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HUONG DAN SU DUNG SEC VA GHI THONG TIN TREN SEC

A. Cac luvu y chung

1. T& séc phai duoc 1ap trén miu séc tring do VPBank cung tng; néu séc duoc 14p trén miu
séc tring khong phai do VPBank cung tmg, VPBank s& tir chdi thanh toan to séc do.

2. Khach hang (ngudi ky phat) chi dugce ky phat séc trong pham vi sé du tai khoan thanh
toan, hodc sd du trén tai khoan thanh toan cong voi han muc thdu chi ma Khach hang
dugc phép sir dung (trong truong hop Khach hang dwgc VPBank cip han muc thau chi).

3. Nhiing yéu td trén to séc phai dugc in hodc ghi 16 rang bang bt muc hodc bt bi, khong
viét bang but chi hodc cac loai myc do, muc dé bay mau, khong duge sira chira, tay xoa.
Chir viét trén to séc 1a tiéng Viét. Truong hop ngudi ky trén séc, ngudi thu huong 1a
ngudi nudce ngoai thi théng tin vé ho tén cta ngudi ky, nguoi thu huong co thé viét bang
tiéng nudc ngoai va phai khdp ding véi ho tén trén gidy to tiy than (HO chiéu) ma nguoi
ky, ngudi thu huong xut trinh/da cung cap cho VPBank.

4. S6 tién duoc ghi bang sd trén séc phai bang voi sb tién ghi bang chit trén séc.

5. Dau ciia Nguoi ky phat (Khach hang) phai dugc dong dung chd quy dinh (tai phan “Dau”
trén mat trude cia to séc).

6. Khach hang co trach nhiém bao quan séc tring, séc di duoc ky phat can than, khong dé
X4y ra mat mat, bi lgi dung.

a) Truong hop ngudi ky phat (Khach hang) 1am mat to séc tring/séc da duoc ky phat,
nguoi ky phat phai thong bao ngay bang vin ban (theo mau Thong bao mét séc dugc
VPBank ban hanh trong timg thoi ky) cho VPBank. Kém theo Thong bao mat séc,
nguoi ky phat/dai dién nguoi ky phat phai cung cap cho VPBank cac chimg tir, tai
liu sau day:

- CMND/H chiéu/Gidy chting minh s§ quan Quan D6i nhan dan Viét Nam/Thé
can cude cong dan hodc Gidy to tuy than khac theo quy dinh cia phéap luat cia
ngudi ky phat hodc ngudi duge ngudi ky phat ty quyén, nguoi dai dién hop phap
cta nguoi ky phat;

- Vin ban ty quyén ciia ngudi ky phét (néu co);

- Giay gi6i thiéu (trong truong hop ngudi ky phat 1a t6 chirc va nguoi dai dién to
chirc t6i VPBank thyc hién thong bao mit séc khong phai 1a ngudi ky trén Thong
bao mat séc), trir truong hop ngudi dai dién ngudi ky phat 14 t6 chic toi thue hién
ndép Thong bao mat séc 1 ngudi giao nhan ho so, ching tir d3 duoc ngudi ky phat
dang ky theo quy dinh, quy trinh cia VPBank vé mé va sir dung tai khoan thanh
toan thi khéng can Gidy gidi thiéu.

b) Truong hop nguoi thy huong lam mét to séc da duoc ky phat, nguoi thu hudng phai
thong béo ngay bang vin ban vé viéc mat séc (theo mau Thong bao mat séc duoc
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VPBank ban hanh trong timg thoi ky) cho VPBank, dong thoi truc tiép hodc thong
qua nhitng ngudi chuyén nhuong séc trude minh théng bao cho ngudi ky phat (Khach
hang) dé yéu cau ngudi ky phat phai ra thong bao dinh chi thanh toan ddi véi to séc
d3 mat (theo mau Thong bao mét séc duoc VPBank ban hanh trong timg thoi ky) cho
VPBank.
¢) Trudng hop to séc di duoc xudt trinh va thanh toan theo ding quy dinh ctia phap luat
trude khi VPBank nhan dugc thong bao mét séc, VPBank khong chiu trach nhiém vé
cac thiét hai do vi¢c lgi dung to séc bi mét gay ra.
Dé chi dinh sd tién trén séc chi dugc thanh toan cho VPBank hodc cho nguoi thu hudng
c6 tai khoan tai VPBank; nguoi ky phat hodc ngudi chuyén nhuong gach trén mat trudc
t& séc hai gach chéo song song tir phia goc trén bén trai xudng goc dudi bén phai cia td
séc.
Dé chi dinh sb tién ghi trén séc chi dugc thanh toan cho mot ngan hang cu thé hodc cho
ngudi thy hudng c6 tai khoan tai ngan hang d6, ngudi ky phat hodc ngudi chuyén nhuong
séc gach trén séc hai gach chéo song song tir phia goc trén bén trai xudng goc dudi bén
phai clia mat trudce to séc va ghi tén ngan hang duogc chi dinh gifra hai gach chéo. Séc co
ghi tén hai ngan hang gitra hai gach chéo khong co6 gid tri thanh toan tru truong hop mét
trong hai ngan hang co tén gitra hai gach chéo do la ngan hang thu hd to séc do.

. Huéng din cu thé cich ghi cic ndi dung trén séc

Mt truwdec to séc:

Phan cudng séc (Danh cho ngudi Ky phat va ngudi ky phat luu phan nay tai cuong

séc)

a) Dong “Yéu cdu tra cho”: Ghi tén ddy du ciia ngudi thy hudng (tring véi ndi dung
tai dong “Yéu ciu tra cho” & bén trai phan than séc).

b) Dong “S6 CMND/Gidy CNPKKD”: Ghi s6 Chirng minh nhan dan/H¢ chiéu/Thé
can cudc cong dan/Gidy chimg minh sy quan Quan Dgi nhan dan Viét Nam/gidy to
tiy than khac theo quy dinh cta phép luat ctia nguoi thy hudng 1a c4 nhan hoic Gidy
chtng nhan PKKD cua nguoi thu hudng 14 t6 chire.

¢) Dong “Sé tién”: Ghi sb tién dé nghi thanh toan bang sb (tring véi sb tién bang sb &
bén trai phan than séc).

d) Dong “Ngay ky phat”: Ghi ngay, thang, nim phat hanh séc bang sb (tring véi
“Ngay ky phat” phia bén phai phan than séc).

e) Phan “Nguwoi ky phat”: Chu tai khoan/nguoi duoc chu tai khoan ay quyén ky, ghi
13 ho tén va dong dau (néu co).

Luu y: Nguoi ky phat thyc hién dong dau giap lai giita phan cudng séc va phan than séc

mat trudc gitra duong ngan cach hai bén.

Phén than séc danh cho Nguoi ky phat
1.1 Phia bén trai than séc mat truéc

a) Dong “Yéu cau tra cho”: Ghi tén ngudi thy hudng theo 03 cach thirc sau:
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b)

d)

f)

1.2

Néu séc tra cho nguoi thy huong duoc xac dinh cu thé va nguoi ky phat khong cho
phép nguoi thu hudng duge phép chuyén nhugng: Ghi rd tén ca nhan/phap nhan thu
hudng séc vao muc “Yéu cdu tra cho” va danh du (“X” hodc “V”) vao O “Khong
chuyén nhugng” & bén phai mit trudc to séc.
Néu séc tra cho ngudi thu huong duoc xac dinh cu thé va ngudi ky phat cho phép
ngudi thu hudng duge phép chuyén nhuong: Ghi rd tén ¢4 nhan/phap nhan thu hudng
séc vao muc “Yéu cau tra cho” va khéng danh diu vao O “Khong chuyén nhuong”
& bén phai mit trude to sée (dé tréng 6 nay).
Néu séc tra cho ngudi cam giir séc: Ghi cum tir “Tra cho ngudi cAm giit séc” hoic
khong ghi tén nguoi thu hudng.
Dong “S6 CMND, Ngay cip, Noi ciap”: Trong trudng hop nguoi thy hudng 1a ca
nhan, ghi s6 Chirng minh nhan dan/Ho chiéu/Thé can cudc cong dan/Gidy chimg minh
sy quan Quan Doi nhan dan Viét Nam/gidy to tuy than khac theo quy dinh cta phap
ludt ctia nguoi thy huong; Ngay cip; Noi cap gidy to tiy than do.
Dong “So tai khoan va dong “Tai”
Ghi s6 tai khoan ciia nguoi thy hudng va ngan hang noi nguoi thy huéng mo tai khoan
néu ngudi ky phat chi dinh “Tra vao Tai khoan”.
Pong thoi nguoi ky phat danh dau (“X” hodc “V”) vao O “Tra vao tai khoan” & mit
trudc bén phai to séc.
Dong “So tién bang s6”: Ghi rd so tién bang sd vao 6 hinh chit nhat theo chit s6 A-
Rap:0,1,2,3,4,5,6,7,8,9; sau chir ) hang nghin, tri€u, ty, nghin ty, tri¢u ty phai
dat dau cham (.), khi con ghi chir s6 sau chir s6 hang don vi thi sau chit s6 hang don vi
phai dat ddu phay (,).
Dong “S6 tién bing chit”: SO tién bang chit phai viét rd nghia, chit dau cua sb tién
bang chit phai viét hoa va sat dau dong dau tién, khong duoc viét cach dong, cach
quing giita cac chir, khong duoc viét thém chit (khac dong) vao gitra hai chit viét lién
nhau trén séc.
Vi du @ 1.200.320.365 d: Mot ty hai tram triéu ba tram hai mwoi ngan ba tram sdu
mueoi \dm dong chan.
26.728,50 USD: Hai muoi sau ngan bay tram hai muoi tam D6 la My va nam muoi cent.
Dong “Nguoi ky phat”; “So tai khoan”; “Tai”: Khong can ghi do VPBank di in sin
khi cung tmg séc tring cho Khach hang.

Phia bén phai than séc mat truéc

a) Dong “Ngay ky phat”: Ghi ngay, thang, nim nguoi ky phat phat hanh séc (ghi bang so).

b) O “Tra vao Tai khoan”: Nguoi ky phat séc ¢ thé khong cho phép thanh toan séc

bang tién mat bang cach danh dau (“X” hodc “V”) vao O nay. Trong trudng hop nay,
VPBank sé& chuyén sd tién ghi trén séc d6 vao tai khoan ctia ngudi thu huong ma khong
tra bang tién mat, ké ca truong hop ky hiéu danh dau (“X hodc “V”) bi gach bo.

O “Khéng chuyén nhwong”: Néu nguoi ky phat danh dau (“X” hodc “V”) vao O
“Khéng chuyén nhuong” c6 nghia 1a ngudi ky phat khong cho phép ngudi thu hudng

duoc phép chuyén nhuong, va nguoc lai.
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1.3 Phan chir ky va diu & than séc mit truée

a)

b)

c)

Phin “Dau”: Nguoi ky phat dong dau (néu co) vao vi tri ddu theo dung méiu da
dang ky v6i VPBank.

Phan “K¢é toan truéng”: Ké toan truong/ngudi phu trach ké toan hodc ngudi dugc
Ké toan trudng/ngudi phu trach ké toan ty quyén cia ngudi ky phat 1a to chuc ky va
ghi 13 ho tén, chit ky phai theo dung mau di ding ky voi VPBank (4p dung véi cac
t6 chirc phai bé tri ké toan truong/ngudi phu trach ké toan theo quy dinh cua phép
luat).

Phin “Nguwoi ky phat”: Ky va ghi & ho tén hoic déng ddu chirc danh ctia Chu tai

khoan/ngudi duge Chu tai khoan iy quyén.

Phin than séc danh cho Ngudi bi ky phat (VPBank)

a)

b)

O “Ngan hang Bio chi” ¢c6 dong “Ngay Thang Nam”, “Ky tén, dong ddu”: Néu
VPBank chép thuan bao chi séc theo dé nghi cua Khach hang (tic 1a VPBank bao
dam kha ning thanh toan cho t& séc khi to séc dugc xuét trinh trong thoi han xut
trinh doi thanh toan), thi VPBank ghi ngay, thang, nim bét dau thuc hién bao chi séc
va cap c6 tham quyén cua VPBank ky tén, dong dau vao 6 nay. Truong hop khong
thuc hién bao chi séc thi dé tréng 6 nay.

O gom cac ndi dung “So tién da thanh toin”, “So6 tién tir chdi thanh toan”;
“Ngay thanh toan”: Ghi sb tién di thanh toan, sb tién tir chdi thanh toan, ngiy
thanh toan cho to séc trong tat ca trudng hop (ké ca thanh toan toan b, thanh toan

mot phén; tir chdi thanh toan toan bo sb tién dé nghi thanh toan trén to séc).

Mat sau to séc:
Phin quy dinh cho viéc chuyén nhuong:

Néu mat trude to séc khong danh ddu O “Khéng chuyén nhuong” thi séc co thé dugc

chuyén nhuong, va nguogc lai.

Truong hop chuyén nhwgng séc:

a)

b)

Dong “Chuyén nhwong cho”: Ghi ho tén diy dil cia nguoi/tén ddy di ctia to chirc
duoc chuyén nhuong to séc (ngudi nhan chuyén nhuong to séc).

Dong “S6 CMND/Gidy CNPKKD”; “Ngay cap”; “Noi cap”: Ghi s Chimg minh
nhan dan/Ho chiéu/Thé can cudce cong dan/Gidy ching minh s§ quan Quan Doi nhan
dan Viét Nam/gidy to tiiy than theo quy dinh ciia phap luat ctia ngudi nhan chuyén
nhuong 1a ¢4 nhan hodc Gidy ching nhan DPKKD cua nguoi nhan chuyén nhuong 1a
t6 chirc; ngay cap; noi cdp cua cac gidy to do.

Dong “Tai khoan” va “Tai”: Ghi sb tai khoan thanh toan, tén ngan hang mo tai
khoan ctia phap nhan/ca nhan duogc chuyén nhwong (trong truong hop chuyén tién
trén séc vao tai khoan cua ngudi duge chuyén nhuong);

Dong “Ngay chuyén nhwong”: Ghi ngay thuc hién viéc chuyén nhuong (ghi bang
s0).

Phin danh cho ky tén, déng diu: Nguoi chuyén nhugng va ngudi nhan chuyén
nhuong ky, ghi 15 ho tén. Trong truong hop ngudi chuyén nhuong va/hodc ngudi
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nhan chuyén nhuong 1a phap nhan thi ngudi dai dién c6 tham quyén ky, ghi 16 ho tén
va dong dau phap nhan.
Luwu y: Trong giao dich chuyén nhuong thir nhét cua to séc, nguoi chuyén nhuong
phai 14 nguoi thy huong d ghi trén mit trudc td séc. Trong giao dich chuyén
nhuong thir hai cta td séc, ngudi chuyén nhuong phai 1a ngudi duge chuyén nhuong
trong giao dich chuyén nhuwong thtr nhét va tiép tuc nhu vay cho t6i giao dich chuyén
nhuong cubi cung.

2. Phin quy dinh dung cho linh tién mit: Ap dung trong trudng hop ngudi thu

hudng/nguoi duge chuyén nhuong linh bing tién mit.

a) Dong “Ngudi nhan tién”: Ghi ho tén ddy du cta ngudi linh tién.

b) Déng “S6 CMND”: Ghi s Chimg minh nhan dan/Ho chiéu/Thé cin cudc cong
dan/Gidy chimg minh sy quan Quan D6i nhan dan Viét Nam/gidy to tiy than khac
theo quy dinh ctia phap luat ctia nguoi linh tién mit; ngay cap; noi cp cta cac gidy
to do.

c) Dong “Pia chi”: Ghi dia chi hién tai ctia nguoi linh tién mat.

d) Phan danh cho ky tén, déng dau: Nguoi linh tién mat; Thu quy, Giao dich vién,
Kiém soét vién ctia VPBank ky, ghi rd ho tén.
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