi thu hudng ma khéng dudc ngudi thu hudng thanh
toan.

3. Né&u tai khoan ngoai t& khéng d0 s8 du d€ ky quy/thanh toan, d& nghi Ngan hang Sai Gon Thuong Tin trich tai khodn VND d& ban
ngoai t& cho chung i va thu cac khoan phi lién quan. Ty gid quy d8i d€ ban ngoai i& sé theo ty gia c6ng b8 hang ngay cta quy Ngan
hang.

4. Dén ngay dao han thanh toan, néu tai khoan chang téi khdng da s8 du’ d8 thanh toan, ching t6i xin nhan ng vay bat bubc theo murc l&i
phat quy dinh cia Ngan hang Sai Gan Thuong Tin. Khi d6, toan bd 16 hang hda dugc nhép khdu theo L/IC nay duong nhién 1ré thanh tai
san cam c8 cho Ngan hang. Ngan hang cé toan quygn ban mét phan hay toan bd 16 hang hoac tai sén khac ma chung t6i da cam c6,
th& chép A€ thu ng ma khéng cn théng bao cho chung-18i. Truting hgp sé tién thu dugc do ban céc tai san nay khéng du dé thanh toan
cac mon ng, chdng t6i chiu trach nhiém thanh toan hét phan con thiu.

5. Chang t6i cam két s& nép hop ddng bao hi€ém (néu dugc yéu cBu) cho Ngan hang trudc khi Ngén hang phat hanh L/C
Bdi viec mua ban duoc thda thuén truc ti€p gitta chung 161 (ngudi mua) va ngudi ban, do vay ching t6i cam két khéng quy trach nhiém
cho Ngan hang vé:

Nhiing sy thay d8i v& hang hoa va didu kién giao nhén hang
Su' cham tré, th&t thoat; gian doan hay tinh xac thyc clia cac ching tir dude g dén

7. Chung 16i cam két tuan thd céc quy dinh hién hanh v& quan ly ngoai h&i va xin chiu hoan toan trach nhiém truwdc phap luat vé viéc ma
L/C nay va cam ké&t b8 sung ddy AU céac chimg ttr ¢6 lién quan theo quy dinh hién hanh cia NHNN.

8. Cac van ban dinh kem:

O Hgp ddng ngoai thuang S8 ...........cceeveeeiimiiniiiiiieiiiiieaenne NGAY ..ottt ettt
O Hgp ddng bao lanh

LI CAC VAN DAN KNAC .......coiniiiiiiiieeieeeeeee ettt ettt st te e e et e et s tera e besasessaesesreesbensesssaassestesreesessaesen et smneemesneeneeeresaeseeensanseeensasaasness

9. Chung t6i d8 nghi muic ky quy choL/IC nay 1a ........................... phan con lai s& dwgc thanh 10AN baNG ...............ooververvcverrerrrree
L/C nay dén chidu theo DiBu L& va Thuc hanh Théng nhét Tin Dung Chiing Ti¥, ban sira d8i mdi nh&t clia Phéng Thuong mai Quéc 16.
Ngay............. thang ........... nam............
DON VI MO DON VI UY THAC NHAP
CHU KY HOU QUYEN GlIAM BGC

udan—
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PHAN DANH CHO NGAN HANG:

Nhén xét v& ki thuat ctia L/C:

O L/C khdng cb diBu kién, didu khodn nao bét igi.

O L/C cho phép xuft trinh v&n don theo hgp ddng thué tau, chi nhanh da tw vén cho khach hang vB céc rii ro ¢6 lién quan.

O Chi nhanh a2 tu v8n cho khéch hang vB didu kién bao hi&m tuy nhién khach hang @8 nghi git nguyén diBu kién “ALL RISKS".

O Xhach hang cam ké&t b8 sung bao hifm trudc ngay hang 18n tau, CN cam két s& d6n d8c khach hang mua bdo hiém cho 16 hang
theo CV 1006/CV-TTTM.

O Chinhanh di tu véin cho khach hang v& diBu kién bao hiém tuy nhién khach hang mua bao him loai C do déc trung cla mét hang sat
thép (gd).

O Chi nhénh a3 tu vén cho khach hang v& diBu kién bao hiém tuy nhién khéch hang mua béo hiém 110% gia O3 FOB 3 CFR va a8 nghi
sUr dung han mure tin dung d& dam bao rii ro.

O L/C cho phép xust trinh Airway bill, CN cam k&t theo d&i viéc nhan hang ciia khéch hang nham han ché rii ro.

O Béo hiém khach hang mua khéng bao gdm dung sai, khach hang @8 nghi diing han mdc tin dung d8 dam bdo rdi ro.

DI Y KM KRAC...........coverreoctesesest et eesceesaseses st s s ses s s st s b st ees bt s e s s st e Re et et bs e e st a s s et b+ e a bbb s sessenb Ao st e sme s st ssm s e

NVTTQT Ksv

o
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S acombank QTNK/TCLC-04

NGEN HAN RER UM VRAITCAIG T

<€

Cong ty (Company):

GIAY BE NGHI TU CHINH L/C
( Application for amendment of L/C )

1. PHAN DANH CHO KHACH HANG ( For customer ) :

Kinh gdi : Ngan hang Sai Gon Thuong Tin, chi RNANN ...t e
To S SACOMBANK........occvvvvnavaanan. Branch

P& nghi Quy Ngan hANG tU ChINN LIC S8 .......oviirieeieiiree ettt e st et e sveee st e saessse e e sesaba s s e e enbasseseenreneeenennas
Please amend L/C NO. ....coeevvvveniiniiiiiiiiincn e

phat hanh ngay .................. tigia e theo ndi dung sau :

ssuedon ... VAIUE ... as follows .

Shipment date extended {0 : ...............ccoevecerinnens

Expiry date extended 1o« ............cocoiiiiieiinennnns

Amount increased by e e e e annen e mMaKinG LOIAI OF : .......cccccivvunnuniceiniireececccinreeee e sciseeseessir s eeaes
Amount reduced to e MaKiNG @ 101A] OF  ...........coeeaeeeieee e recae e
3@ (- T ORI PP

Céc digu khoan va digu kién khac khdng thay d6i.

(Other terms and conditions remain unchanged)

Phi tu chinh thu tir O ngudithu hudng O ching toi
amendment charges for O Beneficiary O ourselves

D& nghi Ngan hang tu ddng trich tai khodn clia chiing tdi d&€ ky quy thém (néu cb phét sinh)
Please autornatically debit our A/C for further deposit (if any).
Dinh kém (enclosed) : O Phu kién hop ddng ( Annex of contract )

0 S Ngay......... thang........ nam.......
Chii ky hitu quyén
(Authorized signature)

Il. PHAN DANH.CHO NGAN HANG (Bdi vdi TC tng tién)
Han mirc phat hanh LC tra ngay (con han s dung):

Han mirc tin dung (con han st dung):

Du ng cho vay:

Béo lanh LC tra chm;

Chiét khiu:

S du LC tra ngay dang hoat ddng:

T&ng s8 du LC sau khi tu chinh:

Ky quy b8 sung:
Ngubn thanh toén:
Y KIBII KBEC:.........covvereerersineesineistineses st es b s ks 28 e2A b ee st bbb s s e sarsanssessenasasesas
Ngay......... thang........ nam........
DUYET TP.DVKH CBTD/NVTTQT

le—
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cacontbarnik QTNK/TTTC-05

AN MR SRY CRONNG SRS Y Evs

PHONG TAI TRQ THUONG MAI

Jekdkdk kk ik k

TO TRINH TU CHINH LC
Kinh gtri: 00 HOI DONG TiN DUNG 0O BAN TONG GIAM BOC

Trich YU VIN CONG Y. dé nghi tu chinh tang tién LC O trd ngay [ trd cham

I/. Y KIEN CUA PHONG TTTM VE KY THUAT CUA LC SAU KHi TU CHINH:
v Diéu kién Thuong mai:

OciF 0OFoB OCFR ODAF 0O.....
v Bd&o hiém:
O Loai A OLoai C (NGQUYEN NNBNL....... ..ot iiiner s iitreeseestireeessteeeesrnnseeseeenan e eeesenans )

O All Risks (CN da tv van khach hang vé diéu kién bao hiém, khach hang dé nghi gitr nguyén)
O Tri gia mua O Pa bao gom dung sai cho 110% gia CIF.
O Chua bao gém dung sai 0 110% gia FOB/CFR, rui ro dugc dam bao béng
O Phan han muc tin dung con lai.

v' Van don xuét trinh: O Théng thuong

O Theo hgp d6ng thué tau (CN da tv van cho khach hang vé cac rui ro cé lién quan).

Phong TTTM nhén xét, nhitng diéu kién tu chinh:
O N6i dung tu chinh khéngco diéu khoan, diéu kién nao bat lgi.

I 3 - T T OO OT U P PP OTUP OO
Ngay........ thang...... nam........
TP.TTTM KIEM SOAT VIEN THANH TOAN VIEN
ilV. Y KIEN CUA PHONG KINH DOANH VE PHAN QUYET TIN DUNG:
{(dinh kém t& trinh cla P.Kinh Doanh ngay....... thang...... nam......... )
TP.KD NV.THAM BINH
P.TTTM giao ho so ngay........... gid...... P.KD ky nhan
P.TTTM nhan hd sangay........... gid........... P.TTTM ky nhan
A 44
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B Sacombank QTNK/HLC-06

NGAR HARG BAI GOR TRLIRG: The

CONG LY (COMPANY) 7 oot e s st e s s s e e s bt s s sbs s e s ba bt s e e s s s annses

GIAY BE NGHI HUY L/C

(Application for L/C cancellation )

Kinh gdi : Ngan hang Sai Gon Thuong Tin 7o. SACOMBANK

Chinhanh......cccooeeiivimiininniiennnnn Branch
D& nghi Quy Ngan hang hUY L/C SO/ PIeSSE CANCEIL/C N0............cccueeiaveeiririeessionansesesesiaesessesastasesesnnsessssssasessesessnans
phat hanh ngay/issuedon .................cccccoivennnn. t GIA/VAIIE........ceoveiiii e cceitie e e tesstessse s eee s anaenns

...........................................................................................................................................................................
...........................................................................................................................................................................

...........................................................................................................................................................................

Khi nhé&n duge dién ddng y hiy L/C tir phia Ngan hang théng béo thi nhét, @& nghi Quy Ngan hang chuyén s8 tién
ky qu¥ clia chung t6i theo yéu cau sau:

When receiving the agreement for L/C cancellation from the first Advising Bank, please transfer our deposit as per our following instructions):
ng

...........................................................................................................................................................................

Chung tdi cam két chiu toan bd chi phi phat sinh do viéc huy LC nay.
(We undertake to pay any incurring charges concerning the cancellation of this LC).
Dinh kém (enclos

OPhu kién hgp ddng (Annex of contract)

Ngay ......... thang....... nam.........
Cht ky hitu quyén

Authorized signature(s)
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&y Sacombank CONG HOA XA HOI CHU NGHIA VIET NAM QTNK/HDTC07
v Bée l1ap - Tu do — Hanh phac

PIAEYS BANTS SA1 GON FTHUIONSG TR

HOP PONG MG L/C TRA CHAM
S8 :
Ngay
Nai ky

1. NGAN HANG MJ L/C TRA CHAM : Ngan hang Sai Gon Thuong Tin — Chi nhanh
(NGAN HANG)
Bia chi, dién thoai
Pai dién bdi Ong/Ba — Chire vy
Theo Quyét dinh Uy quydn s&

2. DOANH NGHIEP YEU CAU M3 L/IC TRA
CHAM (DOANH NGHIEP)
Gidy CMND/Gidy CNDKKD sé
Pia chi, dién thoai
Pai dién bdi Ong/Ba — Chitc vu
Theo Gidy Uy quydn/Bién ban hop

Céc bsn cung thda thuan ky Hop ddng md L/C tré cham vdi nhitng ndi dung sau:

3. 9Ol TUONG HOP BONG :
Ngan hang ddng y md L/C tré cham cho Doanh nghiép ¢6 thdi han:
dé thanh todn cho 16 hang nhap khédu tir Nha cung cép theo céc chirng tir:
- Hgp ddng mua ban hang héa (s, ngay)
- Hop ddng Uy thac nhép khdu(s8, ngay)
- Gidly d8 nghi mg L/C tré cham ngay
SG tién Ngan hang ddng y cho Doanh nghiép md L/C trd cham néu trén t5i da la:
Béng chir:

4. CACBIEN PHAP BAO DAM " Phu luc A

5. PHI 861 V&I NGHIEP VU U/C TRA CHAM, PHI BAO
LANH VA CAC LOAI PHI KHAC
Bugc thu theo Biu phf dich vu thanh toan quéc t& ciia Ngan hang C8 phan Sai Gon Thuong Tin tai thai
diém thuc hién nghiép vu lién quan dén L/C trd chdm. Cac chi phl nay da bao gdm thué gi4 tri gia tidng va
khéng hoan lai vi bét ctt ly do gi.
Ngén hang chi md L/C trd ché&m khi Doanh nghiép da thuc hién xong nghia vu thanh toan phf md L/C tra
cham va phf bao lanh quy dinh tai Hgp ddng nay.

6. QUYEN VA NGHIA VU CUA NGAN : Didu1PhulucB
HANG

7. QUYEN VA NGHIA VU CUA DOANH : Didu2PhulucB
NGHIEP

8. THANH TOAN © Didu3 Phylyc B
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10.

QTNK/HDTC-07
GIAlI QUYET TRANH CHAP

Trudng hop phét sinh tranh ch&p, cac bén gidl quyét bdng thuong rong, hda gidl. N&u khéng thuong
iugng, hoa gial durge thl cac bén s& dua ra Tda 4n €6 thdm quydn A€ gial quy8t theo quy dinh cia phap

luét.

DIEU KHOAN THI HANH : _

Hop ddng mé& L/C trd cham co hiéu irc k& tir thdi di8m cac bén ky tén, déng d&u va hét hiéu ivc khi Doanh
nghiép d3 chuy&n au s& tign quy dinh tal Didu 3 clia Hop ddng nay véo tai khodn giao dich do Doanh
nghiép md tai Ngén hang;

Mol sifa 66i, b8 sung Hop ddng nay dugc thuc hién béing Phu lyc. Phy iuc hop ddng dinh kém 1a mot
phan khdng thé tach rdi clia Hop ddng nay.

Ngan hang dugc miln trach nhidém d8i véi L/C trd cham trong truémg hop bét kha khang theo quy dinh clia
UCP.

Hop ddng nay dugc IAp thanh 04 ban cb gié tri phép ly nhu nhau, m8i bén gitr 02 ban.

DOANH NGHIEP NGAN HANG

Z e




Sacombank PHU LUC A QTNK/HDTC-07
CAC BIEN PHAP BAO DPAM

MUGAN MAKG Ras A0 YHUING Tin

D& ddm bdo thurc hién nghia vu hoan tré s tidn ma Ngén hang dé thanh todn cho Nha cung cdp thay cho Doanh nghiép,
k8 cac cac khodn: phl béo lanh, tidn 1ai va céc chi phl khac (néu cé phét sinh theo Hop d8ng naly), Doanh nghiép cam két thu'c
hién mét hodic céc bién phap bdo ddm néu tai Phy lyc nay trong théi han 30 (ba muodi) ngay k& tr ngay Hop ddng nay c6 hiéu
luc nhimg phéi ddm béo truede thdi dim Ngéan hang mé L/C tré cham, cy thé:

1. Doanh nghiép ddng y ky quyj d€ md L/C tré cham theo Hop ddng nay:
- S8 tidn
- Béng chi

2. Doanh nghiép ddng y th& chdp, cam c8 tai san thudc quydn sd hitu va quydn s dung hdp phép cla minh sau day (néu rd
hién trang, gidy t& sd hitu, st dung):

3. Doanh nghiép dugc béo lanh bdi Bén thit 3 theo Hop ddng béo lanh s8 ngay dudc ky két gitta Ngan hang, Bén
béo l&nh va Doanh nghiép.

4. T6ng gid tri tai s&n bdo ddm theo Didu 1, 2, 3 néu trén:
- Béng s8
- Béng cht

5. Viéc quén ly va xtt ly tai san bao ddm: dudc thuc hién theo cac quy dinh tai Hop d8ng cam c6/thé chép/béo lanh dinh kém
vdi Hgp ddng.

Re st i et et sttt ittt tst st et ttsssd
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MGEM BAMG K85 GSOM TR TiN

1. QUYEN VA NGHIA VU CUA NGAN HANG
a) Truwdng hdp Doanh nghiép khéng thuc hién hodc thuc hién

b)

c)

d)

khdng ding cac quy dinh tai Phu luc A, Ngan hang c6 quyén
khéng md L/C trd cham;

Chi déng trich tai khodn Doanh nghiép md tai Ngan hang d€
thanh toan cho cac khodn phi khi Ngan hang thuc hién cac
nghiép vu lién quan dén L/C tra cham;

M& L/C trd cham sau khi Doanh nghiép hoan tat thi tuc cua
bién phap bao ddm néu tai Phu luc A;

Thuc hién thanh toan cho Nha cung cap khi dén thdi diém dao
han thanh toan cta L/C ta chdm da dudgc md.

2. QUYEN VA NGHTA VU CUA DOANH NGHIEP

a)

b)

c)

a)

e)

Yéu cau Ngan hang md L/C trd cham sau khi Doanh nghiép d3
hoan t4t thil tuc clia bién phap bao dam tai Phuy luc A;

Yéu cBu Ngan hang glri ban gbc va ban sao UC tr3 cham dén
Ngan hang giao dich ctia Nha cung c8p;

Khi Doanh nghiép ndp tidn tap trung thanh toan L/C tra cham
vao0 tai khoan clia Doanh nghiép tai Ngén hang, Doanh nghiép
dudc hudng tién 14i trén s tign ndp vao. Lai sust dugc tinh
theo khung 13i sust tign glri khong ky han cla loai tién tuong
Ung tai Ngan hang vao thai diém Doanh nghiép ndp tign. Thai
gian tinh 1&i dugc tinh t&r thai diém Doanh nghiép ndp tién cho
dén thai diém d4o han L/C tra cham. Tai khodn nay s& bi phong
téa cho dén khi Doanh nghiép hodc Bén bdo 1anh cho Doanh
nghiép thanh toan du cac khoan ng lién quan dén L/C tra cham
cho Ngan hang,

Cam két c6 di digu kién theo quy dinh ctia phap luat va Quy
ché md Thu tin dung nhap hang trd cham clia Ngan hang C6
phan Sai Gon Thuong Tin khi yéu cdu Ngan hang md L/C trd
cham;

MJ tai khoadn giao dich tai Ngan hang d& thanh toan cho Ngan
hang khi Ngan hang thue hién cac nghiép vu lién quan aén L/C
trd cham.

3. THANH TOAN

a)

b)

Doanh nghiép cam két chdm nhat trong thdi-han 15 ngay trudc
ngay d4o han thanh toan L/C tra cham phai ndp du sé tign quy
dinh tai Hgp ddng nay vao tai khoan giaoc dich ctia Doanh
nghiép md tai Ngan hang d€ Ngan hang chuyén trd cho Nha
cung cap;

Trong thdi han 15 ngay trudc ngay dao han thanh toan L/C trd
cham, Ngan hang c6 quygn yéu cu Doanh nghiép tam ngung

c)

d)

e)

e Eacombank PHU LUC B QTNK/HDTC-07
' CAC DIEU KHOAN

moi khodn chi khac dé tap trung moi ngudn thu vao tai khodn
tién glti d€ dam bao du s& tign thanh toan;

Doanh nghiép tra cac khoan phi khac lién quan dén nghiép vu LIC
trd chdm ngay sau khi Ngan hang thyc hién cac nghiép vu lién
quan dén L/C trd cham. Trudng hdp s tign trong tai khoan khong
du dé€ thanh toan cho cac chi phi ndy, thi Doanh nghiép phai bg
sung 4u tién vao tai khodn dé thanh toan;

Né&u Doanh nghiép khong chuyén tién (toan bo hay mét phan) cho
Ngan hang theo diing cam két, thi Ngan hang van phai thuc hién
dang nghia vu thanh toan véi nudc ngoai va duwgc quygn ghi ng,
chuyén nd d6i vdi Doanh nghiép k& tir ngay thanh toan. Tuy theo
trirdng hdp ma Ngan hang dude quyén quyét dinh x Iy nhu sau:
Do nguyén nhan khach quan ma Doanh nghiép khong chuyén tign
(toan bd hay mét phan) cho Ngan hang theo dung cam két, Ngan
hang sé& ghi ng vdi 13i sust tin dung clia ng trong han va quyét dinh
thdi han trd ng d6i véi Doanh nghiép nhu sau:

D6i véi L/C trd cham ngan han, thdi han trd ng t6i da bing mét
chu ky san xuét, kinh doanh nhung khéng qua 12 thang ké tir
ngay Ngan hang thanh toan cho nudc ngoai; trir truong hop déc
biét duge Thdng d6c Ngan hang Nha nudc cho phép hoadc giao
cho Ngan hang xem xét, quyét dinh;

DGi vdi L/C trd cham trung, dai han, thdi han trd ng t6i da bang
1/2 thdi han clia L/C trd chadm ké& tir ngay Ngan hang thanh toan
cho nudc ngoai; trir trudng hop déc bigt duge Thdng dc Ngan
hang Nha nudc cho phép hoac giao cho Ngan hang xem xét,
quyét dinh.

Ngan hang ghi ng, chuyén ng qua han, ddng thdi ap dung 13i suat
ng qua han bang 150% Ii4i suit vay ngoai t& ma Ngén hang dang
ap dung tai thai diém ghi ng, chuyén ng qua han va thuc hién cac
bién phap can thiét d& thu hdi ng theo quy dinh cua phap fuét
trong cac trudng hop sau:

Do nguyén nhan chi quan ma doanh nghiép khdng chuyén tign
(toan bd hay mét phain) cho Ngan hang theo ddng cam két;

Doanh nghiép khéng hoan thanh nghia vu trd ng trong thdi han
do Ngan hang quyét dinh & trén.

Viéc nhan dinh nguyén nhan chi quan hay khach quan do Ngan
hang quyét dinh. Ngay sau khi chuyén ng qua han d6i vdi doanh
nghiép theo cac didu kién quy dinh & trén, Ngan hang phai kip
thai théng bo cu thé bang van ban cho doanh nghiép.

Qué 07 (bay) ngay k& tir thai han néu trén, Ngan hang c6 quygn
x(t ly tai sdn bdo ddm cla Doanh nghiép va/hodc clia Bén bdo
i&nh nham thu hdi d cac khodn tign ng ctia Doanh nghiép.

ba it i a2t i e ettt et 2t]
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&% Sacombank CONG HOA XA HOI CHU NGHIA VIET NAM QTNK/HDTC-07
Doc Lap - Ty Do - Hanh Phiic

SR80 BANG S8 GON SHUBONG TR

-—-000--—
PHU LUC HOP BONG MO L/C TRA CHAM
S6 :
Ngay

Can cir Hgp ddng md LC trd cham s6.................. ngay............... ky két gitta Ngan Hang Sai Gon Thuong Tin,
chinhanh........................ VACONG TY...ooiiiiiiii e

H6m nay, ngay................. thang............. N3M.................. , tai tru sd@ Ngan hang TMCP Sai Gon Thuang Tin-
Chinhanh.............ococvveeeen. chung t6i gdm c6:
Ngan hang md LC trd cham:
NGAN HANG TMCP SAI GON THUONG TIN = Chi NRANN...........cccooviiiieeiieiiisbnceceiaes et
13- I o OO PO P CPTURR PPSPP Bién thoai:......ccccoooiiiiiiiieicnnn.
Dai diBN BB ONG/BA: ...t e ChUC VU .....oceeveeeeeeee e
Doanh nghiép yéu ciu md LC trd cham:
CONG TY oottt ettt es st et s saa b et eses s e s e e es st s ss et eaes ehresaetesebesesnnssanseeseentenseeaeeaseans
Gidly CMND/GIEY CNDKKD S8 & o.ooonvieiiiiiiiiiecctiecinreestte et steseesvesiaesseseesstsesastssesssreeessrssssreessbesassasssssbbenanssennansss
Bia Chil, GIEN TN0QI 2. .ottt b e et e e s b e o Br L e e sttt e e e saaaseee s saanneseebbanesessanbsnnnssannses
Dai didn DA ONG/BA ...ttt et e ChUC VU:.....ooveeeeeceeesee e
Theo Gidly Uy QUYBN/BIBN DAN NOP ©....iiiiiiiiiier i iiaesianeetaereesessaste s estesseeeseesseeseeetsestesssesseeeeeseesseresnssnsaeeeeennnreeens

Céc bén thda thuan ky két Phu luc hgp ddng md L/C trd cham digu chinh mét s6 ndi dung ctia Hgp ddng md

LCtrachAmsE .......cccooveeeeensitinniiinnns NQAY <ot nhu sau:
Pidu 1: Didu chinh tai MUC ...t cta Hogp déng md LC trd cham vdi ndi dung thay d6i nhu sau:

..............................................................................................................................................................................
..............................................................................................................................................................................

..............................................................................................................................................................................

Pidu 2: Cac ndi dung khac cia Hgp ddng md LC tra cham néi trén van khéng thay d6i.

Phu luc Hop Bdng nay cé hiéu luc k& tr ngay ky dudc i8p thanh 04 ban chinh,mdi bén gir 02 ban cé gia tri
ngang nhau v& mét phap ly va Ia mdt bd phan khong thé tach rdi Hgp ddng md LC trd cham ndéi trén.

DOANH NGHIEP NGAN HANG

A 4% Phién bén 01/2006
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Sacombank QTNK/KHBL-08

@@ .............................................

~ n
GIAY DE NGHI
O KY HAU VAN TAI BON
O PHAT HANH THU BAO LANH NHAN HANG

NGaY: . oot e
Kinh gdf : Ngan hang Sai Gon Thuong Tin, Chinhanh ..o,
Kinh d& nghi Quy Ngéan hang:
[0 Ky DEU VAN 81 AON SO. ......eoirieieieeteeteteet ettt ettt aaeetesreeshe st e esadanaabe s teessesbeesaesaestenaneeeeaaannnaeaeasas
O Phat hanh thu bdo 18nh nhan hang giri dén.............cccceevvevenee. SRR A -SSR
thEO LIC S08.....ccveiivireiee ettt e e eeeeer e Phat DANA NGAY........ueiirieirriiiiiie et e
TR QI8 e tri GIANOA AON ..ot
Chung t6i cam két O thanh toan [0 chdp nhan thanh téan 16 hang néi trén vao ngay dao han............ va chdp nhan

moi bat hgp 1é cla b chirng tir (néu co).

Chung t6i xin chiu moi rdi ro va trach nhiém trude phap luét vé viéc chuyén tién thanh toan BCT nay.

Trong trwong hop quy Ngan hang phat hanh thu bao lanh nhan hang, ching téi xin cam két sé giti cho hang van
tai ngay khi nhan duoc bd chirng tir giao hang mét van tai don ban chinh va nhén lai thu bdo lIanh do quy Ngan

hang phat hanh dé chuyén tra lai cho quy Ngan hang.

Quy ngéan hang dugc quyén trich tién ti tai khodn cla ching ti s8...........c..cccceeeeeeennnnen. dé thuc hién thanh toan
tién hang va cac chi phi lién quan phat sinh.

Dinh kém (enclosed)
O Banchinh/bansao B/LSS......cccccovvveeeenenenn..

Ch( ky hitu quyén
(Authorised signatures)

A48 Phién bén 01/2006//”“”‘“
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QTNK/KHBL-08
PHAN DANH CHO NGAN HANG (CHI NHANH/SGD) :
Tinh trang bd chirng tr O hgp 1&é O bét hgp 1& O chua vé NHSGTT

Ngay ...... thang ...... nam...........

KIEM SOAT LAP PHIEU

//49 Phién bdn 01/2006




% Sacombank QTNK/BLNH-09

THU BAO LANH NHAN HANG

(SHIPPING GUARANTEE)
KIND QU (T} ..ottt e e s s sr b sre e s s n e e e saneeesetnesrsneenasansaseenne
Trich yEu : 16 hang .....c.ccooevimvieniiecenie e (o [ (1 SO BNl
theo van don s ........ccccceveeevenee, NGAY ..oooeeeveeee e, tri gia Invoice ..........ccccceenn.e..
Please refer to the consignment of .................... from .....eeeeveeinecen, D SURUU RS
covered under B/L No. .................... aated.............overvuennnes Invoice value ........c...ovuneeccnnenne

Chiing t6i, ky tén dudi day 1a NGAN HANG SAI GON THUONG TIN (SACOMBANK), chinhanh .............cc.........

phat hanh thu bdo lanh ndy nhdm yéu cdu quy Céng ty cho phép Congty .......cccoeveveveenene., dugc nhan 6 hang noi
trén vdi diéu kién ho da thanh téan tat ca cac phi phat sinh lién quan dén 16 hang nay.

We, the undersigned, SACOMBANK ..........ccoeceunen. Branch, hereby issue this letter of guarantee requesting you to release the
aforesaid cargos 1o ..................cconvevvnreeennneennnnne, provided all charges are paid by them.

Trach nhiém phap ly clia ching t6i trong thu bao 1&nh nay chi gidi han trong tri gia Invoice noi trén.
Our liability under this letter of guarantee Is limited to the aforesaid Invoice value.

Chung toi xin chiu trach nhiém thanh toan toan bd tri gia 16 hang va chiu trach nhiém vé moi khi€u nai, tranh chap
(néu co) xay ra ddi vdi 16 hang do viéc giao hang khong co véan tai don ban chinh gay ra.

We undertake to take full responsibility fo pay for the full shipment or be responsible for all claims (if any) arising due to your
releasing goods without the original Bill

Bao lanh nay hét hiéu Iuc ngay khi ching téi thyc hién thanh toan cho nuwdc ngoai.
This guarantee ceases to be valid when payment is effected for the above mentioned docs.

Xin cam on su hop tac clia quy cong ty.
Thank you for your co-operation
Tran trong kinh chao
Yours faithfully
Ngay........ thang......... nam.............
Date of issue............ccceeuvnnee.
NGAN HANG SAI GON THUONG TIN
(For SACOMBANK)

Giam d6c CN (Branch Director)

A50 Phign bdn 01/2006
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% Sacombank QTNK/PKCT-10

NRAN RARG SAU GON TRUDSREG T

PHIEU KIEM CHUNG TU NHAP KHAU

SGLC.....oieiai,
Ngan hang md L/C: SGTTVNVX Ngan hang xuét trinh:
Ngudi md L/C: Ngudi hudng lgi:
S& tham chiéu NHNN Tri gid h6i phiéu Thdi han Ngay d4o han
Ngay hét han xuét trinh Thai han giao hang Ngay hét han hiéu iuc
(Latest presentation) (Latest shipment date) (LC Expired)
.......................... OOk [ONotOk | .........................HOk  OONotOk | .........ccc..ccvvenee..........JOK  [INot Ok
B/Ldate:.......cccovvreieeeeeeceeen. OOk [ONot Ok | Presentation period :.......cccoceuvvreernneene. OOk [INot Ok
Tinh trang BCT: OHgp 1& B4t hgp 1&
NJ/ dung BHL (Discrepancies lo be listed): Y kién cua P.TTTM:
1.
2.
3
4,
5.
Chi thi ddc biét (Special instructions)
Ngay......... thang......... nam..........
CHI NHANH: NVTTQT (Checker 1) KSV (Checker 2)
Ngay......... thang......... nam..........
P. TTTM: TV KSV
A 54 Phién bén 01/2006
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Sacombank QTNK/TBCT-11

THONG BAO BO CHUNG TU BEN (THEO L/C)

Kinh gli: GIAmM DGC CONG TY....evvueirrieeeneeeeeee e eiieerieeeaeeeenns
Chung téi xin thdng bdo dén Quy khach hang bd ching tir xuat trinh theo LC $0........ccccecevvennene. trigid.................
NQU EHU RIPONG. ..ottt et e et eb e sttt e eetresmeesanesmneenneeesmneeaneesabbe nnnnen da vé dén Ngan
hang Sai Gon Thuong Tin ngay.......... SUPPTRUURUR

Qua kiém tra ching téi nhan thay :

O B& chirng tir hdan héo theo yéu céu cla thu tin dung. D& nghj Cong ty chudn bi nhan chirng tir va ndp tién
thanh téan / chdp nhan thanh téan trudc ngay ............c.cceeeeveeveneee Trong trudng hgp dén han thanh toan hodc
chap nhan thanh toan ma van chua c6 phan hdi tir quy cdng ty, ching téi phai ti€n hanh cho vay bat budc dé
thanh toan hodc phong téa han mirc dé€ chdp nhan thanh toan theo ding théng Ié qudc té. Vi vay ching toi sé
tinh I3i phat qua han cho khoan vay bat budc nay.

O B6 ching tr co bat hgp 1€ (BHL) sau:

D& nghi Quy Cong ty xem xét va cho biét y ki€n vé viéc chap nhan hodc tir chdi thanh toan trong vong 3 ngay lam
viéc sau ngay ky thdng bao nay. Trong trudng hgp chung téi chura nhan dudc tra 18i chinh thirc t& phia quy cdng ty
hodc quy cong ty da chap nhan BHL nhung chua ndp tién thanh todn ma ching téi nhan dudc yéu cau hoan tra
BCT cho NH nudc ngoai thi chiing ti sé thuc hién hoan trd BCT.
Ngay.......... thang.......... nam...........
GIAM BOC

Y KIEN KHACH HANG:

O Chap nhan BHL néu trén va dong y thanh téan (ké ca cdc chi phi lién quan).
O Khéng chdp nhan BHL va tir chdi thanh toén.

O Cam két thanh téan vao ngay ddo han....................

O Chung toi cam két s& bd sung TKHQ clia 16 hang nay cho quy Ngan hang trong vong ........... ngay ké tir ngay

O thanh toan O chdp nhan thanh toan b chirng tir.
DD Y KIBN KDAC © ..ottt ettt ce e es e e e e et s s e e e s s sesasesentes et en s s sasas e ssaes s enaesssseseese s s enseaeees
Chung t6i cam két tuan thd cac quy dinh hién hanh vé quan ly ngoai hdi va xin chiu moi rli ro, trach nhiém trudc

phap luét vé viéc chuyén tién thanh téan BCT nay.

Nagay.......... thang......... nam.........
Chit ky hitu quyén
A5 Phién bdn 01/2006
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Sacombank QTNK/DMNT-12

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc Lap - Ty Do - Hanh Phic

GIAY DE NGHI MUA NGOAI TE
Kinh gdi: NGAN HANG SAI GON THUONG TIN

CHINHANH. ..o,
T TN KNACK NANG: ...ttt e et tee s s eeet e e s seann e e e e s s s s astaneeesseensnnenranenaaesaaesssanassnntbnsessissneseenrnsnennes

3.Muc dich stf dung (xin gach chéo x vao 6 thich hap):
O Ky qui MmO L/C tai NGAN hANG ....ceeeiiiiiceeeeerie et ecr et esne e ese e edant ssraesdasmesabns s ntsssn e ncaenessneonsesssesssanan
Cho HOP A0NG NhAP KNAU S8 ........oviieieeierierrerceerrse st rerseereseeses e s e ssnss e e sse et aaaaassesss tabennassasseessrasessesnersanssnssennes
O Thanh todn LIC S8........cocvreieeieeceeeceeecereeescceeceesee e 12 TH o= o I - T T OSSR

4.Thanh toan:
O Bang tién mat.
[ Trich tai khodn ctia chiing t8i S8........cccoeeeiveine e ainneneeceeeeeneas tai Ngan hang Sai Gon Thuang Tin.
O Chuyé&n vao tai khoan ctia Ngan hang SGTT s8.......c..ccevveciiiinvinneeeeenenn, tai Ngan hang.......cc.cooveeevvinennreceennnn.
D8 nghi Ngan hang Sai Gon Thuang Tin-Chi nhanh..........oo ...
O Chuyén s8 ngoai t& da ban cho chung t6i vao cac tai khoan sau day:

O Cho phép ching tdi nhan ngoai t& mat.
Chung tdi cam két str dung s8 ngoai t& do quy Ngan hang ban theo dang cac quy dinh v& quén ly ngoai hi va xin chiu hoan
toan trach nhiém truéc Phap luat vé viéc sif dung nay.

Ngay.......... thang........ nam ........
KE TOAN TRUONG CHO KY HO'U QUYEN
PHAN DANH CHO NGAN HANG
Kinh trinh Ban Giam D8c duy@t ban t8ng S8 Ng0ai t .......ccevveeeevcveceierreete et @8 thanh toan nhidu [&n cho bd hd so
Ngay......... thang......... nam........
GIAM pOC KIEM SOAT NVTTQT

455
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*" PHAN DANH CHO NGAN HANG:

QTNK/DMNT-12
Ngay bén | S8 lugng bén Ty giéd Muyc dich GDV Kiém soét Duyét clia BGP
A 54 Phién ban 01/2006




Sacombank QTNK/LTKQ-13

NGAR MANG SRE O THIONG TIN

Chinhanh: ...........coeevevvvieieen.
LENH TRICH KY QUY
10701 4Te I |V PP T O PO PP PP RRPRTRUPRN
SEHEN ©oeeeceeee e, tONG AUONG.....cccvieecreeeiiie et VND. TIgid:.ooiveittveninn,
SO BN (DANG TR ...ttt ettt ettt et et et e et e eeeeeeteste s e et eeeene et essessessessessesssens et ineeesestsmaneeeeenneeeeeaane
T TK S it BEN TKSG fueiieiteiieiieeee ettt a e aatias s e e ante e s e e es
TTIE KY QUY et %
Sé tién nay chi dugdc gidi tda khi co Iénh clia Ban Giam Déc.
O Vay thanh tdan :.............ccoveveeeceeerieeeeeenn [ Vay bat budC it
Néidung :kyquy 0 mELC OO bSsungLC SO :..ovvvivveciciieceienn. trigid: ..o
Thu phi: Bon vi tinh ;
Loai phi Phat hanh Thanh toan Tu Chinh Ky hau B/L (Phi khac) Cong
Dich vu
Pién phi
Cong
Ngay........ thang....... nam........
GIAMBGC KIEM SOAT NVTTQT
155 Phién bdn 01/2006
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QTNK/PTT-14

Chinhanh: .......coorvereiriieeeeceieeeenes

07T T [N VTP N oo O PUTRPPPPOPP
S6 tIBN trA ChO NUGC MO ©....eceveeveeiectecie ettt et eaesteete e aeseeaassesseessesseessesssessesasesssesssesseessesnssheesre st et baEeannnnrereess
ZE e e 110 OO OO OO PO PU OO oY PO PO SOy PTUUPTPOUPPPPPO
DICHW | DIEN
LOAI PHI bTCP NGUON THANH TOAN
(USD) (USD)
Phat hanh/théng béo TR e
Thanh todn TR i
Ky héu B/L T ettt ettt
Bat hgp Ié L1 T PR
Théng bao thanh toan TR e
X ly ching to TR e e
Chép nhén thanh toén B 1 - PR
Tu chinh
Cong TONG NGUON
Ghichd ;
[ODai twong chiu phi A trich t* TK khach hang, B trir ti tri gia HP hodc thu cta NN.
CINgay chuy@n 18n HBi S (AUNG ChO LIC):.....coovveeeeieeiceeiei ettt ettt e ettt e e s eteseesesteasese s esessenssessennereneas
Ngay ......... thang .......... nam ...........
GIAM BOC KIEM SOAT XAC NHAN sO bu LAP BIEU
PHONG TTTM :
Trich TK clia SACOMBANK 81 .......coiiiiiiiitiiiii ettt e et e st e s s st e s san e e ebee s srbe e e s bsnaannna s eens
Ngay.......... thang .......... nam.............
DUYET TRUONG PHONG/KIEM SOAT THANH TOAN VIEN
458 Phién bdn 01/2006
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Sacombank QTNK/PONHT-15

PHIEU BE NGHI HOAN TRA CHUNG TU
(M4u danh cho khach hang)

Kinh gdi : Ngan hang Sai Gon Thuong Tin
Chinhanh........cccoooiiiiiiinane.

Dé nghi Quy Ngan hang hoan tra bd chi*ng tir xuét trinh theo:

auc ObpP O D/A SO et
NGAY....ceeeeieeeeeeiireae s6 tham chi@u NHNN............ccooervrrereeitiienn.
Trigid. e, (370 18e [ TV 4TV o [y Vo O O O e oYU PPP
Yo [ S OO TP U SRR PPt

Chi phi phat sinh do viéc hoan tra ching t&r va cac chi phi lién quan khac thu tir
O ngudi thu hwdng O chung téi

Pinh kém :
O Phu kién hgp déng

Ch{ ky hitu quyén

A5F Phién bsn 01/2006




Sacombank

NGAN HANG F83 GON TIICNG Tik

Chinhanh: .........coovmiieiiieieiiiieeeeen,

QTNK/PPNHT-16

PHIEU PE NGHI HOAN TRA CHUNG TU
(M4u danh cho ngén hang)
Kinh giri: Phong Tai Trg Thuong Mai

Vdi trach nhiém dam bdo vé s6 lwgng ching tir nhan dude tir NHNN thudc vé chi nhanh, dé nghi P.TTTM hoan tra

bd chirng tr lién quan dén:

auc aob/rp OD/ASE ..ot

O Ngudi thu hudng

Phi hoan tra ching tiy O Khachhang

Hb so dinh kém:
O B chirng t& géc + BO chirng ti copy

GIAM BOC KIEM SOAT

Ngay ....

Phién bdn 01/2006



NEAN BANG AL GON TIUGNG Ti8 QTNK/HTLC-17

4 ?,9‘ Sacombank

ABC BANK DATE:

000000 X
ATTN: EXPORT DEPT. OUR REF NO

Dear Sirs,
Without any responsibility on our part, we hereby return the following documents under your reference

NOetteeeeeee e ieeeee et eneenns , drawn under our L/C number detailed as follows:
Beneficiary: Applicant:
ABC XYZ

Bene | Qual [ Quan | Heal | Phyt | Fumi | Insp | Swift/ DHL
Cert | Cert | Cert | Cert | Cert | Cert | Cert | Tix Rept

Documents Draft { Inv | B/L | P/L | WIL | C/O

ALL IN 1TNT

PLEASE BE GUIDED BY THE FOLLOWING:
O ACKNOWLEDGE RECEIPT OF THE ENCLOSED ITEMS BY RETURN MAIL/SWIFT (OUR SWIFT CODE:SGTTVNVX)

O PLEASE REFER TO O OUR MESSAGE DD...................
O YOURMESSAGEDD ...................
O PLEASE REMIT  ...ccoeeeniinniinn BEING OUR HANDLING CHARGES, POSTAGE AND TELEX FEE TO OUR ACCOUNT
NO....ore ettt s WITH. ..ot UNDER YOUR TELEX/SWIFT ADVICE TO US QUOTING OUREF.
Yours truly,
SACOMBANK

Authorised Signature

- ORIGINAL -
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QTNK/MTNT-18

ABC BANK DATE:

OUR COLLECTION REF NO.
ATTN: BILL COLLECTION DEPT

Dear Sirs,
Without any responsibility on our part, we hereby return the following documents under your reference
2 Vo TR detailed as follows:

Drawer: Drawee:

ABC XYZ

Bene | Qual | Quan | Heal [ Phyt | Fumi | Insp | Swift/ | DHL
Cert | Cert | Cert | Cert| Cert | Cert | Cert | Tix Rept

Documents | Draft | Inv | B/L | P/L | W/L | C/O

ALLIN
1TNT

PLEASE BE GUIDED BY THE FOLLOWING:
0 ACKNOWLEDGE RECEIPT OF THE ENCLOSED ITEMS BY RETURN MAIL /SWIFT (OUR SWIFT CODE:SGTTVNVX)

O PLEASE REFER TO O OURMESSAGE DD...................
O YOURMESSAGEDD....................
O PLEASE REMIT.....c0coeieeiiiieeeee BEING OUR HANDLING CHARGES, POSTAGE AND TELEX FEE TO OUR ACCOUNT
NO... e viree s WITH. o e UNDER YOUR TELEX/SWIFT ADVICE TO US QUOTING OUREF.
Yours truly,
SACOMBANK
Authorised Signature
- ORIGINAL -
760 Phién bdn 01/2006




% Sacombani QTNK/TBCTNT-19

THONG BAO BO CHUNG TU NHO THU PEN

Kinh g8i : GIAm DBC CONG TY .uecveeeerrereiieisrraanscerrsieeeeserasssesesessssssessssssssscsssesessesssessesessnes
Ching téi xin thdng bao d&n Quy Cong ty Ngay................... Ngan hang chung ti da nhan dugc bd ching tf nhé thu véi cac
chi tiét nhu sau :

Tri gia S PPN

NGUTI DAN i e s

[ F=Ta o o= T O O PPRTP PP

Loai va s lugng chiing tr
Drafts inv ;71 AWB PIL C/0 | InsCert | Qity Cert | Qtty Cert

Hinh thifc nho thu :
(0 D/P tra ngay

Chang ti xin thdng bao dén Quy Cdng ty va dé nghj Quy Cong ty :
O Ky ch&p nhan thanh téan khi d4o han (d8i vdi nhe thu trd cham (D/A).
[ Nop tign thanh toan (d8i vdi nho thu trd ngay (D/P)
S4 tign phai thanh toan cho nudc ngodai bao gom :
@ Trigidbdchingtlf: ...ooooeeeiiiiiiiiccene
® Phingan hang R 4 (chua tinh dién phi phét sinh néu cé)
Sau 30 ngay k& tif ngay ra thdng b&o nay, néu Quy cdng ty khdng d&n Ngan hang nhan ching tir, chang tdi sé gdi tra lai bd
chiing tir cho ngan hang nudc ngoai.
(Théng bdo ndy tuén thu theo quy tac thdng nhét v& dy théc thu, ban st doi ném 1995 s6 522 cua ICC)
Tran trong,

Y KIEN CUA CONG TY Ngay......... thang........nam.......
{1 Chaing t8i ch&p nhan thanh téan VA0 NGAY GA0 haN ..u......c.evvreeeererrererereeenesereeenens GlAM POC

[0 b& nghi Ngan hang trich tién trong tai khdan chuing tdi dé thanh téan cho 16 hang nay

(bao gbm ca cac chi phf lién quan).

[J Chang tdi xin cam két s& b8 sung TKHQ clia 18 hang nay cho quy Ngan hang trong

Chuing t6i cam két tuan thl cac quy dinh v& quan ly ngoai hdi va xin chiu moi i ro va
trach nhiém trvc phap luat vé vidc chuy&n tign thanh téan bd chimg ti¥ ndy.

HB sa dinh kém : HD ngoai thuong $& .........ccocceeevvcrreeeecereerenenes
Ngay......... thang........ nam.......
Chit ky hitu quyen

A6 Phién bén 01/2006



QTNK/TBKH-20

Ngan hang Sai Gon Thuong Tin — Chi nhanh: .............ciiiininn rdt cdm on quy khach da st dung dich vu
cua chung t6i trong thdi gian qua va rat mong tiép tuc nhan dugc su hgp tac quy bau ctia Quy cong ty trong thdi
gian sdp t6i.
Chung tdi xin giti dinh kém theo day d&€ Quy céng ty xem xét:

[ bién yéu cau hiy L/C tr NHNN

O Bién khdng ddng y hily L/C cta ngan hang nudc ngoai

0O Dién yéu cau chdp nhan bat hgp [& tr ngan hang nudc ngoai

0O bién doi tién cta ngan hang nudc ngoai

0O T4t toan L/C do hét hiéu luc

0 SRR PO O SUUPN:
lignquanddn OWC OD/P  OD/A SB....ccoeveeeeiieirenrieiesreenns TA QI
[ Lo 18 o T TU 4 1 o T O PO OO SPURURI

Kinh @& nghi Quy cdng ty ghi rd y kién vao thong bdo nay va chuyén cho chuing ti d& ching t6i ¢6 cd sd thong bao
cho phia nudc ngoai.
Tran trong.
Ngay....... thang...... nam.....
GIAM BOC

Y kién khach hang:
O Chap nhan hay L/C va chiu cac chi phi phat sinh (néu co)

0O Chdp nhan t4t ca cac bat hop 1&, G& nghi Sacombank di dién tra idi NHNN

3 Chdp nhan thanh todn BCT vao ngay........ccccceeeeveens dé nghi Sacombank di dién tra i6i NHNN
O P& nghi khdng tat toan L/C dén ngdy................... o[ T PO PUURURURUPRRPROURRI
DI Y KIBN KNAC: ... cveveeeeeeteeeeeeteteaesseetesetesseseesess et tetesesesesessassessesessaesetsassssssseteseeseeesaeennennneenes
Ngay........ thang........ nam......
Chit ky hitu quy&n

A Phién bén 01/2006




Sacombank QTNK/GTKQTP-21
NOAN HANG 243 GON THUONG TIN
.................. , Ngay.......thang..........ndm.........
GIAY BE NGHI GIAI TOA KY QUY VA THU PHI
KIND QUA: <.
Vv: Gidi 1da tai khodn ky quy
TN CONG Y c.eeeeeeeiiceciieiire et terecercrrreee e e et sesarirr e esesrnnreeessassanesesaassunsaeasssesanssssssdbnnssnsieesnrasssssesnesenssnssrnsnnnaennnnnessen
SEHBN:.......cveererreeres tUoNg AUONG:.......c.ccovveeneereenrennnne. VND, TY GIA: ...ttt e
SE BN (DANG CHE):.....ovevveveeei ettt cete et st st e s e et eseetesessessoasshssasebesesesassbesssssaeessensesessassestesbenesnsantsbennntsessasneens
TH TK SO e ireecceresseeesseeeaarssnnnnnseaenes BBN TKSG ...t reriaeete s reeteesae Serreeeeereeereetaessnerte s benneeaeeens
Y (o D U OIS
Thu phf: Pon vi tinh:
Loai phi Phéat hanh Tuchinh | (Phikhic) (Phi khéc) (Phi khéc) Cong
Dich vu
Dién phi
Cong
Ngay ..... thang....... nam.
GIAM BOC KIEM SOAT NVTTQT
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QTNK/NTT-22

< Ve
THU NHAC THANH TOAN
Kinh gifi: BAN GIAM DOC CONG TY ..o eeeee e W . W S
Ngan hang Sai Gon Thuang Tin — Chinhanh..................... rdt cdm on quy khach da st dung dich vu cGa ching

t6i trong thdi gian qua va rat mong tiép tuc nhan dugc su hop tac quy bau ctia Quy cong ty trong thdi gian sip tdi.

Vé bd chimng ti¥ lién quan dén
OUC  OODA S8 oo, L1 T RO

Kinh d& nghi Quy cdng ty chudn bi tién thanh todn cho bd chirng tir trén trudc ngay ddo han 3 ngay dé chiing toi
thanh toan cho ngan hang nudc ngoai ding han.

Tran trong.
Ngay....... thang...... nam........
GIAM BOC
A C4 Phién bdn 01/2006
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DU LIEU:

QTNK/BLC-23

HO SO L/C

..........................................................................................................................

DIEN BIEN HO SO:

sé uc:

NGAY M&:

NGAY TU CHINH | NGAY HET HIEU LUC | GIA TRIMO!

TRI GIA

OuUsD OYEN

OEUR 0OSGD

KY QUY:

TY LE: %

DIEN BIEN BO CHUNG TU:

NGAY NHAN BCT

TRI GIABCT

NGAY TT sé bu LC SO DUKY QuY

LAN 1

LAN 2

LAN 3

LAN

LAN

PHAT HANH THU BAO LANH NHAN HANG, KY HAU B/L TU KHACH HANG:

NGAY TRI GIA GHI CHU GHI CHU PAC BIET:
0 F USROS
2.ttt ettt eeena
sé uc
A5

Phién ban 01/20,
BA_____ -



Sacombank

NGAN HANG SAI GON THUONG TIN

CHINHANH. ...

HO SO D/P NHAP KHAU

QTNK/BDP-24

sO DP

468
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CHI NHANH

HO SO D/A NHAP KHAU

M AN HANG s&: @ﬁw YHUCNG TIN

QTNK/BDA-25

sO DA

163
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M3 s6 TTTM/QTNK-01

{p Jacombank BO QUY TRINH NHAP KHAU Bon hanh, | 014411212008
) ) Trang
X. CAC HUONG DAN:
TEN HUONG DAN MA s
1. HUONG DAN KIEM TRA HO SO PHAT HANH LC NHAP KHAU TTTM/HDNK-01
2. HUONG DAN LAP s6 VA DONG DAU TTTM/HDNK-02
3. HUONG DAN KIEM TRA CHUNG TU LC NHAP KHAU TTTM/HDNK-03
4. HUONG DAN LUU TRU CHUNG TU TTTM/HDNK-04

4166




@ Sacombank | HUONG DAN KIEM TRA HO SO

Ma s&: TTTM/HDNK-01

NGAN HANG SAI GON THUONG TiN Ban hanh: 01 -,ﬁ’” 2/2006)

PHAT HANH LC NHAP KHAU | o500 118

1. KIEMTRAHO SOMJLC:

v Gidy d@ nghim@ LC:

Chi ky, moc tén cioa ngudi dai dién theo phap luat cta don vi md LC, don vi Gy thac nhap
(néu co Gy thac) hodc ngudi duge Gy quyén (cé van ban Gy quyén hgp |é theo ndi dung &
muc 1), ¢6 déng dau méc tron dd cla cong ty.

Bat ky mot sy slra di nao trén Gidy dé nghi md tin dung thu phai cé chir ky xac nhan cla
dan vi.

Luu y khach hang néu phat hién cé su khac biét gilra ndi dung gidy dé nghi md L/C vdi cac
diéu kién lién quan trong hgp dong.

Trong trudng hop ndi dung cha gidy dé nghi mé L/C khong rd rang, cac diéu kién chi thj co
su mau thuan, NVTTQT phai hudng dan va yéu cau khach hang hoan chinh trudc khi phat

hanh L/C. NVTTQT khéng dugc tu y sira chita hodc bd sung cac chi tiét thay khach hang.

v Hgp dbng ngoai thuong (sao y ban chinh c6 xac nhan cla ngudi c6 thdm quyén va déng dau

méc cta cong ty):

Ngudi diing ra ky két hop dong ngoai thuong phaita ngudi cé tham quyén ky két: ngudi dai
dién theo phap luat cla cong ty, ngudi dugc Gy quyén... cac quy dinh khac theo quy dinh
clia diéu |& cong ty.

Chi¥ ky clia ngudi mua, ngudi ban. (riéng déi voi ngudi mua — ngudi xin md LC: ngoai chi
ky phai dong moc tén va dau moc tron cia cong ty).

Cac quy dinh khac vé hgp dong ngoai thuong theo quy dinh cda Luat thuong mai.

v Hop ddng m@& LC trd ch8m (n8u md& L/C tra chm): chii ky, mdc tén, con diu cua cac bén lién

quan trén hgp déng md L/C trd cham, dau giap lai gilta cac trang, cac ndi dung khac theo quy

dinh clia hgp dong md L/C trd cham (theo mau QTNK/HDTC-07).

Luuy:

Thoi han bao 1anh phdi dugc tinh tir ngay phat hanh L/C tra cham dén ngay dao han thanh
toan. Can c trén thoi han trd cham + ngay giao hang tré nhat/ ngay NH phat hanh nhan
bd chirng tir tr NH nudc ngoai, ... tuy theo tiing L/C cu thé€ ma linh hoat ap dung. Vi du:

1. L/C phét hanh ngay 15/12/2006

HGi phiéu : tra cham 60 ngay sau ngay giao hang

Ngay giao hang tré nhat: 30/12/2006

= Thdoi han bao lanh dugc tinh tir ngay phat hanh L/C dén ngay giao hang tré nhat +

s ngay trd cham =15+60=75 ngay

2. L/C phat hanh ngay 15/12/2006

H6i phiéu : trd cham 60 ngay sau ngay nhin thay hai phiéu.

Ngay hét han L/C: 30/12/2006
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M3 sd. TTTM/HDNK-01
@ Sacombank | HUONGDANKIEMTRAHD SO |
NGAN HANG SAI GON THUONG TiN Ban hanh: 01-20/12/2006)

PHAT HANH LC NHAP KHAU S8 trang: 2/8

= Thdi han bao lanh dugc tinh ti ngay phat hanh L/C dén ngay hét han L/IC + thdi
gian gdi chirng tir+ sd ngay tra cham =15+5+60=80 ngay
e S§ tién ky quy/ s6 tién bao lanh trén hgp ddng md L/C tra cham phai bao gém ca dung sai
cua L/C.

v Bdo hiém ban chinh (frudng hgp didu kién thuong mai quy dinh ngudi m& mua bado hiém):
Ching tir bao hiém dugc phat hanh, ky tén, dong dau bdi cdng ty bdo hi€m hodc cac hang bdo
hiém hoéc dai ly cta hg.

v Gidy d& nghi mua ngoai t& theo mau QTNK/DMNT-12 phai ¢cé dau va chi ky cla chi tai
khdan, chit ky cla ké toan trudng néu cong ty cé dang ky ké toan trudng.

v Trudng hop trong qua trinh giao dich vdi ngan hang, ngudi ky trén cac ching tir coia cong ty
khéng phai la ngudi dai dién theo phap luat cia cong ty, ngudi dai dién theo Gy quyén thé hién
trén gidy phép dang ky kinh doanh, chua dang ky chir ky mau vdi ngan hang, phai cé van ban
Oy quyén hgp Ié.

v Cac chirng tir khach hang xuat trinh phai 1a ban géc hodc ban sao c6 c¢dng ching hodc ban
sao co xac nhan clia ngudi co thAm quyén va déng dau cua t6 chirc do, thuc hién theo quy
dinh hién hanh ctia Ngan hang nha nudc.

v Hb sa phap ly cha cong ty do bd phan ké toan luu khi cong ty dang ky md tai khdan giao dich
vdi Ngan hang, khi kiém tra thdy bt c su thay d6i nao vé hod so phap ly (néu trén), kiém tra lai
vdi bd phan ké& toan, n€u khach hang chua b3 sung cac ching tir lién quan dén viéc thay ddi,
yéu cau bd sung. Cac chiing tir-¢an b3 sung lién quan khac vdi hd sd md LC nhu van ban Uy

quyén... (néu co), luu tai bd phan Thanh toan quéc t& hodc tin dung @ CN/SGD.

2. KIEM TRA NGHIEP VU:
2.1. Ndi hét hidu lyc clia LC (F31C): ngoai trir mot s8 trudng hop dac biét, noi hét hiéu luc cha LC phai

cung nudc vdi NH cliia ngudi thu hudng.

2.2. Ngay hét hidu lic LC, ngay giao hang cham nhat va thdi han xuat trinh ching tir khéng mau thuan
nhau.

2.3. M® ta hang héa (F45A): phai néu rd tén hang hoa (it nhat la tén chung cla hang héa) va digu kién
thuvang mai (trade terms) tranh ghi chi tiét qua rudm ra. Trudng hgp hop déng ¢é qua nhiéu chi tiét
thi ghi “Other terms and conditions as per contract no...dd...”.

2.4. Chirng tir ydu cau (F46A): cac ching tir yéu cau xuat trinh phai day do, chat ché, tranh rii ro cho
khach hang va cho ngan hang. Cac chirng tlr quan trong can luu y:

2.4.1. Chirng tir van tai: Viéc quy dinh xuat trinh ching tir van tai trong LC quyét dinh kha nang nam gilr
16 hang nhap khau cha ngan hang phat hanh. Do d6 néu khach hang ky quy md LC <100% thi

ngéan hang phat hanh phai quy dinh trén ching t&r yéu cau sao cho ¢é thé nam giir duoc 16 hang.

AF0 7“41@«_,




Ma s6: TTTM/HDNK-01
@? Sacombank | HUONG DANKIEMTRAHD SO |-
NGAN HANG SAT GON THUONG TiN Ban hanh: 01_w/12/2006)

PHAT HANH LC NHAP KHAU

S6 trang: 3/8

2.4.1.1. Loai chirng tir van tai cling 1a chitng tir sd hiru hang hoa:
v Ching tir van tai dudng bién-Ocean Bill of Lading
v Ching ti van tai da phuong thire-Multimodal Bill of Lading/Combined Bill of Lading
Dai vdi ioai ching tir nay, diéu khoan vé B/L phai quy dinh giac hang theo Iénh clia Sacombank
“made out to order of Sacombank” d€ quan ly duoc 16 hang. Loai nay chiduogc phat hanh 5i da 3
ban chinh nén dé kiém soat, han ché gian Ian trong viéc nhan hang.

Trong trwdng hgp md L/C cho phép xuét trinh van don theo hgp déng thué tau-Charter Bill of

Lading thi can tu van khach hang dé hi€u rd ban chat cla loai ching ti van tai nay va dé rii ro

trong kha nang nhan hang vi van don nay chi cé day da gia tri khi di kém vdi hgp d6ng thué tau.
2.4.1.2. Loai chirng tir van tai khong la ching tir sd htu hang héa:

v Chuang tUr van tai dudng sat-Railway bill

v Ching tu van tai duong hang khong-Airway bill

v Chirng tir van tai dudng bd-Cargo receipt

v Ching tu giai phong hang héa-Release order

Nhitng chirng tir trén ¢6 thé duoc phat hanh nhiéu ban, kho kiém soat trong viéc gian 1an khi nhan

hang. Ngudi chuyén chd chi giao hang cho bat c ai chitng minh dugc minh dich thuc 1a ngudi

nhan hang. Vi vay:

- DBi v6i ching tir van tadi dudng hang khdng-Airway bill: phai quy dinh “consigned to
Sacombank” va cé bién phap d€ dam bao an toan theo quy dinh hién hanh.

- D6i véi chimg tir van tai dudng sét-Railway bill, Chirng tIr van tai dudng bo-Cargo receipt,
Ching tir gidi phéng hang héa-Release order: hoac yéu ciu khach hang Ky quy 100%, hodc
qui dinh r6 trong L/C Sacombank chi thanh toan khi xuat trinh Bién bdn giao nhdn hang hda
trén d6 cb xéc nhédn cla Sacombank hodc khdch hang ¢6 tai sén dém bdo cho I6 hang (khéng
duoe dung chinh 16 hang nh8p dé 1am t3i sdn dém béo).

D€ Sacombank xac nhan Ién Bién ban giao nhan hang hoa, khach hang phai ndp du tri gia 16 hang

cho ngan hang. Lam nhu vay tranh duge rdi ro khach hang nhan hang xong, khéng thanh toan cho

nudc ngoai trong khi trach nhiém thanh toan van thudc vé ngan hang.
2.4.1.3.Quy dinh vé cudc phi trén chirng tir van tai:

Tay theo tirng digu kién thuong mai (trade terms) ma quy dinh cuwdc phi tra trudc (marked freight

prepaid) hay trd sau ( marked freight collect) trén ching tir van tai.

v Néu diéu kién thuong mai [a EXW, FOB, FCA,FAS thi cudc phi quy dinh trén B/L & F46A phai
la "marked freight collect”.

v Dadi véi cac diéu kién thuong mai con lai: CIF,CIP,CFR,CPT,DAF,DDU,DDP,DEQ,DES thi
"marked freight prepaid”.

2.4.2. Chirng tir bao hiém:
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@ Sacombank | HUONG DAN KIEM TRA HO SO

Ma sd&: TTTM/HDNK-01

NGAN HANG SAt GON THUONG TiN Ban hanh: 01-70/12/2006)

PHAT HANH LC NHAP KHAU

S6 trang: 4/8

2.5

3.2.
3.21.

3.2.2

v Néu diéu kién thuong mai la CIF, CIP thi F46A yéu cau ngudi thy hudng phai xuét trinh chirng
thu bao hiém.

v Néu diéu kién thuong mai la FOB, CFR, EXW thi ngudi md LC phai mua bao hiém.

v Déi véi cac dieu kién thuwong mai con lai (FCA,FAS,CPT,DAF,DDU,DDP,DEQ,DES) néu ching
tir yéu cau & F46A khong bao gdm bao hiém thi yéu cau ngudi md L/C mua bdo hi€ém cho
hang hoa dé han ché rui ro trong qua trinh van tai.

Luu y: Bao hiém phai dugc mua ding theo cac quy dinh hién hanh.

Day chi la phan dinh tuong d6i nham dé kiém soat viéc mua bdo hiém cho 16 hang. Tuy nhién, tuy

theo tung trudng hop cu thé ma cé nhiing qui dinh khac trong L/C vé bdo hiém dé dam bdo an

foan cho hang hoa nhép khéau.

Cam két thanh toan (F78):

v LC tra ngay: cam két thanh toan ngay khi-nhan b ching ti hgp 1é.

v LC tra cham: cam két thanh toan vae ngay dao han.

THUC HIEN MO L/C/ KIEM TRA KY THUAT BIEN MT700:
Téng quat:

v L/C m& phai rd rang, ngan gon, dé hiéu tranh nhiing chi tiét du thira.

v Khi soan dién MT700 can luu y quy dinh cua Swift vé cac field, chirc nang cua field, field bat
budc hay khdng bat budc, cach ghi ngay, thang, mai quan hé vé su hién dién gitra cac field
(néu hai field cung song song tén tai thi dién bi 16i, su hién dién cha field nay budc field khac
phai di kém), cac ky hiéu khong duge dung trong tirng field nhu: = <,>,? -(dau dong),%.&,3 #,;

Chi tiét:

Recsiver: NH nhéan dién phai la NH cé ma khoéa véi Sacombank

v Néu NH théng bao do ngudi mé L/C chi dinh cd ma khoa véi Sacombank thi L/C dugc md truc
ti€p dén NH nay.

v Néu NH thdng bao do ngudi md L/C chi dinh khéng cé ma khéa véi Sacombank thi L/C dugc
md& dén mot NH khac cé ma khda vdi Sacombank, ciing thanh phd, nudc véi NH thdng bao, co
chdrc nang thdng bao LC cho bén th ba. Trong trudng hgp nay NH thdng bao LC dudc thé
hién & F57.

Field 40A: chi s&t dung mét trong cdéc thuat ngl sau:

IRREVOCABLE: khéng huy ngang

IRREVOCABLE TRANSFERABLE: khong hly ngang, chuy&n nhuong

IRREVOCABLE STANDBY: du phong khdng hiy ngang

IRREVOC TRANS STANDBY: du phong khdng hiy ngang va chuyén nhugng
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Sacombank | HUONG DAN KIEM TRAHD §O | & 8¢ TTTWHDNK-01

NGAN HANG SAI GON THUONG TIN , Ban hanh: 01-\.20/12/2006)
PHAT HANH LC NHAP KHAU | 5 an0: 578

Ngoai nhitng thuat nglr néu trén, khdng dugc st dung tir hay cum ti nao khac dé thé hién loai LC,
céac tr cach nhau bang mét khoang trang.
3.2.3. Filed 20: khong dugc bat dau hodc két thuc bang ddu “/” va khdng chira hai ddu “/” lién ti€p nhau.
3.2.4. Filed 31C: néu thiéu field nay ngay gdi dién di nudc ngoai dugc xem la ngay phat hanh. Ngay phai
ghi theo YYMMDD (vi du.: 061002 # ngay 02 thang 10 nam 2006).
3.2.5. Field 31D: Ngay phai ghi theo YYMMDD (vi du.: 061002 # ngay 02 thang 10 nam 2006).
3.2.6. Field 32B: Trong s6 tién phai cé it nhat mot chit s6, phan cach thap phan bang diu phdy “". Ky
hiéu loai tién phai theo tiéu chuin 1SO 4217.
3.2.7. Field 41A, D:
v Chon A: ghi swift code clGia ngan hang.
/ Chon D: ghi t&n, dia chi ctia ngan hang hosic ghi ANY BANK. Khi ghi ANY BANK ma khéng ghi
gi thém nghia la bat ky ngan hang nao trén thé gigi.
v Chon mét trong cac code sau:
BY ACCEPTANCE
BY DEF PAYMENT
BY MIXED PYMT
BY NEGOTIATION
BY PAYMENT
v _Néu dung BY PAYMENT thi mac nhién hiu la “payment at sight”.
v Néu dung BY DEF PAYMENT hodc BY MIXED PYMT thi cac chi tiét cu thé vé thanh toan phai
ghi rd trong cac field tuvong 'ng F42P hoac F42M.
3.2.8. Néu co trudng thanh toan hén hgp F42P hodcF42M thi khong ton tai F42A,D va F42C.
3.2.9. Field 42A,D: chi st dung khi hoi phiéu dugc ky phat cho mét ngan hang, néu héi phigu ky phat cho
ngudi mé& LC phai quy dinh trong F46A.
v Chon A: ghi swift code clUa ngan hang.
v Chon D: ghi tén, dia chi clia ngan hang.
3.2.10. Field 44C: Ngay phai ghi theo YYMMDD (vi du.: 061002 # ngay 02 thang 10 n&m 2006).
¥ Néu ngay hét han giao hang khong phai la ngay cu th€ ma co lich giao hang thi s dung Field
44D.
v Field 44C va Field 44D khéng ton tai song song.

v NE&u khong thé hién ngay giao hang thi maic nhién ngay hét han hiéu luc dugc xem la ngay

" %:'

giao hang cham nhat..
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3.2.11. Field 45A: Né&u ndi dung hang héa qua nhigu MT700 khdng thé hién du thi c6 thé st dung tir 1
dén 3 MT701 dé b3 sung ndi dung MT700.
Vi du:
v MT700 chira F45A thi MT701 chira F46B, F47B.

MT700 chira F46A thi MT701 chira F45B, F47B.

MT700 chira F46A thi MT701 thir nhat chira F45B, MT701 th(r hai chira F47B.

AN NI

MT700 khdng chita F45A, F46A, F47A thi MT701 thi nhat chira F45B, MT701 th(r hai chira
F46B, MT701 thi ba chira F47B.

Luuy:

v Mbi muc madi trong F45A nén dung mét dong mdi va bat dau bang ddu “+”, khéng dugc dung
dau “-”.

v Field 45A, 46A, 47A chi co thé ton tai trong mot MT ma thdi hodc MT700 hoac mdt trong ba
MT701.

3.2.12. Field 46A: thé hién cac chirng tlr yéu cau nudc ngoai xuat trinh. Néu ndi dung qua nhiéu MT700
khong th& hién du thi co thé si¥ dung tir 1 dén 3 MT701 d€ b3 sung ndi dung MT700 (tuong tu
F45A).

3.2.13. Field 47A: nhitng diéu khoan, diéu kién ctia LC nhung khéng co field riéng dé€ ghi hodc ghi khong
du trong cac field riéng dé sé ghi vao F47A. Néu ndi dung qua nhigéu MT700 khéng thé hién du thi
co thé st dung tir 1°d€n 3 MT701 d& bd sung ndi dung MT700 (tuong tu F45A).

3.2.14. Field 71B: Chi diing dé& thé& hién cac khodn phi do ngudi thu hudng chiu.

Luu y:Néu thi€u field nay thi tat ca cac loai phi, ngoai trir phi chiét khau va phi chuyén nhugng, do
ngudi md LC chiu.

3.2.15. Field 49: Chon mét trong 3 code:

WITHOUT
CONFIRM
MAY ADD

3.2.16. Field 57: N&u ngan hang thdng bao do khach hang chi dinh khéng ¢ ma khéa vdi Sacombank
thi F57 thé& hién t&én ngan hang théng bao.

3.3 Céac diém can luu y khi mé& LC xac nhan (LC Confirm)

Théng thudng xudt phat tr yéu cau cua ngudi ban, ho khong tin vao kha nang thanh toan cua
ngan hang phat hanh hodc do tap quan, cac qui dinh riéng clia Nha nuwdc nudc xuat khau ... nén
yéu cau mdt ngan hang khac (ngan hang Ion, tiém luwc manh hodc ngan hang ngudi xuat khau tin
cay) xac nhan L/C nhdm dao bao kha nang thanh toan sau khi ngudi xuat khiu giao hang va xuat
trinh chirng tur.

3.3.1. Céc budc thyc hién trude khi md LC confirm

4 OI/J@;
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Khi phat sinh yéu cau md LC confirm ti* khach hang, NVTTQT yéu cau khach hang cung cap cac
théng tin can thiét lien quan dén LC confirm nhu: NH thdong bao LC, tén ngudi md, ngudi thu
hudng, tri gia LC, ngay giao hang, ngay hét hiéu lic LC, tén hang héa, ...

Cac budc thuc hién lién lac vé viéc m@ LC confirm nhu sau:

Budc 1: NVTTQT cung cap céc théng tin lién quan d&n LC confirm cho TTV béng email hoac fax.

Buéc 2: TTV lap phi€u d& nghi va gdi email song song dé cung cap cac thong tin trén cho ngudi

dugc chi dinh BP.QHQT & QHCC.

Budc 3: BP.QHQT & QHCC lién lac vdi cac NH dai ly vé viéc xac nhan LC va thong bao két qua

cho TTV bang email.

Budc 4: TTV email théng bao két qua cho NVTTQT, in ra va luu tat ca cac mail lién quan két qua

confirm L/C.

Buéc 5: NVTTQT thong bao khach hang va thuc hién md LC.

Luu y: TTV ta dau maéi @€ tiép nhan théng tin t&r CN va BP.QHQT & QHCC, chiu trach nhiém theo

ddi két qua xac nhan ti BP.QHQT & QHCC dé théng bao kip-thdi cho CN vé két qua confirm L/C.

3.3.2 Céciuuy ve nghiép vu

v Dé&i vdi LIC confirm yéu c¢au cho phép thanh toan bang dién s& co6 ri ro han so vdi LC thong
thudng bdi vi ngay khi nhan dién doi tién cla ngdn hang confirm xac nhan bd chitng tir hoan toan
hop & thi ngan hang phat hanh phai thanh todn mac du chua nhan dugc bd chirng ti. Vi vay,
trong trudng hop nay d€ dam bao c¢é di.ngudn thanh toan thi:

- ~Yéu cau khach hang ky quy 100% hodc cam két thanh toan ngay khi nhan dugc dién doi tien

ctia NHNN va ¢6 han muc tin dung d€ dam bao.

- Trudng hop khach hang-dung han mdc tin dung dugc cip dé€ thanh toan, tai thdi diém phat
hanh LC, han mirc tin dung con du d€ dam bao thanh toan thi phai phong tda han muc tin dung
béng tri gia LC ¢dng dung sai (néu ¢o).

v NVTTQT phai kiém tra ky cac diéu kién va digu khoan trén LC confirm, xem c¢6 diém nao bat Igi
cho NH hoac cho khach hang d€ dua ra hudng x&t ly phu hap.

v NH khéng khuyén khich viéc m& L/C confirm vdi digu khoan cho phép doi tién bang dién. Chi khi
nao khach hang hoac NHNN yéu cau thi mdi cho doi tién bang dién nhung phai thuc hién mot
trong hai yéu ciu trén cla NH.

3.3.3. Cac luu y vd ky thuat dién

N&i dung cha L/C xac nhan ciing gidng L/C thdng thudng, tuy nhién do yéu cau clia ngan hang xac

nhan, Ity y ¢6 khac biét & mot s8 diém sau:

v Field 41D: co6 gia tri thuong lugng tai

CONFIRMING BANK

BY NEGOTIATION

1% //W
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v

v

<

Field 47A:diéu kién thém
+ THIS L/C IS CONFIRMED BY CONFIRMING BANK (thé hién tén ngan hang confirm)
+ ALL CONFIRMING CHARGES ARE FOR .....(t&n Bon vi chiu phi confirm)
+ TT REIMBURSEMENT IS ALLOWED (néu c6 yéu cau, binh thudng 1a TTR NOT ALLOWED).
Field 49: chi thi xac nhan
CONFIRM
Field 78: chi thi thanh toan trong trudng hap cho phép doi tién bang dién:
+ WITHIN 03 WORKING DAYS AFTER RECEIVING CONFIRMING BANK'S AUTHENTICATED
SWIFT MESSAGE STATING THAT THE DOCS COMPLY WITH ALL TERMS AND CONDITIONS
OF THE CREDIT AND THAT ALL DOCS HAVE BEEN FORWARDED TO US BY COURIER
SERVICES, WE WILL REMIT THE PROCEEDS AS PER THE CONFIRMING BANK'S
INSTRUCTIONS.

CACBIEM CAN LUU Y:

Trudng hgp bao lanh thanh toan tra cham: viéc phat hanh L/C chi duoc thuc hién khi hoan tit ho

so cam cd, thé chap tai san dé NH bao lanh. Phi béo 1&nh duwdc thu ngay Iic hoan tat hop ddng
bao lanh va khong duge hoan laivi bat cir Iy do gi.

Trong moi trvdng hop GDV phai phai kiém-tra so tién ky quy trwde khi phat hanh L/C.

Chon NH thong bao/ NH thudng lirgng néu khach hang khéng chi dinh.

Trong trrdng hop phat hanh L/C bang thu phai cé chiy ky hitu quy&n (theo ding quy dinh clia NH
va st dung ndi dung gidng mau dién swift MT700, MT701). Trudng hop phat hanh ban tém tat
L/C, con chi tiét glri sau s dung mau dién MT705. L/C phat hanh bing telex c6 ma khéa va

béng thu phai dan chiéu ban sira d8i moi nhat.

TS
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1. SO PHAT HANH L/C NHAP KHAU:
Bao gdm céc cdt theo thr ty sau day:
“sO THU TU~
“NGAY PHAT HANH"

“TEN NGUOI MO™

“TEN NGUQI HUONG"

*s@ L/C”

*L/C TRA NGAY/ TRA CHAM"

“TEN HANG HOA"

“NUOC XUAT KHAU"

“TRI GIA L/C"

“TRI GIA L/C SAU KHI TU CHINH TANG HOAC GIAM®
“GHI CHU KHAC"

2. S6 THEO DOI CHUNG TU L/C NHAP KHAU:
2.1. MAU S6: Bao gdm c4c cdt theo th ty sau day:

*sO THU TU”

“NGAY NHAN CHUNG TU"

“TEN VA SO BIEN LAI PCN”

“TEN NGAN HANG GO CHUNG TU”

“TEN NGUOI MO™

“TEN NGUOI HUONG®

s uc*

"L/C TRA NGAY/ TRA CHAM"

“TEN HANG HOA"

“NUOC XUAT KHAU"

“TRI GIABCT"

“NGAY THANH TOAN"

“NVTTQT KY NHAN"

“GHI CHU KHAC"

2.2. MAU DAU (d6ng trén thu doi tidn):

CHUNG TU PEN
S0......0. Ngay.............

477
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v S8 1a s6 thit tu trong s6 THEO DOI CHUNG TU L/IC NHAP KHAU trong ndm hién hanh
cua chi nhanh.

v Ngay: 1a ngay NVTTQT ky nhan bd chirng tir tir don vi phat chuyén nhanh (PCN).
NVTTQT ky nhan: 1a ch ky ctia NVTTQT CN ky xac nhan da nhan b ching tir gdoc tur
nhan vién ghi ching tir dén trong ngay tai CN.

3. S6 THEO DOI CHUNG TU NHO THU NHAP KHAU:
3.1. MAU S6: Bao gbm céc cdt sau day:
*sO THU TU"
“NGAY NHAN CHUNG TU"
“TEN VA SO BIEN LAl PCN”
“TEN NGAN HANG GOl CHUNG TU™
“TEN NHA NHAP KHAU"
“TEN NHA XUAT KHAU"
“PHUONG THU'C THANH TOAN”
“TEN HANG HOA"
“NUGC XUAT KHAU”
“TR| GIA BCT”
“NGAY THANH TOAN"
“NVTTQT KY NHAN"
"GHI-.CHU KHAC"

3.2. MAU DAU (d6ng trén thu ddi tign):

CHUNG TU DEN
S6..ciiins Ngay.......... 5

v S8 1a s8 tht tu trong s THEO DOI CHUNG TU NHGO THU NHAP KHAU trong ndm hién
hanh cua chi nhanh.

v Ngay nhan chiing tir 1a ngay nhan vién ngan hang ky nhan bd ching tir tr don vi phat
chuyén nhanh (PCN).
Phuong thire thanh toan:la BCT nhd thu theo phuong thirc D/A hay D/P
NVTTQT ky nhan: 1a chir ky cta NVTTQT CN ky xac nhan da nhan bd chirng tir géc tir
nhan vién ghi chitng tir dén trong ngay tai CN.

4, SO THEO DOI THANH TOAN L/C TRA CHAM:

“s6 THU TU"
A7 z ,(2
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“TEN CONG TY"
“s0 uc”
“TRI GIABCT"
“NGAY BAO HAN"
“NGAY THANH TOAN"

5. SG THEO DOI THANH TOAN D/A:
*sO THU TYU"
“TEN CONG TY"
*sO DIA"
“TRI GIA BCT"
“NGAY DAO HAN"
“NGAY THANH TOAN"
Luuy:

v DG6i vdi mau sb 4 va 5, tuy theo cach quan ly hd so-ctia bd phan TTQT CN, méi NVTTQT

cé thé lap s6 riéng theo mau trén hoac tao file dé theo déi trén may tinh hodc cach khac d&

¢6 thé theo ddi vanhac nhd khach hang thanh toan dang han.

6. DAU KY HAU VAN BON:

DELIVERTOTHEORDEROF

PLACE - DATE -
FORANDBEHALFOF =
SAIGON THUONGTIN COMMERCIAL JOINT STOCK BANK

AUTHORIZED SIGNATURE(S) ey

Luuy:

v

v
HANOI CITY, LONG AN PROVINCE

v “DATE": ghi ngay ..thang.. nam.. ky hau

179

Sau “TO THE ORDER OF" Ia tén clia cong ty ma@ L/C, thé& hién trén dién MT700 va van don
“PLACE”. Tinh hodac Thanh phd noi chi nhanh dat tru sd giac dich. Vi du: HOCHIMINH CITY,
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7. DAU XAC NHAN MA BUNG:

 MABUNG | PTTIM

8. DAU XAC NHAN CHU KY, CON DAU:

CHU KY.VA DAU KY TEN .
eone T

9. DAU XAC NHAN HO SO TRONG HMXL CHI NHANH:

T —————————

HO SO TRONG HMXL CHI NHANH

| DUY&T

10. DAU DA THANH TOAN:

'DATHANH TOAN

Ngay.....thang......... nam.....

st

180
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1. COSOTHUCHIEN :
Can cir d& kiém tra bd chirng tir xuat trinh theo thu tin dung nhap khau:
¥ Ban gdc thu tin dung va céc tu chinh (néu c6) da dugc phat hanh.
v Cac quy tac do Phong Thuong Mai Qudc Té (ICC) phat hanh:
- Quy tic thuc hanh va théng nhét vé Tin dung chiing tir, s6 xuat ban 500, goi tét 14 UCP500
- Thuc hanh Ngan hang theo Tiéu chun Qudc 18 vé ki€ém tra chirng 1t cia Tin dung thu, goi
tét la ISBP
- Cac tai liéu tham khao va cac théng 1& qudc té lién quan.,
2. CACBUGC TIEN KIEM:
2.1. Trude khi thuc hién kiém tra ndi dung bd chimg tir, giao dich vién thanh toan qudc t8 tai cac Chi
nhanh/SGD phai kiém tra cac diém sau:
v BO chirng tUr xudt trinh c6 dang L/C dang kiém khong.
Thdi han hiéu lyc cua L/C
v Ngay giao hang tré nhat
v Thdi han xudt trinh chitng ti¥, noi xuat trinh ching tur
v' Tri gia bd ching tir c6 pht hgp véi tri gia L/C: cé phu hgp vdi dung sai cho phép? Bugc phép
giao hang ting phan khéng? Néu duoc phép giao hang nhiéu Ian thi kiém tra tdng gia tri cac
bd chitng tir da xuat trinh vuwgt quy dinh khéng?
v Cac diéu khoan dac biét clia L/C
v' _Cdéc ching tir xuat trinh theo yéu cau cta L/C (luu y s8 lugng ban chinh va ban copy)
2.2, DPidn c4c thdng tin can thiét vao Phi§u kim chang tir nhap kh&u mau QTNK/PKCT-10
3.  KIEM TRA NOI DUNG CHUNG TU:
Giao dich vién tién hanh kiém tra cac chitng tir do L/C y&u cau xut trinh va néu rd tat ca cac BHL
trén Phigu ki€ém chirng tir (néu co).
Cac ndi dung co ban cin kiém tra trén chiing tu:
3.1. H&i phiéu (DRAFT)

v Noi dung héi phiéu ky phat phai dling yéu cau L/C : thdi han thanh toan phai theo ding yéu cau
cla LC, s tién bang chir va s6 phai khdp nhau va khéng vuot qua sé du L/C, cé ghi ngay va
noi ky phat, bén tra tién va bén nhan tién ding quy dinh L/C, ¢ ghi chi theo yéu cau L/C.

v Ngudi ky phat : phai l1a ngudi thu hudng LC.

v Trir khi L/C quy dinh khéc, s6 tién ghi trén hdi phi€u phai bang s& tién ghi trén héa don thuong
mai.

v Ky hau day du (néu can).

v Cac diém khac theo yéu cau cta LC, ISBP va UCP500.

48 1 /)’WA@_,
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3.2.

3.3.

34.

34.1.

Héa don (INVOICE)

v Trir khi ¢é quy dinh khac trong L/C, héa don thuong mai :
—  Phai do ngudi thu hudng LC 1ap va khong can ky néu LC khéng yéu cau.
—  Phai ghi tén ngudi dé nghi mg L/C.

v M5 ta hang hoa phu hgp véi md ta hang héa trong L/C va khong mau thudn vdi cac ching tir
khac, dac biét la ching tir van chuyén hang héa (luu y tén hang, s6 lugng, trong luong,...)

< Phai ghi diéu kién giao hang theo L/C quy dinh.

v Loai tién trén invoice giéng trén LC.

< Tiéu dé khéng néu “Pro-forma” hodc “Provisional” invoice.

v Céac diém khac theo yéu cau L/C, ISBP va UCP500.

Bang k& d6ng go6i bao bl (PACKING LIST)

v Liét ké tat ca cac loai hang hda ghi trén hdéa don va ghi cach déng goi, kién, trong luvong
rong/tinh hgp vdi chirng tir van tai.

v Khoéng méau thuén vai chirng tir khac.

< Ghi tén ngudi glri hang/nhan hang theo dung quy dinh L/C.

Chirng tir van tai:

Cac loai chirng tr van tai:

v Van tai don dudng bién/hang hai (Marine/Ocean bill of lading).

v Ching thu dudng bién khéng chuyén nhugng dugc (Non-Negotiable Sea Waybill).

v Van tai don theo hop ddng thué tau (Charter party bill of lading).

/' Chiing tir van tai lién hop (Multimodal Transport Document).

v Chirng ti van tai hang khéng (Air Transport Document).

v Chirng tir van tai duong song/ dudng st/ dudng bo (Road/Rail/lnland Waterway Transport
Document).

v Bién lai buu dién (Courier and post Reciepts).

v Chitng tir van tai do ngudi giao nhan phat hanh (Transport Document issued by Freight
Forwarders).

V&n tai don dudng bién/hang hai (Marine/Ocean bill of lading): 1a ching tir van tai thé hién qua

trinh van tai hang hoa tir 1 cang bién dén 1 cang bién bang tau thay.

v Thé hién day du va chinh xac cac yéu cau cla L/C.

v Thé hién day du tén consignee, notify party dang nhu LC quy dinh.

v M6 ta hang héa chung ddng nhu LC quy dinh va khéng mau thudn véi chirng tr khac.

v Cudc phi tra trudc (freight prepaid) hay tra sau (freight collect) ding nhu LC quy dinh.

v Puoc ky theo quy dinh clia diéu khoan 23a.i, ii cia UCP500.

4R OMAM,_
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34.2.

34.3.

34.4.

v Né&u van tai don co ghi tau du dinh (intended vessel) hodc cang du dinh (intended port) thi phan
ghi chd “on board"/"shipped on board” phai ghi thém tén tau hodc tén cang lén hang tuong tng
dung quy dinh L/C.

v Ky hau van tai don dang quy dinh.

< Van tai dan khong dugc ghi chu 1a ty thudc vao hgp dong thué tau.

v Cac diém khac theo yéu cau clia LC, ISBP va UCP500.

Chiing thu dudng bién khéng chuyén nhugng dugc (Non-negotiable Sea Wayhbill):

v Van don nay khéng c6 chirc nang sd hitu hang hda, khdng ¢é chirc nang luu thdng. Loai van
don nay thuong duoc ap dung trong trudng hop cang bién gilta hai nudc xudt nhap khau rat
gan nhau dan dén tinh trang hang dén cang nhung ching t&¥ qua ngan hang chua dén kip, cé
thé gay cham tré ach tic trong viéc nhan hang. Hang sé dugc giao cho ngudi nhan hang ghi
trong hd so van tai khi ho dudc xac thuc ma khéng can xuét trinh ching tr géc cta van don
dudng bién.

v Moi budc kiém tra khac (chit ky, su xac thuc, thé hién hang héa, cang béc dd, chuyén tai...)
déu duoc thuc hién gidéng nhu van don dudng bi€n ¢é luu thdong (Marine/ocean Bill of Lading).

Van tai don theo hop ddng thué tau (Charter Party Bill of Lading):

v Loai van don nay khdng.cé gia tri doc 1ap ma luén phu thudc vao didu khoan va diéu kién cua
hop déng thué tau. Do d6 ngan hang chl chdp nhan vén don ndy khi tin dung thu cho phép xuft
trinh.

v Dai twgng dugc quyén ky phat loai van don nay la thuyén trudng hodc chil tau hay dai ly cta ho
chit khong phai la ngudi chuyén chd. Do vay van don nay co thé khdéng ghi tén ngudi chuyén
chd. Cha tau cé thé ky hodc ty quyén cho thuyén trudng ky phat van don hay dai ly ky nhan
danh chi tau hodc thuyén trudng. Viéc ky phat, cach dién dat cla ngudi ky phat twong tu van
don'dudng bién co Iuu théng.

< Trong moi trudng hdp, van don nay khong cé chuyén tai.

v Ngay c3 khi tin dung thu yéu cau xuat trinh hgp dong thué tau lién quan téi van don, ngan hang
s& khong kiém tra hgp dong thué tau do, chi chuyén giao ma khéng chiu trach nhiém gi.

v Kiém tra cac ndi dung khac clia van don giéng nhu van don dudng bién cé luu thdng.

Chitng tr van tai lién hgp (Multimodal Transport Document):

v Loai ching tUr van tai nay ap dung cho qua trinh van tai tir noi dau tién dén noi cudi cing véi su
tham gia cta nhiéu phuong tién, nhiéu loai hinh van tai qua nhiéu noi khac nhau (ti hai trd 1én).
Ngan hang cé th chdp nhan ching tir nay voi bat ky tén goi nhu thé nao mién la phai thé hién
dugc it nhat hai chang dudng cla hai phuong thic van tai.

v Déi tugng duge ky cdp ching ti nay la ngudi chuyén chd, thuyén trudng hay ngudi digéu hanh
phuong tién van tai da phuong thic - (PTVTDPT). Nguoi diéu hanh PTVTDPT la bat ci ai ky
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34.5.

3.4.6.

v

két hgp ddng van tai da phuong thilc — (VITDPT) va chiu trach nhiém chuyén chd tir noi giao
hang dau tién dén ngi nhan hang cudi cung nhu la ngudi chuyén chd.

Trong sudt chang dudng, chi hang sé dugc cdp mot chirng tir van tai tir noi giao hang dau tién
dén noi nhan hang cudi cung. Gitra tirng chang dudng chuyén chd, cac hang van tai hodc dai ly
sé€ lam thu tuc giao nhan cho nhau theo nguyén tac van tai lién hop ma chit hang khéng can
biét. Viéc th€ hién tén, chirc ndng ngudi ky phat chirng tr VTDPT tuong duong viéc thé hién
van don dudng bién.

Khac vai van don thudng, chirng tr VTDPT cho phép ghi tau chd hang theo du kién ma khdng
can ghi “da boc” 1én tau dé nhung vdi digu kién tau nay khéng phai la phuong tién van tai dau
tién caa hanh trinh.

Khac vdi van don theo hgp déng thué tau, van don van tai lién hop luén bao ham chuyén tai
nén du tin dung thu khéng cho phép chuyén tai, van dan van khéng bi coi la bat hop 18.

Céc ndi dung khac ki€m tra tuong tu van don dudng bién ¢6 luu thdng (Ocean Bill of Lading).

Chirng tir van tai hang khéng (Air Transport Document):

v

v

Chirng t&r van tai hang khéng khéng ¢6 chirc nang sd hitu hang héa, khdng cé chic nang lwu
théng (non-negotiable). Ngudi chuyén chd lap bd van don hang khéng — (VDHK) gém nhiéu
ban. Ngudi xuat khdu sau khi giao hang nhan ban 3 (Original 3) xuét trinh cung vdi cac chiing
tir khac d€ dugc thanh toan theo tin dung thw. Do vay sé khong c6 “Full set of airway bill". Vi
chirng tir van tai hang khong khong c6 chifc nang sd hitu hang hoa va hang sé dudc giao cho
bat c(r ai chirng minh dugc minh la ngudi nhan hang dich thuc nén nhdm ngan chén truong hop
ngudi mua nhan hang khi chua thanh toan, tin dung thu can yéu cau VDHK xuét trinh phai c6
cau “consigned to issuing bank”.

VDHK chi can ghi “da nhan hang dé chuyén chd” 1a du chit khdng can ghi “ da bac” nhy van
don dudng bién. Ngay ky VDHK la ngay giao hang. N&u ngan hang yéu cau trén VDHK phai ghi
“ngay goi hang dithuc sy” (actual date of shipment) thi ngudi cdp van don sé ghi cu thé ngay
d6 va chi cadp VBHK dung ngay d6 ma thdi di hang da dudc chuyén giao trudc do.

Cac diém khac theo yéu cau cia LC, ISBP va UCP500.

Chirng tir van tai dudng sbng/ dudng sit/ dudng bd (Road/Rail/inland Waterway Transport

Document):

v

v

Cac chung t van tai nay khong cé gia tri sd hitu hang hoéa, khong cé gia tri luu théng nén
khéng can thiét phai ghi tdng s& ban phat hanh (khéng yéu cau Full set of...) nhu van don
dudng bién, van don lién hgp. Ngan hang sé chap nhan bat cif bao nhiéu ban xu4t trinh va xem
la ban goc néu chirng tir dé khéng déng dau “copy”.

Chi c6 ngudi chuyén chd (hdng van tai hoac chii phuong tién van tai) méi duoc quyén ky cap.
Néu cac dai ly duoc uy quyén ky nhan danh ngudi chuyén chd thi ngudi ky phai néu rd tén,

quyén han, chltc nang clia minh.
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v Ciing nhu cac loai chitng tir van tai khac, ching tir van tai — (CTVT) loai nay déu phai ghi rd tén
ngudi chuyén chd va/hodc cé déng dau da nhan hang (Reception stamped) hodc nhitng biéu
hién khac vé viéc nhan hang clia ngudi chuyén ché.

v Ngay giao hang theo tin dung thu — (TDT) la ngay cdp CTVT. Tuy nhién, trén CTVT néu co
“d&u nhan hang” (reception stamp) cua ngudi chuyén ché thi ngay nay chinh la ngay giao hang.

v Ngay ca khi TDT cam chuyén tai, ngan hang van chdp nhan loai chirng tir van tai nay co ghi la
chuyén tai s& hodc cé thé xay ra mién la chi c6 mét chiing tir van tai duy nhat, bdng va cung
mot phurong thirc van tai dugce st dung cho toan bd hanh trinh.

3.4.7. Bién lai buu dgién (Courier and post Receipts):

Loai chirng tir nay phai dugc thé hién trén bé& mat tén cua ngudi chuyén chd hodc hang dich vu,

dugc dong dau hoac xac thuc va ghi ngay tai noi ma TDT quy dinh hang héa sé duoc gui di va

ngay dé sé dugc coi la ngay bdc hang hay giao hang. Néu TDT yéu cau phai thé hién “hang da
dugc nhan dé€ giao” thi trén chitng tlr phai thé hién ngay déng géi hang hay ngay nhan hang hay
nhitng tir tuong tw, ngay d6 dugc coi la ngay xép hang hay ngay.giao hang.

3.4.8. Chirng tr van tAi do ngudi giao nhan phat hanh (Transport Document issued by Freight

Forwarders)

Trir khi TDT cho phép, ngan hang chi chadp nhan ching tir van tai do ngudi giao nhan phat hanh

néu no thé hién rd trén bé mat:

v Tén ngudi giao nhan véi tv cach 1a ngudi chuyén chd hay ngudi digu hanh PTVTBDPT va duoc
ky tén hay xac thuc bdi ngudi giao nhan véi tu cach la ngudi chuyén chd hay diéu hanh
PTVTDPT.

< Tén ngudi chuyén chd hay ngudi diéu hanh PTVTDPT va dudc ky tén hay xac thuc bdi ngudi
giao nhan voi tu cach 1a dai ly dich danh thay mat hay nhan danh ngudi chuyén chd hay ngudi
diéu hanh PTVTDPT.

3.5. Chirng tir bdo hi8m (INSURANCE DOCUMENTS) :

Cing nhu van don dudng bién hodc van don da phuong thirc, chirng tir bdo hiém la chirng tir co6

thé chuyén nhugng dugdc. Ngudi ban 1a ngudi dugc bao hiém (the issured) s& chuyén nhuagng

quyén doi boi thudng bao hi€m cho ngudi mua bang cach ky hau chuyén nhugng chitng tir bao
hi€ém. Ngudi mua duoc quyén doi bdi thuding néu cé tén that hang héa.

Néu chirng tir bdo hi€m thé hién la dugc phat hanh nhidu hon mdt ban gdc thi tat ca cac ban gdc

phai dugc xuat trinh trir khi TDT quy dinh khac.

Chung tir bao hi8m co cac loai sau day:

v Chiing nhan bao him (Insurance Certificate) : Chirng tir nay dugc cdp vdi méi chuyén hang
cu thé dua trén co sd mét hop ddng bao hiém bao.

¥ Phiéu bao hiém ngd (Declaration under open cover): Bao hiém ngd duoc dung khéng phai cho

tirng chuy@&n hang ma toan bd cac 16 hang dugc giao trong mét thdi han xac dinh. Khi thuc
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hién bao hiém cho tirng chuy&n hang, ngudi bao hiém cép phiéu bdo hiém theo bdo hiém ngd
da ky. Phiéu bdo hiém ngd chi co gia tri higéu lyc cing vdi gidy cam két ciia Cong ty bao hiém
la sé& cdp bao hiém don cho ngudi dugc bao hi€m.

v Phiéu bao hiém (cover note) : La chirng ti¥ bao hiém tam thoi cdp cho ngudi duge bao hiém,
do ngudi moi gidi bao hidm ky phat trong khi cho 1ap bdo hi€m don. Phiéu bdo hiém khong co6
gia tri lvu théng, khéng co gia tri phap ly di vai tda an, do vay ngan hang sé tir chdi néu TDT
khong quy dinh cu thé.

v Bao hiém dan (Insurance Policy): Bao hiém don th& hién dugc tat ca cac diéu khoadn cd ban
cta hdp ddng bao hiém. Vi vay néu co kién tung, tda an chi can cén cit vao bao hiém don dé
xét x{t chir khéng can hgp doéng bao hiém.

Bdo hiém don dang duoc st dung phd bién nhat vi n6é hoan chinh va c6 gia tri nhat, dic biét
khi xét xt¢ tranh chdp. Nén néu TDT yéu cau cu thé xuat trinh chitng nhan bao hi€m hay phiéu
bao hiém ngd thi ngan hang c6 quyén chdp nhan bao hi€m don xuat trinh thay thé.

Cac ndi dung can kiém tra trén chirng tir bao hiém:

J/ Bao hiém phai dudc phat hanh va ky bdi Cong ty bao hiém, hodc ngudi bdo hiém, hodc dai ly

cua ho.

J Trigia, loai tién, diéu kién bao hiém dung nhu LC quy dinh.

+ N&u TDT khong néi khac, chitng tir bao hiém ky phat sau ngay giao hang sé bi tir chéi. Tuy
nhién ngan hang sé chap nhan ching tir bao hi€m ky phat sau ngay giao hang nhung cé diéu
khoan ghi rd gia tri hiéu lwc clia n6 bat dau tir ngay giao hang.

v L6 trinh bao hiém khéng mau thudn véi cac ching tir khac, dac biét vai chitng tir van tai.

v Hanghéa dwgc bao hiém phii‘hgp véi LC.

Luuy:

3.6.

3.7.

v DU TDT khéng ghird viéc ky hau, ngan hang ludn xem xét d& dam bao chiing tir bao hiém Judn
duwgc chuyén nhugng cho ngudi md TDT.

v Cac diém khac theo yéu cau cua LC, ISBP va UCP500.

Gidy chirng nhan xudt x* (CERTIFICATE OF ORIGIN):

v Chiing nhan xuét x¢ phai duoc phat hanh bdi don vi ma tin dung thu quy dinh. Thong thudng
gidy chirng nhan xudt x(* do Phong thudng mai céng nghiép nudc xudt x&¢ cdp. Nhung ngan
hang sé& chadp nhan gidy ching nhan xudt x¢ do ngudi thy hudng cdp néu LC khdng chi dinh
ngudi phat hanh. Luu y chitng tir nay phai dugc ky va ghi ngay thang.

¥ Tat ca cac yéu cau cta LC ddi vdi chiing tir nay phai thé hién day da. Noi dung, s6 liéu ghi trén
chirng tir nay phai khéng dugc mau thudn vdi cac chirng tir khac cua LC.

v Phai néu rd xuit xir cia hang héa dung nhu LC quy dinh.

v Céc diém khac theo yéu cau cua LC, ISBP va UCP500.

Céc gifly chirng nhan khac:
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Chirng tUr co thé dugc ky, dong dau hodc khdng tuy theo quy dinh cla LC nhung bat ky chiing ti

nao cling phai thda man cac yéu cau sau:

v Cé tiéu dé phu hgp va ngay thang phat hanh.

¥ Phai thé hién dung va day da cac yéu cau cla LC vé ngudi phat hanh, md ta hang hda, va cac
yéu cau khac. Néu LC khéng quy dinh ngudi phat hanh, ngan hang sé chdp nhan chitng tu
nhu da xuat trinh mién 1a ndi dung s liéu trén ching tir khéng mau thudn nhau va khdng mau
thuan véi cac chiing tir khac.

v Cac diém khac theo yéu cau clia LC, ISBP va UCP500

/8F /ZuJQ-__
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v Céc chirng tir trong bia hd so duoc luu theo trinh tu thdi gian phat sinh, luu tir dudi 1én.

v Cac chiing tir lvu phai cé day du ndi dung, chit ky hop phap, hop & va dugc trinh duyét ding
cdp ¢6 thdm quyén.

v Cac chiing tr khach hang xudt trinh phai [a ban goc hodc ban sao cé cong chitng hodc cé xac
nhan ctia ngudi cé thdm quyén va ddng dau cua td chiic do, thuc hién theo quy dinh hién hanh
cua Ngan hang nha nudc va NH SGTT.

v Quy dinh vé cach sap x&p ban dién di (1a cac buc dién do NH SGTT gdi dén cac NHNN) cla
hd so trong pham vi huéng dan nay dugc hidu la bao gdm ban théo dién da cé day di cac chr
ky thdm quyén va ban dién da di ra nudc ngoai, ban dién phai day du ndi dung so véi ban thao
tuong (ng. Ban thdo tuong ng dugc iuu ngay bén dudi ban dién.

v Khi nhan lai cac buc dién di duge in ra ti Swift tai P.TTTM, TTV chiu trach nhiém ki€ém tra dién
Nack trudc khi luu hd so. N&u dién bi Nack, nhanh chéng thong bao vai KSV dé€ xt Iy kip thdi.

v Cac buc dién di dugc in ra tai Chi nhanh sé giao khach hang 1-lién va lién con lai cé ky nhan
cua khach hang CN luu ( ngoai trlt trudng hgp khach hang khéng nhan dién thi cac blc dién
Juu khéng c6 ky nhéan).

A. HO SO LUU TAI CHI NHANH

1.  L/C NHAP KHAU
1.1.  Mét ngoai bla hd so LC nhap khdu dign 03y a0 c4c thong tin theo miu QTNK/BLC-24:
- Tén khach hang.
- S6LC.
< Ngay mé L/C.
- Trigia LC.
- Kyquy, Ty lé
- Ngay tu chinh.
- Ngay hét hiéu luc.
- Gia tri moi.
- Ngay nhan BCT, Tri gia BCT, Ngay thanh toan, S6 du L/C, S& du ky quy.
- Ngay phat hanh thu bao lanh, Tri gia bao lanh (néu co).
- Ghi chud dac biét (tinh trang BCT: bat hop 1&, da tat toan, hily hodc ghi chi khac).
1.2 Mat trong bén trai bla hd so L/C nhap khdu luu cac chimg tir sau theo trinh tu théi gian phat sinh
ttr dudi 18n;
- Phiéu xuat nhap ngoai bang luu géc bén dudi theo thi tu thai gian phat sinh tir dudi 1én trén.
- Ban dién L/C.
- Ban dién tu chinh L/C, htly L/C theo th tu thdi gian phat sinh (néu c6).
1.3. Mat trong bén phai bia hd so L/C nhap khiu luu céc chitng tir sau theo trinh ty thdi gian phét sinh
tlr dudi l8n:
1.3.1. Hd so lién quan phéat hanh L/C va tu chinh L/C (néu cb):

- Hgp dong m@ L/C tra cham (néu cd).
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1.3.2

- Phuong an kinh doanh (néu co).

- Chirng tir bao hiém (néu co).

- Hgp dong ngoai thuong.

- Giay d& nghi ma L/C.

- Ban sao gidy dé nghi mua ngoai té (néu co).

- Lénh trich ky quy.

- Ta trinh phat hanh L/C (mau danh cho chi nhanh) va td trinh phat hanh L/C (m3u danh cho
P.TTTM) c6 duyét thuan cha Cap cé thdm quyén (néu cd).

- Ban dién MT 730 (néu cd).

- Phu luc hgp d6ng m@ L/C trd cham (néu tu chinh tang tién L/C trd cham)

- Gidy dé nghi tu chinh L/C cta khach hang (néu cd)

- Td trinh tu chinh (m&u danh cho P.TTTM) c6 duyét thuan cta Cdp coé thdm quyén (néu co).

- Gidy dé nghi hly L/C, tra soat (néu c0).

- Ban dién tra soat theo thi tv thoi gian phat sinh (néu co).

- Pién dén cua ngan hang nudc ngoailién quan dén phat hanh, tu chinh, hiy L/C theo thir ty thoi

gian phat sinh (néu ca).

.H® so thanh toén:

- “Gidy d& nghi ky hau B/L hoac thu bao 13nh nhan hang” (mau danh cho khach hang) va ban
sao Invoice, B/L + Lién 3'(hoac ban copy).
- Thuw bdo Ianh nhan hang (trong trudong hgp phat hanh thu bao lanh nhan hang).
- Lénh trich ky. quy
- Gidy dé nghi mua ngoai té (néu co) (trong truing hop bd chirng tir chua v@ ngan hang).
- B6 chung tir L/C chi nhanh luu :

+  Thu doi tién

« Hai phi€u (n€u co).

- Invoice.

- Ban sao van.don da ky hau co ky nhan chirng tir cha khach hang hoac ngudi dai dién.
- Thu dé nghi thu hoi thu bao 1anh nhan hang (trong trudng hop phat hanh the bao [Enh nhan
hang)

Luu y: Trudng hop van don khong can ky hau cia ngan hang, khach hang sé ky nhan BCT trén
thu @oi tién ban chinh CN Iuu.

+  Cac chirng ti khac : dugc yéu cau xuit trinh tai field 46A va 47A cda L/C.
- Phiéu kiém chitng ti nhap khau
- Ban dién thdng bao bat hgp 1€ (néu cd).
- Thong bao bd chitng tir d&n c6 chadp nhén tat ca cac bat hop Ié va thanh toan toan bé tri gia bo
chiing tir cua khach hang hoac gidy dé nghi ky hau B/L (trong truding hgp BCT bét hop 18).
- Thu nh&c thanh toan.
- Hoi phi€u co chit ky chip nhan thanh toan cta khach hang hoac gidy dé nghi ky hau B/L hodc
thong bao bo chirng tir dén c6 chap nhan ngay thanh toan cta khach hang (trong truding hgp thanh
toan bang phuong thitc L/C trd cham).
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Ban dién thong bao cha@p nhan thanh toan LC tra cham (néu co).

Ban sao gidy d& nghi mua ngoai té (néu cd).

Phi€u thanh toan.

Ban sao phiéu chuyén khoan digéu von vé Hoi sd thanh toan L/C.

Ban dién thanh toan MT202 va thong bao thanh toan MT756/999(néu co).

Ta khai hai quan.

Ban dién tra soat theo thi tu thgi gian phat sinh (néu co).

Pién dén ciia ngan hang nudc ngoai lién quan BCT L/C theo thi ty thdi gian phat sinh (néu co).
Ban dién thdng bao hoan tra bo chirng tir (néu co).

Phiéu d& nghi hoan tra ching tir (m3u danh cho khach hang) (néu co).

Phi€u d& nghi hoan tra ching tir (mdu danh cho ngan hang) (trong trudng hdp chi nhanh nhd

Hoi sd hoan tra chirng tir) (néu co).

Thu hoan tra chiing tir LC(néu c¢o).

2. DIP, DIANHAP KHAU
Quy dinh mau bla hd so nhd thu:
Bia hd sa DP nhap khau mau QTNK/BDP-25: mau hdng.
Bia ho sd DA nhap khau mau QTNK/BDA-26: mau vang.
2.1. Mzt ngoai bia hd so nhd thu nhap céc théng tin sau theo miu QTNK/BDP-25 hoic QTNK/BDA-26:

S3 nhd thu.

Tén cong ty:

Tri gia BCT.

Ngay dao han (ddi vai D/A)
Ngay thanh toan

2.2. Mat trong phia bén trai bla hd so nh¢ thu nhap kh&u Iuu céac chimng tir:

Phi€u xudt nhap ngoai bang chirng tir nhan thu hd lvu géc bén dudi theo thir tu thdi gian phat

sinh tir dudi I1én trén

2.3. Mat trong bén phai bia hd so nh&f thu nhap kh8u luu céc chirng tir sau theo trinh tu thei gian phét
sinh tir dudi [8n:

Hop dong ngoai thuang ban chinh hodc sao y.
B6 chirng tir D/P chi nhanh tuu:
»  Thu doi tién cta ngan hang nhd thu cé ky nhan chirng tir cia khach hang
+  Hai phiéu (néu co)
+ Invoice
+ BJ/L ho&c Iénh giao hang
+ Packing list
Céc ching tr khac
Théng bao bd chitng tir nhd thu dén.
Thu nhéc thanh toan (d8i véi D/A).
Ban sao van don da ky hau (néu cd)
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1.2.

13

1.3.1.
1.3.1.

- Ban dién chdp nhan thanh toan MT412/999 (d8i vdi D/A)

- Ban sao don mua ngoai té (néu cd)

- Phiéu thanh toan

- Ban sao phiéu chuyén khoan diéu von vé hoi sd thanh toan D/P

- Ban dién thanh toan MT202 va thdng bao thanh toan MT400/999 (néu cod)

- Ta khai hai quan

- Ban dién tra soat theo thu tu thoi gian phat sinh (néu co).

- Pién dén cda ngan hang nudc ngoai lién quan BCT nhd thu theo thl tu thoi gian phat sinh (néu
co).

- Ban dién théng bao hoan tra bd chirng tir (néu cd).

- Phiéu d& nghi hoan tra chirng tir (mau danh cho khach hang) (néu cé).

- Phiéu d& nghi hoan tra ching tr (mau danh cho ngan hang) (trong trudng hgp chi nhanh nhd
Hdi sd hoan tra ching ti) (néu co).

- Thu hoan tra chiing tir nhd thu(néu co).

B. HO SO LUU TAI HOI SO:

L/C NHAP KHAU:

Mit ngoai bia hd so LC nh3p khfu didn d8y du cac théng tin theo m3u QTNK/BLC-24:

- Tén khach hang.

- SG6LC.

- Ngay mé L/C.

- Trigida LC.

- Kyaquy, Ty €

- / Ngay tu chinh.

- Ngay hét hiéu luc.

- Gia tri madi.

- Ngay nhan BCT, Trigia BCT, Ngay thanh toan, S6 duv L/C, S& du ky quy.

- Ghi chu d3c biét (tinh trang BCT: b4t hop 1€, da t&t toan, hay hodc ghi chu khac).

Mét trong phia trai bia hd so L/C nhap khiu lutu cac chirng tir sau theo trinh ty thdi gian phat sinh
ttr duwdi 1én:

- Bandién L/C.

- Ban dién tu chinh, hdy L/C theo th(¥ tu thdi gian phat sinh (néu cd).

Méit trong bén phai bia hd so L/C nhap khiu luu céc chitng tir sau theo trinh tu thdi gian phét sinh
tlr dudi 1én:

H® sd lién quan dén phat hanh L/C, tu chinh L/C:

1. B8i vai LC thudc han mirc x{ ly ctia chi nhanh:

- Ban dién MT730 nhan ti Ngan hang nudc ngoai (néu co).

- Ban dién tra soat theo thu ty thdi gian phat sinh (néu cd).

- Dién dén cla nudc ngoai lién quan dén phat hanh, tu chinh, tra soat L/C theo thd tu thdi gian
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1.3.1.2. B8i véi LC vugt han mirc x{ ly ctia chi nhénh:
- Chiing thu bao hiém (néu co).
- Hop ddng md L/C tra cham (néu ca).
- Hogp déng ngoai thuong.
- Giay dé nghimé L/C.
- T& trinh phat hanh L/C (mau danh cho chi nhanh).
- T& trinh phat hanh L/C (mau danh cho P.TTTM) c6 duyét thuan cia Cap cé thdm quyén (néu

- Ban dién MT730 nhan tir Ngan hang nudc ngoai (néu cd).
- Gidy dé nghi tu chinh L/C hoac gidy dé nghi hiy L/C(néu co).
- T& trinh tu chinh L/C (mau danh cho P.TTTM)¢6 duyét thuan ctia Cap c6 tham quyén (néu co).
- Phu luc hgp dong md LC tra cham (néu tu chinh L/C tra cham) (néu co).
- Ban dién tra soat theo th(r tuw thdi gian phat sinh (néu co).
- Dién dén clia nudc ngoai lién quan dén phat hanh, tu chinh, tra soat L/C theo th( tu thdi gian
phat sinh (néu cg).
1.3.2. Hb so thanh toan:

- Ban copy bd ching tir L/C gém co:

+ Thu doi tien.

«  HG6i phi€u (néu co)

- Invoice

Chirng t&r van tai (néu co).
Cac chirng tir khac lién quan dén.cac diém (BHL trudng hop bd chirng tir ¢ bat hop 1€).

- Phiéu kiém chirng tir nhap kh&u (néu tri gia BCT lon hon HMXL CN hodc CN chwa c6 HMXL
TTQT).
- Ban dién thong bao bat hap 1& (néu co).
- Ban dién chdp nhan thanh toan L/C tra chadm (néu co).
- Ban dién thanh toan L/C MT202 va ban thao dién thong bao thanh toan MT756/999 (néu co).
- Ban dién tra soat theo th( tuw thdi gian phat sinh (néu co).
- Dién dén cla nuwdc ngoai lien quan dén BCT L/C theo thir tu thdi gian phat sinh (néu co).
- Ban dién théng bao hoan tra bd ching tir (néu co).
- Phiéu d& nghi hoan tra chirng tir (miu danh cho ngan hang) (néu cé).
- Thu hoan tra ching tir LC(néu co).

2.  D/A,DIP NHAP KHAU:
Quy dinh mau bia hd so nhd thu:
Bia ho so DP nhap khdu mau QTNK/BDP-25: mau hdng.
Bia hd so DA nhap khdu mau QTNK/BDA-26: mau vang.
2.1. M4t ngoai bla hd so nhd thu nhap céc théng tin sau theo miu QTNK/BDP-25 hoic QTNK/BDA-26:
- 806 nho thu.

- Tén cong ty.
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- Tri gia BCT.
- Ngay dao han (d6i véi D/A).
- Ngay thanh toan.
2.2. Mét trong bén phai bia hd so D/A, D/P nhép khfu luu céc chimg tir sau theo trinh tir thoi gian phét
sinh tir dudi 18n:
- Ban copy bd chuing tir gom cé:
+  Thu doi tien.
+  Hai phiéu (néu cd)
+ Invoice
»  Chirng tir van tai (néu co).
- Ban dién chap nhan thanh toan (dgi vai D/A).
- Ban dién thanh toan MT202 va ban thao dién thong bao thanh toan MT 400/999(néu cd).
- Ban dién tra soat theo thi tu thdi gian phat sinh (néu cd).
- Dién dén clia nudc ngoai lién quan dén BCT nhd thu theo thir tu thoi gian phat sinh (néu cé).
- Ban dién théng bao hoan tra b chirng tir (néu co).
- Phi€u d& nghi hoan tra ching tir (mau danh cho ngan hang) (néu co).
- Thu hoan tra chitng tir nhd thu(néu co).
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Xl. THEO DOI PHIEN BAN:

‘Ban hanh

M6 ta su thay d6i Ng

udi bién soan

01 (J0/42/2006)

Ban hanh lan mot

MAI THI PHUONG THAO (QT tai Hoi sd)
DUONG THI THU PHUONG (QT tai CN)
TRAN NGUYEN NGOC NGUYEN (QT tai
Hoi s8)
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