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CIRCULAR NO. DATE SUBJECT 

1979 

050 June 1 Half yearly closing on 30.6.1979 

051 June 7 Numbers for LC to be issued - Marble Arch/Alexandria 

052 July 5 Stationery used by branches 

053 Oct 31 Introduction to VISA Travellers' Cheques 

054 Nov 12 Annual closing on 31.12.1979 

055) Dec 21 Travel Regulations/Baggage Rules 

1980 

056 April 14 Amendment to Section 3.04.2 (iii) of Advances Manual 

057 April 14 Passage facility for home travel 

058 May 6 Number for LC to be issued - Bahrain, Heliopolis Branches 

059 May 28 Payment of US$, LStg Term Deposits before maturity 

060 June 9 Half Yearly closing on 30.6.80 

061 July 18 Numbers for LC to be issued - Togo, Panama Branches 

062 July 27 Compliance of warranties under Bankers' Blanket Bond 

063 Oct 23 Reimbursing bank chanrges against a documentary credit 

064 Oct 29 Drawing of Foreign currency drafts on banks/branches - 

introduction of new forms 

065 Nov 5 Annual closing on 31.12.1980 

066 Nov 17 Drawing of Foreign Currency drafts 

067 Dec 29 Numbers for LC to be issued - Dakar, Kasr-El-Aini, Safia 

Zaghloul Street, Deira Dubai Branches 

1980 

068 Feb 9 Education Subsidy Scheme 

069 Feb 20 SCR Deposits 

070 June 1 Half yearly closing on 30.6.1981 

071 June 3 Education Subsidy Scheme 

072 June 12 Charging of higher rates of interest on accounts 

having excess over sanction/drawing limits. 

073 June 19 Numbers for L/C to be issued 1) Khartoum Branch, 

2) Mouki-Al Azhar, 3) Marseille, 4) Main Branch 

074 July 27 Subscription to equity participation certs. issued by 

Dar Al Maal Al Islam 

075 Aug 14 Procedure for use of test key 

976 Aug 17 Travel regulations / Baggage rules 

077 Aug 24 Numbers for LC to be issued - Branches of BCC (Misr) SAE 
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CIRCULAR NO. DATE 

1981 

078 Sep 18 

079 Sep 21 

080 Oct 16 

081 Oct 21 

082 Oct 27 

083 Oct 27 

084 Oct 28 

085 Nov 5 

086 Nov 17 

087 Dec 11 

SUBJECT 

Fixed Assets - Minimum Capitalisation Limit 

Advising L/C Branches close to beneficiaries address. 

Numbers for L/C to be issued: Manzini, Mbabane, Port Gentil 

Letters of Credit 

Precautions against late return of-cheques & bank drafts 
drawer banks in U.S.A. 

Introduction and use of revised test key 

Letter of credit for import of capital goods 

Annual closing on 31.12.1981 

Fixed Assetts - Minimum capitalisation limit 

Numbers for LC to be issued: Station Rd Branch Amman, Lusaka, 
Branch. 

1982 

088 Jan 6 Numbers for LC to be issued: BCC (Misr) / BCC Manila 

089 Jan 21 Passing Liability Vouchers for Letters of Guarantee & 
Letters of Credit issued - Revision of Passing Vouchers 

090 Jan 22 Revision of Irrevocable documentary Credit (form EXCH-F-6) 

091 Jan 22 Payment against Documents (PAD) 

092 Jan 22 Disaster/Contingency plan for Mini-Falcon 

093 Feb 22 Reporting of frauds and forgeries noticed by branches. 
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220 

DATE 

FPhrt I1ry 77 . 198 
QUERIES TO: 

Systems & Operations 
Division - C.S.O. 

It has been decided that branches should submit a detailed Report of the 

instances of fraud and forgeries noticed by them to their respective 

Regional Offices. On copy of each of the said report should invariably 

be sent to Central Audit Division and Systems and Operations Division 

in the C.S.O. The Report should describe in detail the nature of event 

noticed and the modus operandi of the fraud. Branches are welcome to 

also suggest ways and means to avoid recurrence. C.S.O. will study the 

details and wherever necessary, suitable instructions will be issued 

modifying the existing system or tightening the procedural control. 

Branches of all affiliates in the Group should furnish the details to 

their Head Offices with copies to Central Audit Division and Systems and 

Operations Division. 

AMEER H. SIDDIKI 
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FALCON installation. 
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DATE 
22/1/82 

QUERIES TO: 

Computer Divisior 
London 

Please refer to miniFALCON circular No.1 dated 29 January 1981. 

We enclose details of procedures that must be introduced 

in case of disturbances in your area of operation. 

You are advised to read and understand the details of this 

procedure so as to avoid loss of information/data due to 

any disaster and facilitate recreation of the Branch's Accounts 

and records in case of total loss due to Arson etc. 

PESI SORAB AMEER H SIDDIKI 



CONTINGENCY PLANS FOR miniFALCON INSTALLATION 

The following plan will be put into operation in case of civil commotion, 

war and/or natural calamity. 

Emergency procedures will be implemented in phases as the situation deteriorates. 

1. Branches Using NCR 8140 or 9010 machines: 

1.1 Standard Procedure: 

Standard security procedure, as per miniFALCON Circular No. 1, 

require: 

Copy of the following master files will be made of the "End 

of day" position and stored in a location outside the building 

in which the computer is installed: 

ACCOUNTS FILE, TRANSACTION HISTORY FILE, ACCOUNTS AUXILIARY FILE 

AND NAME & ADDRESS FILE. 
• 

1.1.2 Copy of the afore mentioned master files MUST be flown to LONDON 

by SPECIAL COURIER/AIR MAIL service on a WEEKLY basis for every 

WEDNESDAY close of day position. 

1.1.3 All despatches will be documented as defined in the said-circular. 

1.1.4 LONDON will maintain TWO weekly copies at any given point in time. 

1.1.5 LONDON will return one copy (which is over two weeks old) when a 

new copy is received for safe keeping. 

1.2 PHASE I: 

This procedure will be put into operation as soon as the Country/ 

Branch Manager feels that disturbances are expected. 
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1.2.1 Standard procedures defined in paragraph 1 .1 will continue. 

1.2.2. In addition, a copy of the TRANSACTION LOG FILE for each day 

MUST be despatched by SPECIAL COURIER/AIR MAIL SERVICES on a 

DAILY BASIS. 

1.2.3 TRANSACTION JOURNAL - Report No. will be printed and retained 

in a special file marked TRANSACTION JOURNALS. Reports more than 

TWO weeks old will be removed from this file and destroyed. This 

file will be held with the Officer in Charge Accounts Department. 

1.3 PHASE II: 

This phase of the Emergency procedures will be put into operation 

when the disturbances actually start. 

1.3.1 The standard procedure and the Phase I of Contingency plan will 

- be already in force as defined in paragraphs 1.1 and 1.2 respectively. 

1.3.2 Back-up copies, for off site storage, will be handed over to the 

Branch Manager every day to be held in his custody, outside the 

branch premises preferably at his residence. 

1.3.3. Branch Manager must make sure that the said master file copies are 

stored in a safe place, away from magnetic influences e.g. fluorescent 

tubes, high tension power distribution etc. 

1.4 PHASE III 

The final phase of the Emergency procedures will be implemented 

when it is no longer possible for the branch to function at all. 

The Branch Manager MUST take the following items in his charge: 

1.4.1 Latest copy of the following master files: 

ACCOUNTS FILE, TRANSACTION HISTORY FILE, AUXILIARY ACCOUNTS FILE 

AND NAME AND ADDRESS FILE. 



1.4.2 Any TRANSACTION LOG files that may have been subsequently generated. 

1.4.3 TRANSACTION JOURNAL file containing all the TRANSACTION JOURNALS for 

the LAST TWO WEEKS. 

In case the Branch Manager is leaving the country, the afore noted 

items MUST be taken along by him. The Branch Manager must ensure 

that all the master files are not X-RAYED at air/sea ports as this 

may damage their contents. 

2. Branches Using NCR 8250 or 9020 Machines 

2.1 Standard Procedure: 

Standard Security procedures for miniFALCON require: 

2.2.1 Copy of the following master files will be made of the "End of Day" 

position and stored in a location outside the building in which the 

computer is installed: 

ACCOUNTS FILE, TRANSACTION HISTORY FILE, ACCOUNTS AUXILIARY FILE 

AND NAME AND ADDRESS FILE. 

2.1.2 Copy of the afore noted master files MUST be flown to LONDON by a 

SPECIAL COURIER/AIR MAIL service ona MONTHLY basis for the LAST 

WORKING DAY of the month. 

2.1.3 All despatches will be documented as defined in the said procedures. 

2.1.4 LONDON will return one copy (which is over TWO months old) when a 

new copy is received for safe keeping. 

2.2 Phases I, II, and III will be implemented as already explained in 

paragraphs 1.2, 1.3 and 1.4 above. 
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DATE 

January 77. 1487 
QUERIES TO. 

Central Credit 
Division 

On receipt of documents from the negotiating bank under our sight 
import letters of credit, this account is used for either providing 
reimbursement or responding to the amount already claimed by them 
from our correspondents. In order to obtain uniformity in the 
procedure in this regard, we give below a set of guidleines to be 
followed by the branches hereafter:-

1. Import documents should be entered in the inward mail register 
and passed on to the Officer In Charge or an authorised officer of 
Import L. C. Department against his acknowledgement. The concerned 
officer should ensure that all the documents as listed in the 
relative covering schedule of the Negotiating Bank are correctly 
received. The documents may thereafter, be date stamped. 

Scrutiny of Documents 

2. The dealing officer of PAD Section should scrutinize the docu-
ments (as per Bank's checking sheet in respect of Documentary Credits' 
specimen enclosed). He should ensure that documents are in strict 
conformity with the terms of the relative letter of credit and list 
discrepancies, if any, on this sheet. Documents over an amount laid 
down by respective Regional Office, should also be checked by Asst. 
Manager/Manager of the Branch. 

3. In their covering schedule, the negotiating bank may list the 
details of discrepancies noted by them. If such discrepancies are 
minor in their nature, the negotiating bank may have still negotiated 
the documents against a guarantee received from the beneficiaries/ 
beneficiaries' bankers. Despite the list of discrepancies provided 
by the negotiating bank, branches should scrutinize the documents 
against the terms of the letters of credit issued by them. 

Advice to the Openers 

4. Branches should immediately advise the openers of the receipt of 
the documents and the details of all the discrepancies noted by them 
and by the negotiating bank. The openers should be called upon to 
accept the documents within a reasonable time. 

Acknowledgement to Negotiating Bank 

5. Branches should send an acknowledgement to the negotiating bank 
with details of the discrepancies and advise the negotiating bank 
that due to the discrepancies the documents are held and presented to 
the openers at their risk. In the event of openers failing to retire 
the documents, the Bank reserves the right to claim refund of the 
amount of reimbursement received by the negotiating bank, plus interest. 

Documents with Discreoancies 

6. If branches are unable to contact the openers and obtain their 
acceptance within the stipulated time, immediate claims should be 
lodged with the negotiating bank by telex/cable listing the discrep-
ancies and asking them to refund the amount debited/claimed together 
with interest at the ruling rate from the date of negotitation to the 
date of receipt of refund. In cases where the negotiating bank has 
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DATE 

January 22, 1982 
QUERIES TO 

Central Credit 
Division 

asked to remit the funds, their claims should not be honoured. 
Documents in such cases should be treated on collection basis under 
advice to negotiating bank until disposal instructions are received 
from them. 

Documents in Order 

7. When the documents are in order, these should be superscribed 
with a PAD number and listed in the prescribed PAD Register. 

Reimbursement provided to the negotiating bank should be 
responded by passing the following entry: 

DR Payment Against Documents 
CR Negotiating bank/foreign correspondent 

Intimation should be sent to the openers advising receipt of the 
documents along with the request for their retirement immediately. 

8. A reasonable period may be allowed to the openers to retire the 
documents and to adjust the outstanding PAD. The maximum period 
which may be allowed would depend on the circumstances of each case 
but in any case should not be later than the date on which the goods 
covered in the letter of credit reach the destination. It may be 
added that a sight bill is normally payable with a maximum of seven 
days 

Overdue PADs 

9. If the PAD continues to remain outstanding even after the arrival 
of goods at the destination, reference should be made by telex to the 
Regional Office explaining the reasons for non-retirement. Noting and 
protesting of bill for non-payment withthenotary public should be 
made only after the receipt of instructions from the Regional Office. 
Branches should not issue fresh letters of credit at the request of the 
said openers without prior approval of the Regional Office even if the 
limit originally sanctioned is not fully utilised and consider sus-
pension of all credit facilities to the client. Arrangements should 
also be made forthwith to have the goods cleared through Bank's approved 
agents and stored in a warehouse to Bank's order. It should be ensured 
that the goods remain duly insured against usual risks until payment. 

Insurance Cover 

10. Insurance cover normally expires after 60 days of the discharge 
of goods at the port of destination. This period of 60 days may 
differ from country to country and branches are required to ascertain 
the correct posticn locally. Branches must make a note either to get 
the consignment cleared before the expiry of the insurance cover or if 
they decide not to clear the goods for any particular reason, to get 
the insurance cover extended by giving a notice to the insurance company 
under advice to the importers. In case of C.I.F. shipments, cover for 
the extended period may be locally obtained, again under advice to the 
importer. 

11. All additional expenses (e.g. dock dues, insurance premium, 
warehouse rent, duties etc.) incurred for clearance and storage of the 
goods should be on the opener's account. 

.m/1. 
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January 22, 1982 
QUERIES TO: 

Central Credit 
Division 

12. All cases of default should be immediately reported to the 
respective Regional Offices and copies of correspondence should also 
be sent to the Central Credit Division for information. 

Custody of Documents 

13. The custody of documents until delivered against payment to the 
customer should remain with an authorised officer during the day and 
kept in a fire-proof cabinet in dual control overnight. 

On payment of the bill, customer's or his authorised represent-
ative's acknowledgement should be obtained against the delivery of 
the documents. 

IMIIAZ AHMED 



BANK OF CREDIT AND COMMERCE 
INTERNATIONAL S.A. 

INTERNATIONAL BANKING DIVISION 
100 Leadenhall Street, London EC3A 3AD 

Checking Sheet in respect of Documentary credit. 

Credit No. Amount of Document 

Expiry of Credit Amount of Credit 

Before start checking the documents, please go through the details of credit and its 
amendment. Please note number of amendments. 
(In case where Yes/No is indicated, please specify your answer by circl ing them). 
All documents have number of copies - 

DRAFT 

INVOICE 

(a) Drawn on Drawees YES NO 
(b) Amount in words and figures agree YES NO 
(c) Require endorsement if any YES NO 
(d) Amount of draft and invoices agree within credit period YES NO 

I) Is it the beneficiary's invoice - (Note Requirement of Credit and Comply) YES NO 
2) Is it addressed to the account party mentioned in the credit YES NO 
3) Does the description, quantity, price and trade definition 

agree with credit YES NO 
(Compliance of article 30 of uniform custom and practice 
must be observed) 

4) Commercial invoice be attested by Arab Embassy YES NO 

BILL OF LADING (Have you read article 17, 18, 19, 20, 21) 

1) 
2) 

Beneficiary must be shipper in all cases unless otherwise stated 
Unless specified in the credit General Description of goods must 
be as per credit 

3) Full set of Bills of Lading specify number - All signed presented YES NO 
4) Clean, unclean comment 
5) Bills of Lading clean shipped on board or received for shipment YES NO 
6) Bills of Lading made to the order of shipper/blank or to the order of Bank, 

- specify credit term complied or not 
7) Bills of Lading requiring any endorsement state credit term complied 
8) Is the correct consigner and notify party used YES NO 
9) Are the Bills of Lading signed by carrier YES NO 

10) Is the freight 'prepaid' or 'collect' YES NO 
I I) Is the destination correct YES NO 
12) Is the port of loading correct YES NO 
13) Is transhipment permitted YES NO 
14) Through Bills of Lading presented YES NO 
15) Date of shipment as per credit specify date 

(Please note short form of Bills of Lading not acceptable, unless 
specified in the credit) 

16) Have you checked with the shipping Co. About movement of vessels YES NO 
- specify date of arrival of vessel and name of vessel 

INSURANCE DOCUMENT 

(Have you read article 24, 25, 26, 27, 28, 29) YES NO 

1) Is it policy certificate - who issued. Please specify 
2) Is the insurance issued in the same currency as specified in the 

letter of credit YES NO 
3) Is the value of Insurance CIF value plus percentage as per credit YES NO 

Specify amount 
4) Are the risks covered as called for in the credit YES NO 
5) If the policy or certificate is issued in original and duplicate. 

specify as required under credit 
6) Who endorsed the pol icy - specify 
7) Insurance policy must show that date stated as on or before the 

Bills of Lading date (Except specifically mentioned in Policy-Risk 
covered from Bill of Lading date or warehouse to warehouse Policy) . 

OTHER DOCUMENTS 

I) Black list certificate regarding vessel 
2) Certificate of origin certificate of weight-

Specify have you checked as per credit term 
3) Have you read and followed article 31 

State discrepancies on the reverse 

Examined by .................. •• 
Checked by  
Final Check  

YES NO 
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DATE 

January 22 1982 
QUERIES TO: 

Systems & Operating 
nivicinn 

Irrevocable Documentary Credit form (Exch-F-6-) and Application to 
issue Irrevocable Documentary Credit form (Exch-F-12) have been 
revised. Attempts have been made to ensure that the new forms 
(specimens attached) should, besides satisfying the needs of the 
applicants, also be in line with the latest development in LC format 
as evolved by the International Chamber of Commerce. 

The revised forms have the following distinctive features: 

1. The number of the credit, date of issue, date and place of 
expiry, beneficiary's name and address, the amount of the credit 
etc. are placed together for easy identification. 

2. Space for date of shipment and description of goods covered have 
also been prominently provided. 

3. Application to issue Letters of Credit (Exch-F-12) has also been 
revised. Attempts have been made to bring in as much uniformity 
as possible in both these forms. This uniformity will save time 
and effort of the issuing branch and minimise errors while trans-
forming the information from the 'Application' to original 
Irrevocable Documentary Credit. 

Detailed instructions to complete Irrevocable Documentary Credit Form 
are given in the sheets attached to this circular. An explanatory 
brochure prepared by International Chamber of Commerce on Application 
to Documentary Credit is also enclosed. 

This circular does not confer authority to branches which are not 
already authorised, to issue Letters of Credit. Specific written 
authority to issue Letters of Credit must be obtained from respective 
regional office by such branches. 

If any further clarification is needed, reference may be made to the 
respective regional office. 

_ 

AKIITAH ANTS 
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Date Of issue 

IRREVOCABLE 
DOCUMENTARY CREDIT 

r; are e•eirti 0 

%re.. 

TN% rind, ra fan? IC. Me ai.1,,sme hami ur a,ima-i D " . ... —.—..--atiod ad.,: e or sale 

Appiicant 

IC ) 0 

Advising Bank Amount 

0 

Partial Shiernents allowed r not allowed 
Reference No 

Transhipments aiio wed r riot allowed 

Shipment from lel 10 11:,1 not later than a 
Dear S109) 
We heleby issue in your favour this frrevocable Documentary Dread as per details stated above. available by negotiation of your drafts 

at sight drawn on the applicant/ for full invoice value of shipment purporting to be 

0 

accompanied by the following si.gricid dc.r•urrents marked 13 
EJ commercial Invotco in 14 copies certifying goods to be of 0,101(1. 

'Full sal of dean 'shipped on °alit marine Bil XS) 01 Lading made out or endorsed to our order showing 'Fre4ght propak I 7 

and marked notify the applicant and u& 

Ei laiinway Sim bearing this Credit number Showing the goods consigned to 10 

and showing Freight prcpaid/ 0 . and mar1ke<1 

notify the abetment and us. 

Insurance policy/certifIcate in duplicate issued to your order and blank endorsed covering goods for the invoice value plus 10% covering 

marine arid war risks' :tiding Institute Cargo Clauses (Ali risksi and Instil le Strike Riots and Civil Commotion. 

Claims Payable In Additional FliskS: 

CI Insurance covered by the attc:ant. Details of the shipment ..inder this Credit :mist be amnsect by you Immo:Satoh, after shipment direct 

to the applicant and to 

, referring cover note number 26 of 11::::.1 

Two copies of this advice should accompany the original set of documents 

of origin issued by a Chamber of Commerce E rAirrloate 
Packing list In COOles. 

E 
Actditiorutl conditions 1 short form of Bills of Lading not acceptab:e 

00 

13 Advising and Negotiating Bank charges are fOr account ot the II applicant 0 benefic,ary 

Documents to be presented witni days after the date of issuance of the Bills of Lading but within the validity of the credit. 

This Irrevocable Documentary Credit is subject to Ire? Uniform Customs and Practice for Documentary Credits 0924 Revision. Internat•onal 

Chamber or Commerce. Publ•cation No 290i arid engages us inacceidance wiith theterms thereof and especially in accordance with the terms 

of Article 3 thereof The number and the dale of tnis Credit end our name must be Quoted on all drafts required Each negotiation must be noted 

on the reverse of this advice by the negotiating bank. 

0 AuthonStea Synalute Authorised Signature 

Nit No 0 

PHONES 01-2838565 
aviwawwwi 11.11•4110•101.111 

TELEX eV 1651 ..748LES eArICRECOM 
4 .1.2.1..r"li Kr41.4. dai.i al I A 



Date of presentation Amount in figures and words. Name, stamp and signature of the bank 



GUIDELINES FOR COMPLETING NEW LC FORMS 

1. Number Assign a number out of the block of serial numbers 
al located to your branch by Systems & Operations 
Division. Blocks of serial numbers al located 
to each branch are also advised under Instruction 
Circulars. If during any calender year all numbers 
of the block have been used, the block may be reused 
starting with the first number of the seriti. 

2. Date of Issue Write date of issue of the credit. The date should 
be written as under 

5 JANUARY 1981 (i.e. date in numbers, followed 
by month in alphabets, and year in 
numbers) 

3 Date of Expiry Write date of expiry of the credit as mentioned by 
the appl icant in Letter of Credit Application Form. 
The date should be written in same style as explained 
in paragraph (2) above. 

4. Mode of Advising a)lf the credit is to constitute the original operative 

Credit instrument, and is being advised by air mail, 
mark X in the box. 

b)lf the credit is in confirmation of cable/telex 
sent earlier, mark X in the box. 

5. Appl icant Write name and full postal address of the applicant 
as mentioned by him in Letter of Credit Application 
Form. 

6. Beneficiary Write name and ful l postal address of the beneficiary 
as mentioned by the appl icant in Letter of Credit 
Appl ication Form. 

7. Advising Bank Write full name and address of the advising bank. 
In countries, where a branch of BCC Group bank exists, 
letters of credit should be advised through that 
branch. In other countries, they should be advised 
through our correspondents bank. Names and complete 
addresses of our correspondent banks are given in 
the Agency Arrangement Manual. 

Space for "Reference No." is for the use of the 
"Advising Bank". Leave this space blank. 

8. Amount The amount of the credit should be written in 
figures and words. e g. US $ 2,450,000 (US Dol lars 
Two Mill ion Four Hundred Fifty Thousand only). 
The currency of the amolint should invariably be 
mentioned whi le writing the amount in words, and 
figures. 

9. Partial Shipments/ Delete the alternative which is not appl icable. 

Transhipments 

10. Port of Shipment a)Write port of loading 

b)Write port of destination 

c)Write the date hy which the shipment must be 

made. The date should he written in the same style 

as exnlained in paragraph (2) above. 



• 11. Tenor 

12. Name of the 
Drawee 

13. Description of 
Goods 

14. Invoices 

15. County of Orgin 

16. Shipment by sea 

17. Terms of 
Shipment 

18. Shipment by Air 

19. Consignee's Name 

20. Terms of 
Airfreight 

21. Insurance by the 
beneficiary 

22. Place where 
claims payable 

23. Additional 
risks 

24. Insurance by the 
applicant 

25 Notification of 
Insurance cover 

26. Cover note 
Number 

Write the tenor or usance of the draft (i.e. 30 days, 
60 days etc) in the space betmeen 'at' and 'sight' 
If the draft is to be drawn at sight, issue this space 
blank. 

If the draft is to be drawn an the applicant of the 
credit, leave this space blank. If the draft is to be 
drawn on any other person, or on a bank, then cross the 
words 'the applicant', and write name of the drawee or 
our bank as the case maybe in the blank space. 

Write full description of the grinds as mentioned in 
Letter of Credit Application Form. If the space 
provided in the credit proves insufficient to accomcdate 
the full description use the additional sheet, especially 
printed as enclosure to the credit advice.* 

Write number of copies of invoice required. 

Write the name of the country of origin of goods covered. 

Mark X in the box ifvods are to be despatched by Ship. 

Where goods are imported on CIF basis, do not make any 
change. In case of any other alternative term, like 
gccdc imported on FOB basis, delete the word 'prepaid' 
and write 'payable at destination'. 

Where goods are despatched by Airfreight, mark X in 
the box. 

write the name of consignee. 

Where freight is not prepaid, delete 'prepaid' and write 
applicable terms, such as 'payable at destination'. 

Mark X in the box provided if insurance is covered 
by the beneficiary. 

Write name of the place where insurance claim is 
payable. 

The applicant may same time desire that insurance cover 
should include cPrtain additional risks. Such risks 
should then be specified by the applicant and should 
be written in the space provided. 

Write X in the box provided if insurance is covered 
by the applicant. 

Write name and address of the insurance campany or any 
other person to wham the details of shipment is to be 
advised for arranging insurance cover. 

Write number of insurance cover note. 



27. Name of Insurance Write name of the insurance company which 
Company issued the cover note. 

28. Certificate of 
Origin 

Write X in the box provided, if appl icable. 

29. Packing List Write X in the box provided, if applicable. 

' 30. Copies of Write number of copies required. 
Packing l ist 

31. Additional 
Documents 

32. Other conditions 

Write detai ls of any other documents required. 

Write any other conditions, desired by the 
appl icant. 

33. Negotiating Bank's Mark X in the appropriate box as per the 
Charges appl icant's instructions. 

34. Days for 
Presentation of 
Documents. 

35. 

Reimbursement Clauses 

Write number of days indicated by the applicant. 

Authorised signaturies only should sign the credit 
indicating their signature numbers as given in 
'Authorised Signatures Book' against their 
names. 

It is important to indicate the manner in which reimbursement has been arranged 
by the letters of credit issuing branch. One of the following three alternatives 
given in the form on second copy should be selected and appropriately marked: 

1. Authorising negotiating bank to claim reimbursement. Name of the branch/ 
correspondent should be indicated. 

2. Authorising negotiating bank to claim reimbursement by debiting the issuing 
branch account or any other branch account with them. Regional Office wi l l 
specifically permit the issuing branch to authorise debit to any other branch 
account. 

3. Arranging remittance to negotiating bank on receipt of documents. 



DISTRIBUTION OF SET 

Irrevocable Documentary Credit (EXCH-F-6) is a six-part set. 

The parts are as under: 

1. 1st Part 

It is a security paper with background printing. It is 

the original letter of credit for beneficiary. Authorised 

Signatories should sign in full and indicate their separate 

number. 

2. 2nd Part 

It is a copy for the applicant. 

3. 3rd Part 

It is a copy for 'Advising Bank'. When mailing the 

documentary letter of credit to beneficiary through an 

advising bank, place this copy on the top of the 1st part. 

Mail both the parts to advising bank. 

4. This copy is for reimbursing Bank. If the negotiating bank 

has been authorised to claim reimbursement either from: 

a) Leadenhall Street Branch, London or 

b) A correspondent Bank 

this copy should be sent either to a) or b) above as the 

case may be. 

5. 5th Part 

This copy is a Register copy, and should be filed in serial 

number order of Irrevocable Documentary Credit. 

6. 6th Part 

This is an office copy. 

This copy should be retained in the customer's file along 

with the Application to Issue Letter of Credit and copies 

of other relevant correspondence. 



ICC Pabl ical..ion on Documentary Credit Appl ication 

If the beneficiary is to have a choice of trans-
port documents, give him that choice by stipulat-
ing, e.g.: Marine Bi l ls of Lading and/or Combined 

Transport Docutoents and/or Air Waybi l ls. 

if, in addition to the original(s) of the trans-

port docuiDent, so-cal le:1 non-negotiable copies are 

to be presented, st ipulate this specifically and 

state tho nu;bcr of w)11-1 gotiable copies to be 

presented. 

If the transport docuwent is to show that the 
goods have been received for del ivery to a named 

addres (e.g. Air Waybi l l, Sea Waybill and the 
l ike), give the name and address detai ls. 

Before including any provision that the transport 
document is to indicate that the freight is to be 
payable at destination, make sure that the benefi-
ciary is able to find carriers or transport operators 
prepared to issue such transport documents for the 
destination indicated in the credit. 

Where appropriate, state what specific clauses a 
transport document may or must contain, especially 
in the l ight of: 

UCP Article 18, stating what wi ll be accepted 

as a clean transport document under a do-
cumentary credit, and stressing the need for 
the credit to specify any superimposed clauses 
or notations which are to be accepted ; 

If the transport is to be effected by a named 
carrier or transport operator, or by a named group 
of carriers or transport operators, state the 
name(s) of such carrier(s) or transport operator(s). 



Explanatory Brochure prepared by International Chamber of Commerce 

In i can t 

Issuing Bank 

Appl::ation date 

Date  and place of expiry 

Date 

Place 

Give : your ful l name and ful l address with 

postal code (if avai lable) to enable the bene-

ficiary of the credi t to quote them correctly in 

those docur-ents where they arc to appear, espe-

cial ly in the invoice. 

Mont ion your account number in this space (un-

less it is to be mentioned el....ewheie in the form). 

If not pre-printed, type in the name and the ad-

dress of your bank. 

Indicate the date on which the form is completed, 

signed and sent to your bank. 

Always fi l l in the date of expiry; this is man-

datory under UCP Article 37. If not extended to 
the first fol lowing business day by virtue of UCP 

Article 39 a, it is the last date on which the 
documents may be presented to the bank where the 
credit is avai lable. 

Choose the date of expiry with care: if the time 
of val idity of the credit is too short, it will be 

an impediment to the beneficiary and if it is too 

long, it wi l l not serve any useful purpose. 

Indicate as place of expiry, the city or the 
country of the bank(s) where the credit is to be 

avai lable and where, accordingly, the documents 

must be presented. 

Indicate a country (instead of a city): 

(a) if the bank where the credit is to be avail-
able has several offices or branches in that 
country (unless a specific branch or office 
is to be used) ; 

(b) if a credit avai lable by negotiation is to be 
freely negotiable by any bank in that coun-

try. 

Keep in mind that if no city or country is indica-

ted, a freely negotiable credit wi ll be considered 

freely negotiable by any bank anywhere in the 
world. 
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Benefi:.iary 

By (air)mai i 

Brief advice 

R),  telegram, telex or 

other tele-transmission 

method 

St3t. beneficiary's ful l name and ful l adr!ress 

(with pot,tal code if avai lable). 

Pay special attention to spelling and to numerical 

details. 

If there is any danger of confusion between differer 
cities viith identical or similar names, indicate 
details to avoid confusion. 

Pay attention to such address detai ls as P.O.B. 

(Post Office Box), P.M.B. (Private Mai l Bag), 

of bui ldings, rouz nu:ibf.:rs etc. 

Especial ly if a credit is to be issued (or briefly 
pre-advised) by telegram, telex or other tele-
transmission method, include the telephone number 
(with area code) and/or the telex number of the 
beneficiary, and/or other identifying reference. 

Unless absolutely essential, avoid giving "c/o 
.0 .Z. Bank ..." etc. as beneficiary's address. It may 
result in confusing situations. 

X-mark if the crcdit is to be issued by (air)mail, 

whether with or without brief advice by telegram 

or telex (or other tee-transmission method). 

X-mark in combination with box (6) if you want 
your bank to send a brief advice with the main 

elements of the credit by telegram, telex or other 
tele-transmission method. 

X-mark if the credit is to be issued in full by 

telegram, telex or other tele-transmitted message, 

resulting, by virtue of UCP Article 4, in an ope-
rative credit instrument, which need not be fol-

loed by the issuing bank's written confirmation. 

If the message is not to be the operative credit 
instrument, say so under Additional Conditions. 

Transferable credit First, read UCP Article 46. 

X-mark only if and when a transferable documentary 
credit has been agreed upon with the beneficiary. 

If the credit is to be transferable to second 

beneficiaries in one or more specific countries, 

state this under Additional conditions. 

Do not in•.truct a credit to be made both transfer-
able and freely negotiable. 



10. Confirmation of credit X-mark "not requested" if the credit is not to be 

confirmed by the bank where it is to be avai lable. 

• 
X-mark "requested" if the bank where the credit is 

to be avai lable is to be requested to confirm it 
to the beneficiary and thereby enter into an under-
taking as referred to in UCP Article 3 b. 

1 1. Amount Express both in figures and in words. 

12. Credit avai lable (with) . 

Indicate the currency unit and where necessary the 

country of that currency unit. (There are several 

kinds of dol lars, pounds, francs, crowns and other 

currencies). 

Where appl icable, say "about", "circa" or "approx-

imately" to indicate that in accordance with UCP 

Article 34 a, this is to mean "10% more or 107. 

less" than the amount stated. If the tolerance is to 
other than 10 %, indicate that percentage. 

If the need is felt, especially in the case of a 

credit that does not al low part shipments, desi-

gnate the amount as a maximum amount by using such 

expressions as "maximum", "up to" or "not exceed-

ing" . 

If the amount is not. the (ful l) invoice value of 

the goods, state under Additional ccnditions whet 

percentage of the invoice value it covers. 

Insert the name of a bank only if the beneficiary 

has expl icitly indicated the bank wnere the credit 

is to be avai lable. 

By payment X-mark "by payment" if the credit is to be avai l-

able by payment against either 

(a) beneficiary's documents without draft(s), or 

(b) beneficiary's documents accompanied by benc-

ficiary's sight draft(s) on tne bank where 

the credit is to be avai lable. 

If a draft is necessary, stipula:c t.:et it IS to be 
drawn on the bank where tne credit is to be avai!atk 

Keep in mind, however, that st has Lecome Incre71-
Singly customary not to ca;; for droft(S) under 
credits avai lable by payment at 



ay accutance X-mark "by cicceptance" ;f the credit is to be 
avai lable by acceptance of beneficiary's time or 
usance drafts) on yourself or on a bank e.g. 
the issuing bank) other than the bank where the 
credit is to be available. 

Stipul'Ice beneficiary's draft to be drawn on the 

bank where the credit is to be avai lable and 

specify usance at which it is to be drawn. 

ne.:otiation X-mark "by negotiation" if Ow credi is to be 

avai lable by negotiation of beneficiary's sight, 
tim..! or usance draft(s) on a bank (e.g. the issu-
ing bank) or on any party (e.g. yourself) 

other than tne negotiating batik. 

Specify any party other than the negotiating 
bank on which, and the usance (sight or other) 
at which, the beneficiary's draft is to be drawn. 

3 

, i3. Partial shipments X-mark "allowed" or "not allowed" in accordance with 
any agreement you have made with the beneficiary. 

▪ Keep in mind that by virtue of UCP Article 35 b, 
shipments on the same ship and for the same voyage 
wi l l not be considered partial shipments even if 
the "on board" bi l ls of lading are issued on dif-
ferent dates and/or indicate different ports of 
shipment. 

14. Transhihment 
▪ X-mark "allowed" or "not allowed" in accordance with 

any agreement you have made with the beneficiary. 

Always al low transhipment if the credit is to sti-
pulate or authorize the presentation of a combined 

transport document, or if it is to stipulate or 
authorize combined or multimodal transport. 

Keep in mind that if transhipment is to be prohib-
ited by the credit: 

under UCP Article 21 b, bi l ls of hding in-
corporating printed clauses stating that the 
carriers have the right to tranship wil l be 
accepted, provided thdt the bil l of lading 
does not specifically state that the goods 
will be transhipped. 



15. Insurance covered by you . 

16. Transportation detai ls 

X-mark this box in the case of FOB or CO' ship-

ments and in any other case where you h.lve taken 

out or wi ll effect the insurance. 

If you X-mark this box, provide for the insurance 

and satisfy your bank that you have done so. 

In the case of shipment or dispatch of goods, indi-

cate under "Shipment/dispatch/taking in charge 

from/at" and under "for transportation to" from 

where and to where the goods are to be transported 

in accordance with the terms of  credit. 

In the case of taking in charge of goods, indicate 

under "Shipment/dispatch/taking in charge" where the 

goods are to be taken in charge. 

Be specific:-indicate names of (air)ports, cities, 

and countries. 

Avoid abbreviations and such loosely defined indi-

cations as Main Ports, West European Port, Hiddle 

East Port, Scandinavian Port and the like. 

If the credit is to stipulate or to al low the pre-

sentation of a combind transport document, or to 
provide for combined transport, do not stipulate a 
Seaport of Loading except when the con.bined trans-
port operation is to start in a specific Seaport 
of Loading. 

Indicate a latest date for shipment, dispatch or 
taking in charge under "not later than" if such 

date is to be stipulated in the credit. 

If shipment, dispatch or taking in ch rgt is to 

take place during a stated period, or betweer, two 
dates, use following wording :- "during "...(-:onth 

or months) ...", or "not earlier than ... and 

not later than ..." 

Keep in mind that the latest date for shipment is 

the latest date on which the transport documents 
must have been issued (see UCP Articles 15 and 
20), or the latest date on which the bi l l of 

lading must have been provided wi th the notation 

that the goods have been loaded on board. 

In the case of shipment by air, keep ln TifiU tn,r. 
the issuance date of the air waybi l l wi l l ror ly 
be considered to be the date of shipmer.t, but tr.at, 
if the air waybill also shows a flight number ard 
flight date, the latter date wi l l usual ly be Laken 
as the date of shipment. 

If shipment, dispatch or taking in ch,lnic is to b ' 
by instalments within stated poriods. ;ndic.)tc 
this in the space for the de .,Lriptiun a thc goods, or under Additional condi tiont:. 



If shipment etc. by instalments within given pe-

riods is to be stipulited and if you do not want 

the credit to become unavai lable by virtue of UCP 

Article 36, give additional instructions to cover 

the case where an instalment is not shipped etc. 

within the appropriate period. 

ih Goods description Keep description brief, without excessive detai ls. 

Do not request your bank to attach pro forma 
invoices or the like to the credit, and in the goods 
description to be given in the credit, avoid refer-

ence to pro forma invoices and the like whenever 
possible. 

State quantities and unit prices where appro-

priate. 

Where appl icable, say "about", "circa" or "appro-

ximately" when, in accordance with Article 34 

a tolerance not exceeding 10 % more or 10 % less 

is to be allowed on the quantity stated. If a 
tolerance other than 10 % is to be allowed, indicate 
the percentage. 

/Also, keep in mind that within the maximum amount 
of the credit, UCP Article 34 b al lows a tolerance 
of 3% more or 3% less on the quantities indicated 
unless the credit stipulates otherwise, or speci-
fies the quantity in terms of a stated number of 
packing units, or individual items. 

13. Terms of del ivery In stating the applicable delivery term indicate 
the place to which the ter— is to apply, e.g. FOB 
Hamburg, C&F Marseille, CIF Rotterdam. 

Consult "Incoterms", 1980 Edition (ICC Publication 
N° 350) and Guide to Incoterms (ICC Publication N° 
354). These have been adapted to changing trends in 
international trade, particularly with regard to 
transport, and in addition to the well-known tradi-
tional terms, have been supplemented by new trade 
terms, specifically adapted to combined and multi-
modal transport. 

9. Documents stipulations Be specific, clear, and accurate, so as to avoid 
misunderstandings and disputes. 

Determine what and how many documents are to be 
stipulated in the credit on the basis of what has 
been agreed upon with the beneficiary (well before 
you request your bank to issue the credit). 

Avoid such terms as "first class", "wel l known", 
"qual ified" and the l ike to describe the issuers 
of documents since, by virtue of UCP Article 14, 
they cannot be taken into account when the documents 
are examined by banks. 

Indicate any specific clause or statement which a 
documcnt must or may contain. 



If your appl ication form carries pre-printed 

documents stipulations (for your guidance . 
them in your own wording in the fol lodinr; stand d 

sequence: 

- Commercial Invoice 
- Transport Document(s) 
- Insurance Document(s) 

20. Commercial Invoice 

21. Transport documents 

- Such other documents as may he req rcd • 

If the commercial invoice is lc be on a form other 
than the beneficiary's own invoice form, in cate 
this specifically and specify the form or which 
invoice is to be issued. 

If an invoice is to be certified or legalized 1-1 
any way, indicate specifically in ,what respect and 
nominate the organisation or party who is to lega-
l ize or certify the invoice. 

If the invoice is to show any details enninr bear 
any statements apart from the description of the 
goods, specify such details and give tne text of 
such statements. 

If the invoice must or may be issued by a party 

other than the beneficiary, indicate this speci-

fical ly and state the name of Inc rty 
or wno may issue tne invoicu. 

If the invoice must or may be issued in a aame 
other than your own, indicate specifical ly tn 
ether name it is to or may be issued ause of 
UCP Article 32 a). 

If the credit is to be issued for less than tne 
invoice value, pay attention to section 11 above 
and to UCP Article 32 b which al lows but coes not 
obl ige banks to refuse commercial invoices issued 
in excess of the amounts permitted b tne credit. 

First, read the UCP sections Ceaiing wit" thts 
subject under the title "Shippi!Iti jocumenr.s". 

Specify what type(s) ut traw:pf,rt documents must 
or may be presented under the crec;-t. 

Deiwnding on the type ot trail p rt document, sta 

to whose order it is to tvt: issued or en.7:orsed,* 
Which notify-address, if" dhy tb LS CO show. 



2..2. Marine  Bi l ls of lading ) General 
Stipulate Marine Dills of Lading if 

(a) transport is to be effected between seaports 
of loading (whether with or without pre-
carriage) and Seaports of Discharge, or 
between Seaports of Loading and Places of 
Delivery. 

(b) 

arid 
the beneficiary is to present a bill of 
lading which meets the "on board" requirement 
of UCP Article 20 and which is not prohibited 
by virtue of UCP Article 19. 

The following, amongst others, may be 
accepted as Marine h il ls of Lading :-

Short Form Bi l ls of Lading. (indicating some 
or al l of the conditions of carriage by 
reference to a source or document other than 
the Bi l l of Lading itself), 

Bi l ls of Lading covering unitized cargoes, 
such as those on pal lets or in containers. 

Combined Transport  Bi l ls of Lading if they 

dre issuea oy companies tinctudilly Lyn-
sortia of shipping companies) operating as 
carriers in their own right and not as 
freight forwarders. 

Combined Transport Bil ls of Lading if, as de-
termined by their data contents,they in fact provide 
for a Port-to-Port Shipment where the credit re-

quires such a shipment. 

Bi l ls of Lading entitled "Port-to-Port Bi ll of La-

ding" or "Bi l ls of Lading for Port-to-Port Ship-

ment". 

Dual Purpose Documents, e.c headed "Bi l l  of La-

ding for Combined Transport or Port-to-Port Ship-
ment" Fr simi lar wording), 

if the credit specifies shipment horn a. named 

port of loading to a named port of discharge, 

provided that the named ports and the carry-
ing vessel are shown on the bi l l of lading 

without addition of the qual ifying word "in-
tended". 



- 

(ii) charter-parties 

If the credit is to allow, or to stipulate, the 

presentation of bills of lading issued under and 
subject to the conditions of a Charter-Party, say 
this specifical ly as such bi l ls of lading will 
otherwise have to be refused by virtue of UCP 

Article 19 a (i i). 

2$. Sea Waybi l l 

. 

, 

24. Combined Transport Do-
cument 

Stipulate the presentation of the Sea Waybill if 
this is to be acceptable instead of a negotiable 
Marine Bill of Lading. 

The Sea Waybill is a document :-

by which the transport operator declares to 

the shipper or his agent that the goods have 

been received for shipment; 

which cannot be issued or endorsed "to order". 
I 

which, as a non-negotiable document need not 
be presented at the port of destination as a 
condition for receiving the goods; 

whose arrival at destination will not be 
necessary for the goods to be released by the 
shipowner or his agent to the consignee named 
in the Sea Waybill against the receipted notice 
of arrival or against proof of the identity 
of the consignee ; 

which al lows the procedure to be simple and 
especially advisable when buyer and seller 
are well establ ished trading partners. 

Since the Sea Waybi ll is not dealt with in UCP, if 
you stipulate or allow its presentation under the 
credit, also state your requirements, if any, in 
respect of its form and issuer, loading on board, 
loading on deck etc. 

Stipulate the presentation of a Combined Transport 
Document for a transport between a Place of 
Receipt and a Place of Delivery. Specify in what 
form and by whom it is to be issued, if banks are 
not to accept it as tendered by virtue of UPC Ar - 
tide 23 a. 

. • • -- • 

Observe that at least some of the bills of lading 
l isted above in section 22 are likely to be used 
as Combined Transport Documents too. 

.../... 



25. Air  voi l! For air cargo stimulate the precentation of an 
Air Wavhi li or Air Colv.inement  Note and specify: 

the fprm, c. . fATA Air Waybill, issued by 

the air t.arrier or his agent, 

the copy nuher, e.g. original Number 3 

(for shippar\ 

the adoress de:,i is of the c.;oods. 

Keep in mind that essential:y an Air Waybill or 
Air Consigment Note is a taking in charge docu-
ment and thaz it wi l l not usual ly confirm 
that the gooCs are on Pears tne aircraft even tnough 

it may indicte a fli;n: nu.7bcr ant sometimas) a 
flignt datt:. 

Do not require an original (wnicn tne beneficiary 
will not be aole to ;Jbtain as it travels with the 
goods), nor a fJ11 s2t (wnich does not c:xist;. 

Z5. Rai lway Consignment Note . For transports oy rail, tAipelaze't :ne presentation 

of a 

27. Other transport 
documents 

28. Insurance Document 

Duol icate of Railway Consi_gpmcnt Note. 

Do not require an original (which the beneficiary 

wi l l not be able to obtain as it travels with the 

goods) nor a ful l set (which does not exist). 

Stipulate the presentation of such other transport 
documents as may be required, e.g.: 

Inland Waterway Bil l of Lading or Consignment 
Note, Counterfoi l Waybi l l, Postal Receipt, 
Certificate of Mai l ing, Air Mail Receipt, Air 
Receipt, Road Consignment Note, Trucking 
Company Bil l of Lading etc, 

• Forwarder's Certificate of Receipt (FCR), 

• Forwarder's Certificate of Transport (FCT), 

in compliance with UCP Article 24 where applicable. 
Accordingly specify such address and other details 

as are appropriate in the circulostantos. 

If to be presented under the credit, stipulate ex-
actly what type of insurance document the benefi-
ciary is to present, e.g. insurance policy or cer-
tificate, insurance declaration, imiurance cover 
note etc. 

In view of UCP Article 26 a, if insurance docu-
ments must or may be issued and/or signed other 
than by in.lurance ccAvanies, their agents, or un-
detwriter.., indicate b/ ,he i th..:7 MU:il Of in.ly be 
issued ond/or 



If the insurance document is to be an insurance 

declaration or simi lar document, specif,.. whom it 

must show as the addressee and what details it 
must contain. 

If the insurance document is to show that :he ir.-
surance cover is effective from an earlie- date 
than that referred to in UCP Article 27, state 
from what point of time the insurance cover is to 
be effective. 

If the insurance is to be effected in a currency 
ot!:ar than that of the credit. t'.tip.Jiatu in witut 

currency i: is to be effectod . Ot!7erwisa 

of UCP Article 28 a, insurance rust De 
expressed in the same currency as the credit. 

:r view of UCP Article 28 b, indicate for what 
minimum amount, or for what minimum percentage of 
the invoice value, insurance must be effected. if 
this is to be in excess of the OF value cf the 
goods, or if it is to be expected that the CIF 
value will not be determinable from the f=.:e of It= 
documents when presented under the credit. 

As required by UCP Article 29 a, state expressly 
the type of insurance to be effected and, if any, 
the additional risks to be covered, avoiding such 
imprecise terms as "usual risks" or "customary 
risks". 

State that the insurance must be issued irrespective 
of percentage if banks are not to accept the 
insurance document, by virtue of UCP Article 31, 
if it shows that the cover is subject to a franchise 
or an excess (deductible). 

22. Other documents Keep in mind that by virtue of UCP Article 33, any 
document which is not a commercial invoice, a 
transport document, or an insurance document, 
falls under the heading of "other documents" ard 
wil l be accepted as tendered if no furthcr defini-
tion of such docurLent is given in the credit. 

Therefore, careful ly define the type of document 
wanted and where appropriate, Indicate what de-
tai ls it is to show and when it is to re issued, 

Fur t.ac same reason, specify , with names, the 
;Iersos, bodies, instititiuns, or authorities 
UY the document in que.,tion must Ue issued 
and/cr )igned. 
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If, in the case of a transport other than by sea,ar 

attestation or certificate of weight is to bc 
cal led for and if it is to be a separate document, 

stipulate this specifical ly since,by virtue of UCP 

Article 25, in the absence of such stipulation, 
banks wi l l accept, instead of a separate document, 
a weight stamp or declaration of weight superim-
posed by the carrier on the transport document. 

30. Presentation period 

31 . Additional conditions 

Insert the number of days to be accorded to the 
beneficiary for the presentation of the documents 

to the bank where the credit is to he avai lahle. 

Note that UCP Article hi requires every credit to 

stipulate, in addition to the expiry date as 
referred to in UCP Article 37, the period of time 
after the date of issuance of the transport docu-
ment, within which the presentation of documents 
for payment, acceptance or negotiation must be 
made. 

When determining how many days to allow for the 
presentation, pay attention to the timr: which the 
beneficiary may be expected to need to col lect the 
various documents from their issuers, to process 
them and to present them under the credi t. 

Avoid such expressions as "stale documents accept-
able" and the like when specifying the presentatior 
period. 

if documents may be presented irrespectivc of- the 
date of issuance of the transport document, say sc 
under Additional conditions. 

Observe that if no specific presentatioi, period h 
stipulated in a credit, a presentation period of 
21 days wi l l be appl ied by virtue of UCP Article 
41. 

Use this space for the purposes inlico:-(d 
various sections above. 

Use it too for such ochcr addition)! conditions (3%. 
may be appropriate in the circumstances. 

If there is any point in the print,:i Text Of tr'.: 
appl icat ion form from );hich yeti miyht went to 
deviate in your instruct ions, use t . r S, i e to 
say so . (lever Chanqe anything II; ti:e 
printed text as this cuuld be overlooked by your 
bank. 



Revocable credit _ 

Revolving credit 

3: Sett;c7ent 

33. Signat..:re 

7,1sc, u-,e this space if, as may be usual in 

certain trades, the credit is to be issued as a 

revocabIL: credit (and not as an irrevocable credi 

as would nolmal ly be the case) . Keep in mind 
that a revocable credit will not be eligible for 
confirmation by any hank. 

If the credit is to be a revolving credit, specif 

this in this space too, taking care to give pre-

cise detai ls as to the manner in which the credi' 

is to revolve. (Consult your bank on the manner ifi 
which a credit can revolve.) 

Indicate your account number if not indicated in 
the space entitled Appl icant. 

If settlement is to be effected by you in a manner 
other than that provided for by the printed text 
of the application form, type in how you will 
reimburse your bank. 

Sign the application on the signature line (and 
also on the back of tne form if it contains a 
signature line too). 

0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0 



SUBJECT PAGE 211 

INSTRUCTION CIRCULAR 

089 
NUMBER 

PASSING LIABILITY VOUCHERS FOR 
LETTERS OF MARANTEE AND LETTERS 

OF CREDIT ISSUED - REVISION OF 
PROCEDURE 

DATE 

January 21, 1982 
QUERIES TO 

Systems & Operations 
Division - C.S.O. 

1. When a letter of guarantee/letter of credit is issued, the Bank incurs 

a liability. A branch which issues a letter of guarantee/letter of credit 
records the liability by passing the following vouchers:-

For Letter of Guarantee 

Debit: Customers's Liabilities for Letter of Guarantee 
Credit: Bankers' Liabilities for Letter of Guarantee 

For Letter of Credit 

Debit: Customers' Liabilities for Letter of Credit 
Credit: Bankers' Liabilities for Letter of Credit 

2. All branches are not authorised to issue letter of guarantee/letters 
of credit. Unauthorised branches therefore requests other authorised 
branches to issue letter of guarantee/letter of credit for them. This 
situation sometimes results in duplication of liability at the Group level 
as both the branches pass liability vouchers. The duplication occurs even 
when the branch not authorised to issue letter of guarantee/letter of 
credit and the branch which issues them belong to different 
subsidiary/affiliated banks in the Group. 

3. For an authorised branch the following situation arises: It issues 
a letter of guarantee/letter of credit on behalf of:-

(i) its own customers; 
(ii) another branch of the same bank to which it belongs; 
(iii) a branch of another subsidiary/affiliated bank in the BCC Group 

4. Revision of Procedure 

With retrospective effect from January 1, 1982, the procedure for recording 
liability is revised. The revision will achieve the following two 
objectives:-

1) Record correct amount of the net liability incurred collectively by 
all Group banks towards letters of guarantee/letters of credit issued by 
them. 

2) Segregate the amounts of letters of guarantee/letters of credit issued 
by the authorised branch on behalf of the customers, on behalf of branches 
and on behalf of subsidiary/affiliated banks. 

For the purpose of explanation in the examples given in this circular, an 
authorised branch will be called an Issuing branch and an unauthorised 
branch will be called Requesting branch. 

5. Accounting Entries 

1. When an Issuing branch issues a letter of guarantee/letter of 
credit on behalf of its own customers it will pass liability vouchers 
as described in para 1 above. 

 4 
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2. When an Issuing branch issues a letter of guarantee/letter of credit 
at the request of requesting branch of the same bank in the Group, only 
the Issuing branch should pass liability vouchers. Requesting branch 
should only maintain a memorandum register to record customer-wise 
details. Requesting branch should not pass liability vouchers. 

Example - 1 

Requesting branch: Station Road branch, Amran 
Issuing branch: Main branch, Amman 

Station Road Branch, Amman should not pass any liability voucher, but 
should only record in memorandum register customer-wise details. 

Main Branch, Amman should record the liability by passing the following 
vouchers:-

Debit: Customers' Liabilities for Letter of Credit 
Credit: Banker's Liabilities for Letter of Credit 

3. As in case of branches of the same bank, when a branch of one 
subsidiary/affiliated bank requests a branch of another 
subsidiary/affiliated bank to issue a Letter of Guarantee/Letter of 
Credit on its clients behalf, requesting branch should not pass any 
liability vouchers but should record t4is in a Memorandum Register. 
The procedure so far followed by such requesting branches therefore 
stands revised. 

The branch of subsidiary/affiliated bank which actually issues the 
Letter of Guarantee/Letter of Credit on behalf of requesting branch 
should record the liability by passing the necessary vouchers. 

Example 2 

(Requesting branch: Al Sabaka branch, Dubai of BOCI SA 
(Issuing branch: Deira Dubai branch, Dubai of BCCI (overseas) 

Al Sabaka Branch, Dubai of BCCI SA requests Deira Dubai Branch of 
BCCI (Overseas) Ltd to issue a letter of credit for US $500.000-

Al Sabaka Branch, Dubai of BCCI SA should not pass liability vouchers, 
but should only record in memorandum register customer-wise details. 

Deira Dubai Branch of BCCI (Overseas) should pass liability vouchers 
as indicated in Example 1 above. 

Thus, for a lettet of credit of US $500,000 - one liability will be 
considered at the Group level when the accounts are consolidgted. 

6. Register Maintenance 

As advised above the second objective is to segregate amounts of Letters of 
Guarantee/Letters of Credit issued on behalf c)f the customers, branches and 
subsidiary/affiliated banks. • 'UM 
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Branches which issue Letters of Guarantee/Letters of Credit, on behalf of 

other branches of the same bank or subsidiaries/ affiliated banks have so 

far been recording details in the relative register in the serial number 

order of the Letters of Guarantee/Letters of Credit. They should now split 

these two registers into: 

Letters of Guarantees/Letter of Credit issued on account of:-

Section:1 Customers (of the branch itself) 
Section:2 Branches (of the same bank) 
Section:3 Subsidiaries and Affiliates (of the BCC Group) 

The number of folios allotted to the above three categories in these 
registers will depend on the number of Letters of Guarantees/Letter of 
Credit issued on their behalf in the past with a provision for future 
increase in number of transactions. 

Main Branch, Amman, of BCCI SA should record the transaction in example 1 
above in Letters of Credit issued Register under section allocated for - 
'Branches' 

Deira Dubai branch of BCCI (Overseas) LLd should record the details of 
Letter of Credit for US $500,000 in example 2 in the section allocated for - 
'Subsidiaries and Affiliates'. 

Station Road branch, Amman and Al Sabaka branch, Dubai should record the 
transactions in Letters of Credit Issued Register as usual. If these 
branches do not issue Letters of Guarantee/Letters of Credit on behalf of 
other branches they should not provide for three different sections. 

7. Periodical Reporting 

When submitting periodical statement of affairs branches are reporting the 
amounts of Letters of Guarantee Letters of Credit issued by them and out-
standing as on the date of report against the relative General Ledger heads. 

The amounts so reported are the aggregates of all Letters of Guarantee/Letter 

of Credit issued by them and outstanding on behalf of customers, branches 

and subsidiaries affiliates. 

Segregation of the Registers aS suggested in Section 6 above will now permit 

branches to report the amounts of Letters of Guarantee/Letters of Credit 

issued and outstanding under the above three categories. While submitting 

Statement of Affairs, branches should accordingly give supplementary details 

on a separate page marked 'Classification of Letters of Credit/Letters 

Guarantee', as under:-

Classification of Letters of Credit outstanding as on 

(1) On behalf of customers 
(ii) On behalf of branches 
(iii) On behalf of subsidiaries/Affiliates 

Total as per General Ledger 
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8. Letters of Guarantees 

Procedure as described in the three examples above for 
vouchers and recording details should also be followed 
guarantee issued on behalf of the customers, branches, 
affiliates. 

9. Confirmation of Letters of Credit 

passing liability 
for letters of 
subsidiaries and 

Normally, when a letter of credit is issued by one branch of the Group Bank, 
another branch is not called upon to confirm that letter of credit. In rare 
instances, when another branch confirms such letters of credit, the following 
vouchers should be passed:-

Debit: 
Credit: Banker's Liability for confirmation of Letters of Credit 

Customer's Liability for confirmation of Letters of Credit 

10. Maintaining Records 

While recording the details of letters of credit confirmed by the branch, in 
the concerned register, the confirming branch should separate the folios to 
record the details of confirmation of letters of credit issued by branches 
of:-

(i) Same bank in the BCC Group 
(ii) Subsidiaries and affiliated bank 
(iii) Correspondents 

The total amounts of letters of credit confirmed as shown against the above 
three sub-heads should always agree with the amount appearing under the 
General Ledger head - Banker's liability for confirmation of letters of 
credit. 

11. Periodical Reporting 

As previously explained, the periodical Statement of Affairs should be 
supported by a supplementary statement showing amounts outstanding under 
confirmed letters of credit-issued by branches of the same bank, issued by 
subsidiaries and affiliated banks and correspondents. 

12. Branch Managers should acquaint the concerned meMbers of staff with 
the above revision. In case any clarification is needed, reference may be 
made to the respective Regional Office or the Systems and Operations 
Division in the Central Support Office. 

MasihLr Rahman Ameer H. Siddiki 
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Please refer to Instruction Circular No. 027 introducing new procedures 
for numbering Letters of Credit issued by branches. 

The following branches have been allotted the block of numbers shown 
against their names for Letters of Credit to be issued by them: 

Bank of Credit and Commerce {Misr] S.A.E. 

Abdel Sarwat Street Branch, Cairo 
Sherif Street Branch, Cairo 
Tawfikia Square Branch, Cairo 
Shubra Branch, Cairo 

196001 - 200000 
200001 - 205000 
205001 - 210000 
220001 - 225000 

Bank of Credit and Commerce International (Overseas) Limited 

Manila Branch, Philippines 225001 - 230000 

Arr -R H. SIDDIKI A. HAFEEZ 
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Please refer to Instruction Circular No. 027 introducing new procedures 
for numbering Letters of Credit issued by branches. 

The following branches have been allotted the block of numbers shown 
against their names for Letters of Credit to be issued by them: 

Bank of Credit and Commerce (Zambia) Ltd 

Lusaka Branch, Zambia 190001 - 195000 

Bank of Credit and Commerce International S.A. 

Station Road Branch, Amman 195001 - 196000 

A. HAFEEZ- AMEER H. SIDDIKI 
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In follow-up of our circular number 078 on the above subject it has been 

decided by Management that certain items of assets which, while being 

lower in value than US$ 250 (and therefore requiring to be written off), 

should still be physically monitored and their custody properly recorded. 

Accordingly, such items should be taken into the Furniture, Fixtures/ 

Fixed Assets Register at a carrying value of US$ I (one). These items 

should continue to be held in the books till physically replaced/scrapped. 

Regional Offices will have the discretion to determine which items should 

be so recorded in the Register. 

MASA \>--HUR RAHMAN 
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DATE 
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QUERIES TO: 

CENTRAL ACCOUNTS 

DIVISION 

(a) Deposits from customers 

(b) Deposits from banks 

(c) Borrowings from banks 

(d) Borrowings from Central Bank 

(e) Deposits with Banks (Our Placements) 

(f) Borrowings by banks 

(g) Sundry Creditors 

(h) Other Assets 

(i) Total Advances 

(j) Total Letters of Guarantee outstanding 

(k) Total Assets (Excluding Contras) 

(1) ( i) Letters of Credit Outstanding , 

(ii) Acceptances Outstanding 

(m) Total Outstanding - forward Sale Contracts of Foreign Currency 

(n) Total Outstanding - forward Purchase Contracts of Foreign 
Currency 

(o) Total number of Current Accounts 

(p) Total number of Savings Bank Accounts 

(q) Profit/Loss position (cumulative) 

(r) ( i) No. of Loan Accounts 

(ii) No. of 0.D. Accounts 

(s) No. of Officers & staff (separately) 

Month and figures under 17 columns should be reported to the 

Special Cell, Regional Office as usual. 

NOTE:The following are attached with the circulars for use 

of the branches and subsidiaries. 

(1) List of statements to be submitted as on 

December 31, 1981 

(2) The closing calendar in Annexure "B" for 

different regions. 

• 

ATER H. SIDDIKI 

/k)A 

SIHUR RAHMAN 
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DATE 
October 28, 1981 

QUERIES TO: 

Central Credit 
Division 

Letters of credit whether established under the credit sanctioning authority 
of the branch managers or under approved limits must normally cover import 
of merchandise/items which are traded by the customers in the normal courSe 
of their business. Merchandise/items required for own use or for the use 
of their enterprise such as capital goods/machinery for installation in their 
own plant would not fall in this category. 

Before establishing letters of credit for import of capital goods required by 
the customers for their own use, the branch managers must satisfy themselves 
that adequate resources are available to the custorders to retire the documents 
as and when received and at no stage we will be requested to extend term loan 
for making payment to the suppliers. In no case, however, letters of credit 
for import of such items should be opened without reference to the Regional 
Offices whether or not a letter of credit facility is available to the 
customers. 

It is also essential that before establishing letters of credit the branch 
managers should satisfy themselves that the goods that are the subject 
matter of a letter of credit are readily saleable in the market and that the 
amount of the letter of credit genuinely represents the cost of the goods. 

INTIM AHMED AMEER H. SIDDIKI 
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Hitherto separate test keys were issued by Bank of Credit and Commerce 
International S.A. and Bank of Credit and Commerce International (Overseas) 
Ltd for authorising messages issued by their branches. In view of increase 
in the net work of branches and correspondent relationship, it has been 
decided to replace the two test keys with a new test key for authentication 
of messages issued from all branches of Bank of Credit and Cammerce 
International S.A., Bank of Credit and Commerce International (Overseas) Ltd 
and other Subsidiaries and Affiliates of BCCI Holdings (LuxeMbourg) S.A. 

The revised test key along with variable tables will be supplied by 
International Division, Central Support Organisation, shortly. The changes 
effected in the new test key as against the existing test key are as under:-

1. The revised test key can be used by all offices of BCC Group uniformly. 
Separate keys for branches of BCCI S.A. and BCCI (OS) Ltd will then 
become Obsolete and reduce confusion and workload at operational level. 

2. Revised variable tables are re-usable. Instructions for their use have 
been given in the Test Key. Introduction of the re-usable variable tables 
is an improvement over the existing system. Users will not be required 
to call for fresh variable tables frequently. 

3. Fixed Table A to E are arranged in a logical order to bring in ease in 
their use and to save time and effort of the users. When in use, the 
tables spread over a single sheet providing overall view. This also 
reduces the incidence of errors and raise efficiency. 

4. Instructions for use of Test Key have also been given in three additional 
languages - Arabic, French and Spanish. These languages cover almost all 
the countries in which BCC branches now operate. Addition of the languages 
enhances the appeal for universal acceptability. 

5. In table D, among frequently used currencies, codes for additional 
currencies of countries in which DOC Group branches operate, have also 
been included. 

6. Special folders have also been made for filing variable tables. The 
folders to be used by two authorised officers, have been differentiated 
by use of different colours. Variable tables K & L have light blue and 
M & N dark blue folders. 

Instructions in respect of custody of test key, authentication of inward and 
outward messages etc., have already been advised to branches under Instruction 
Circular NuMber 075 of August 14, 1981. The following additional instructions 
may also be noted by the branches:-
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1) While requesting for test keys, branches should advise International 
Division, C.S.O., names of officers who are authorised by the Regional 
Offices to use the test keys. This will enable the International 
Division to send the tables in a confidential envelope marked to the 
attention of the concerned officer. Acknowledgements for receipt of the 
test keys should be signed by the concerned officer and returned to the 
International Division. In case of any change in the authorised officer 
holding the tables due to his transfer etc., such change should be 
advised to International Division for updating their records. 

2) Telex Department/Operator before returning a copy of the transmitted 
message along with the original to the concerned department, must 
obliterate the 'test' number on both the original message and the copy. 

Akhtar Anis 

Pages nuMbers 189-190 are not used. 
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• 

We have received enquiries fram our branches and Regional Offices About Bank's 

position in cases where drawee banks in the USA have returned cheques and 
similar instruments unpaid and recovered the amount from us long after the 
normal process of presentation and payment has been completed. These late 
returns catch our branches unawares as our New York collecting agents will 
sipply debit the account of our branch and return the unpaid instrument to 
the branch concerned without notice, in accordance with the law and banking 
practice in the U.S.A. 

We understand that these late returns are distinct and separate from the 
normalreturn of unpaid instruments by drawee banks in the U.S.A. The late 
return is in fact initiated by the drawer of the instrument if and when he 
discovers that the payment of the cheque debited to his account is irregular 
for reasons such as the following:-

1. forged or unauthorised endorsement(s) 

2. unauthorised alterations 

3. stolen or lost instruments collected fraudulently 

The drawer can return the cheque to his bank and can claim refund on the 
grounds of irregular payment. The drawee bank will recover the amount of 
the cheque from our collecting agent in New York who in turn will debit the 
amount to the account of our branch which sent the cheque in question for 
collection. 

Under such circumstances our branch will find recourse only against the 
custamer who presented the instrument for collection or purchase. This 
recourse could be extended to any prior endorsers of the instrument but this 
cannot be taken for granted. Certain resistance will naturally be expected 
from the customer when claiming the amount of the returned cheque mainly 
because the customer himself will be taken by surprise and may be unable to 
campensate himself at such a late stage. 

The following guidelines are given to assist branches in evaluating the whole 
question of the collection or purchase of cheques and other instruments drawn 
on Banks in the U.S.A-:-

1. Late return can take place any time within three years fram the date of 

payment of the cheque by the drawee bank. Cheques drawn by the U.S. 
Treasury Department are not subject to such a limit and can be returned 
any time. 

2. Payment advices received from our New York collecting agents do not afford 
any protection against the future return of a cheque by the drawee Bank 
on the grounds of irregularities raised by the drawer. In the payment 
advices, the collecting agents invariably reserve their rights to recover 
the amount paid if the cheque is returned by the drawee bank. 

While advising credits in the account to the custamers, branches should, 
therefore, affix a rubber stamp an the lines shown on page 186 of this 
circular. 
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3. NO recourse is possible against anyone except the customer who presented 
the cheque for collection at our branch. 

4. It is immaterial whether a cheque is accepted on collection or is 
purchased by the Bank. 

5. Our branches should therefore take the utmost care in accepting cheques 
drawn on the U.S.A. fram custamers, even on a collection basis. 
The financial and business standing of the customer should be commensurate 
with the amount of the Cheque and he should be made aware of the risk of 
extended recourse to him in the event of a belated return so that he 
in turn may not be caught unawares. 

6. Reference should be made to Regional Office where transactions of very 
large amounts are being settled by means of cheques drawn on Banks in 
the U.S.A. even when the customer agrees to wait for the proceeds of 
the cheque sent on a collection basis. 

7. Cheques should not be accepted fram new account holders whose identity 
has not been satisfactorily established and who may tempt a branch with 
promises to place large funds as deposits. 

8. Custamers should be encouraged to arrange for interbank airmail or telex 
transfers of large amount for the credit of his account instead of 
accepting cheques drawn on banks in the U.S.A. 

9. Cheques bearing unknown third party endorsements should be discouraged. 
Cheques should normally be collected for or purchased only from a customer 
whose name appears as the payee on the face of the instrument and not as 
the endorsee. Cheques payable to unknown third parties may be accepted 
only in exceptional circumstances from well known customers of undisputed 
standing with the specific approval of the Branch Manager. 

10. Cheques accepted for collection or purchase must bear regular endorsements. 
The regularity and authenticity of such endorsements are the absolute 
responsibility of collecting branch. Under no circumstances Should any 
irregularity or absence of endorsement be made up by bank certificates 
such as "absence of endorsement guaranteed" and "payees account credited". 
New York collecting agents will autamaticallv guarantee all prior 
endorsements on behalf of our branch when the cheque is received in New 
York for collection, in accordance with the US Banking practice. 

Branch Managers should advise all concerned staff in their branches of the 
implications of and risks attached to cheques drawn on the banks in the 
U.S.A. They should also be advised that anticipatory credit advices should 
not be considered as final payment advices. It is preferable that transactions 
involving Cheques of large amounts, say over Dollars 10,000 are scrutinized 
by the Branch Manager and referred to Regional Office where necessary before 
parting with the proceeds of the collection. 
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This circular is not intended to discourage the normal business of purchase 
or collection of cheques drawn on banks in the U.S.A. Our branches should 
exercise special care in handling such business in accordance with the 
guidelines above to protect themselves against unexpected losses as well as 
difficult and unpleasant disputes with their customers. 

Conversely, any of our branches which find that a cheque or draft drawn 
by them an a bank in the U.S.A. has been irregularly paid on the grounds 
of forged/unauthorised endorsement (s), unauthorised alterations or fraudulent 
collection because the instrument has been lost or stolen, the right of 
claiming a refund from the collecting bank in the U.S.A. will be available 
for a period of three years. This right should however be exercised only 
under exceptional and bona fide circumstances. 

Rubber stamp to be affixed on credit advices reading-

"Please note that collecting banks in the U.S.A. reserve their rights to 
recover the amount of items included in this advice on account of forged or 
unauthorised endorsement(s), unauthorised alterations etc. and we in turn 
look to you for reimbursement". 

Ameer H. Siddiki 
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QUERIES TO: 
Central Credit 

Division 

A letter of credit facility is considered to be a contingent facility until 
such time the documents thereunder are negotiated. After negotiation of 
the documents it becomes a cash facility secured by title to goods purported 
to have been shipped. After receipt of documents it becomes necessary that 
the branches remain aware of the arrival date of the steamer in order to 
ensure that the documents are retired by the credit openers before the 
steamer arrives. However, should the documents remain unretired after the 
arrival of the steamer, the branches should take steps to protect the goods. 

Marine Insurance which is taken at the time of opening the letter of credit 
in case of C & F and FOB contracts or, the insurance policy which accompanies 
the documents in case of CIF contracts would provide cover for a certain 
period after discharge of goods at the port of destination. It must be 
ensured that insurance in respect of goods which have not been cleared is 
kept valid. Branches should seek guidance in this respect from their 
Regional Offices on a case to case basis. 

Under normal circumstances, a letter of credit should stipulate shipment of 
goods to the country where the opening branch is located. In such cases 
where the shipment of goods is to a third country, specific authorisation 
from the Regional Office must be obtained. Regional Office, while giving 
permission for shipment of goods to third countries, would satisfy itself 
About the credit worthiness and the ability of the opener to retire the 
documents inasmuch as the security of goods in such cases is not fully 
available to us. 

While giving permission for establishment of such letters of credit, the 
Regional Office will also take care that the goods are imported into such 
countries which would allow remittance of funds for payment of documents 
within a reasonable period of time. 

imnAz AHMED 
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DATE 

October 16, 1981 
QUERIES TO; 

Syster7s & Operations 
Division - C.S.O. 

Please refer to Instruction Circular No. 027 introducing new procedures 

for numbering Letters of Credit issued by branches. 

The following branches have been allotted the block of numbers shown 
against their names for Letters of Credit to be issued by them: 

Bank of Credit  and COrmerce International (Overseas) Limited

Port (lentil Branch, Gabon 175001 - 180000 

Bank of Credit and Cormerce International (Pwaziland) Limited _ 

Manzini Branch, Swaziland 180001 - 185000 
rbabane Branch, Swaziland 185001 - 190000 

R H. SIDDIKI 

t_ 
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DATE 
September 21, 1981 

QUERIES TO: 

Systems & Operations 
Division - C.S.O. 

It is advisable that letters of credit are routed through the branches 

which are authorised to handle foreign exchange transations and are in 

close proximity to the beneficiary's address. With expanding network of 

BCC Group, it is necessary that the letters of credit which were so far 

advised through the main branch in the country of beneficiary, should now 

be sent to the new branch closer to the beneficiary's address for onward 

transmission. For example, letters of credit issued in favour of 

beneficiaries in Marseille should now be advised through Marseille branch 

and not through Paris branch. 

- 

A1CHTAR 
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DATE 
September 18, 1981 

QUERIES TO 

Central Accounts 
Division 

In order to reduce the work involved in fixed assets accounting and also 

with a view to following a uniform practice in the BCC Group of Banks, 

it has been decided in consultation with our external auditors that all 

items of assets nurchased of a value lower than or up to US$ 250, or 

equivalent in local currency, should be charged to exnenditure account 

and not capitalised. 

All existing items with original exnenditure of less than US$ 250, or 

eguivalent in local currency, should accordingly be written off through 

the anpropriate expenditure account. 

This Circular does not confer authority to branches to 

assets unto US$ 250/- by debit to expenditure account. 

of obtaining prior permission from Pegional Office for 

assets remains unchanged. 

U1R H. SIDDIKI 

nurchase fixed 

Usual procedure 

purchase of fixed 

mASIFUR RAHMAN 
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179 
DATE 

August 28, 1981 

QUERIES TO: 

Systems & Operations 
Division - C.S.O. 

Please refer to Instruction Circular No. 027 introducing new procedures 
for numbering Letters of Credit issued by branches. 

The following branches have been allotted the block of numbers shown 
against their names for Letters of Credit to be issued by them! 

Bank of Credit and Commerce (Misr) S.A.E. 

Zamalek Branch, Cairo 
Orabi Square Branch, Cairo 
Sarwat Branch, Cairo 

165001 - 170000 
170001 - 173000 
173001 - 175000 

The following branches of Bank of Credit and Commerce (Overseas) Limited 
now transferred to Bank of Credit and Commerce (Misr) S.A.E., will continue 
to use the block of numbers already allotted to them. Ne renroduce the 
numbers for ease of reference:-

Bank  of Credit and Commerce (Misr) S.A.E. 

Main Branch, Alexandria 
Giza Branch, Cairo 
Heliopolis Branch, Cairo 
Main Branch, Cairo 
Moski Al Azhar Branch, Cairo 
Talat Harb Branch, Cairo 

A:-GILLANI 

105001 - 110000 
78001 - 81000 
115001 - 120000 
160001 - 165000 

15?001 - 158000 
26001 - 28000 

StIALEH NAnNTI 
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076 NUMBER 
1. TRAVEL REGULATIONS 
2. BAGGAGE REMLATIONS 

• 

DATE 
August 17, 1981 

QUERIES TO 

Staff & 
Establishment Div. 

Effective from July 1, 1981, the Travel and Baggage Reoulations contained 

in our Instruction Circular No. 055 dated December 12, 1979 stand 

amended and the enclosed Regulations core into force. 

NEER H.,SIDDIKI 



09 Travel Regulations 

09.1 Travel, on official duty must be undertaken in consultation 

with and the approval in writing of the Regional General 

Manager. Officers and departmental heads at branches should 

seek such approval through their managers. Regional General 

Managers, when giving their approval, will be guided by the 

usefulness to the institution of the proposed travel. Per-

mission to travel should therefore only be sought subject to 

these considerations. 

At the Central Support Organisation travel will be authorized 

by the Executive-in-Charge of the division on similar consi-

derations. 

09.2 Families accompanying officers travelling on official duty 

will not be paid for by the Bank. In the case of senior 

executives who may be required to entertain officially during 

any visit, however, their wives may accompany them on official 

account. 

09.3 Duration of stay at a station should be limited to the 

authorized period. Any stay beyond the authorized period must 

be approved by Regional General Manager, or Executive-in-Charge 

concerned at the division at Central Support Organisation, or 

will be at the expense of the officer. 

09.4 Only such expenses as are incidental to the official stay would 

be permitted. Personal or unjustified expenses e.g. personal 

entertainment and telephone expenses should not be included in 

the bill. 

09.5 Official entertainment should, as far as possible, be paid for 

and claimed separately and would require the approval of the 

Regional General Manager, or the Executive-in-Charge concerned 

at Central Support Organisation. 
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09.6 

09.6.1 

Entitlements

Air Travel 

09.6.1.1 Officers drawing a basic salary of US$40,000 per annum and 

above may travel first class at their discretion. 

09.6.1.2 Officers drawing a basic salary below US$24,000 per annum 

shall travel by economy class. As far as possible direct 

routes, without stop-overs, should be resorted to. 

09.6.1.3 Officers drawing a basic salary between US$24,000 per annum 

and US$39,999 per annum would be entitled to travel by club 

class wherever available. If club class travel is not 

available they shall travel by economy class. 

09.6.1.4 

09.7 

09.7.1 

a 

All officers who have specifically been permitted to travel 

by first class at present, will continue to enjoy the 

facility irrespective of their basic salary. 

Hotel Accommodation 

Single room hotel accommodation would be admissible in the 

following classifications and salary ranges: 

Accommodation Classification 

Basic Salary Per Annum Class of Hotel 

ppto US$11,999 3 Star/Second Class 

US$12,000 - US$32,999 4 Star/First Class 

US$33,000 - Above 5 Star/Deluxe Class 

For locations where a classified guide is not available for 

hotels, Regional General Managers shall have a list prepared 

of approved hotels, motels or rest houses at which BCCI 

officers may stay, based on the salary ranges mentioned ear-

lier. This list is to be sent to Staff & Establishment 

Division, CSO, for information. 

/3 



09.7.2 Miscellaneous Expenses 

Incidental items such as laundry, tips and porterage etc., 

will be reimbursed at actuals to the extent of US$5 per day. 

Claims should be accompanied with receipts wherever possible. 

09.8 Per Diem Allowance 

09.8.1 Officers on official travel can claim a Per Diem allowance 

09.8.2 

09.8.3 

in lieu of hotel, motel or rest house accommodation, food 

and refreshment expenses, but excluding cost of transportation 

which will be separately reimbursed at actuals as per 

Regulation 09.9.1 

This allowance 

above 12 hours. 

allowance will 

hours. 

for one day would be admissible for journeys 

Subsequent entitlements to a further day's 

arise on the completion of each subsequent 24 

Where the journey is of less than 12 hours duration the cost 

of refreshments, food and transport may be claimed at actuals 

against receipts. 

09.8.4 For purposes of the calculation of Per Diem allowance, time 

spent on travel would not be included, and the admissibility 

for this allowance would be from the time 

time of departure. At any location where 

is not availed of and the stay exceeds 12 

treated as a full day for purposes of Per 

of arrival to the 

hotel accommodation 

hours, it will be 

Diem allowance. 

09.8.5 The following allowances are applicable according to country 

classification (Annexure 1) and salary ranges. 

Table of Per Diem Allowance 

Basic Salary per annum Country Classification 

(Annexure 1) US$ per Day 

Upto US$11,999 
US$12,000 - US$32,999 

US$33,000 - Above 

A 

60 

75 

90 

40 

55 

70 

25 

30 

40 

20 

25 

30 
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09.9 

09.9.1 

Other Expenses 

Travel by Car/Taxi 

Cost for transportation will be reimbursed at actuals. 

Where personal vehicles are used, 50% of the cost of petrol 

may be added to the actual petrol expenses, as reimbursement 

towards depreciation. 

09.9.2 Railway Travel 

09.9.3 

Where officers may be required to travel by train, and when 

more than one class is available, officers with basic salaries 

of upto US$5999 per annum will travel by second class, and 
- 

officers with basic salaries of US$6000 per annum and above 

may travel by first/airconditioned class. :Receipts issued 

by railway authorities should be submitted when claiming 

reimbursement. 

Excess Baggage 

Excess baggage charges will not be admissible except when 

officers are carrying documents/books/equipment for official 

use. 

09.9.4 General Provisions 

09.9.4.1 These Regulations for overseas travel, will also apply to 

subsidiaries, affiliates, and companies of the Group managed 

by us. 

09.9.4.2 Travel expenses excluding cost of air ticket which will be 

paid directly to airlines/travel agencies will be reimbursed 

on submission of a travel bill by the executive or officer 

concerned in the prescribed form as per enclosed specimen 

'Annexure 2'. 

09.9.4.3 Travel bills should be submitted to the prescribed authority 

by the officer within IO days of the return from journey. 
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09.9.4.4 Travel advance if required should be taken at the place of 

posting before undertaking the journey. 

09.9.4.5 

09.9.4.6 

In view of the Bank's world-wide group insurance cover for 

all staff, no travel insurance is considered necessary. Any 

flight insurance taken out by an officer is therefore on his 

own account. 

Regional Inspection and Central Audit Division will pay 

special attention at the time of the audit of the various 

units towards adherence to these travel regulations. 

09.9.4.7 These regulations shall not apply to the home leave facility 

for which separate rules have been establihsed. 

L9.9.4.8 These regulations would be amended or modified by the Central 

Management Committee from time to time. 

09.9.4.9 These regulations shall come into effect from 1st July, 1981. 



10. Baggage Regulations 

10.1 Baggage Allowances as stipulated in these Regulations would 

be applicable for employees transferred either temporarily 

or permanently from one country to another. 

10.1.1 Where distances between countries are not significant and 

personal effects are required to be moved overland, Regional 

General Managers would fix the limits to which the Bank 

would meet these expenses, based on the same cubic footage as 

allowed for transportation by sea. 

10.2 Transfers for a period below 1 year is regarded as a temporary 

transfer for the purposes of these Regulations. 

10.3 For transfers within the country the Regional General Managers 

would formulate regulations to cover their local requirements 

based upon local conditions in consultation with Staff & 

Establishment Division at the Central Support Organisation. 

10.4 Each Regional Office and Staff & Establishment Division at 

CSO must have a list of approved shippers at each location so 

that estimates can be obtained for the transfer of personal 

effects of employees from one country to another before 

approval is given for such expenditure, subject to the limits 

mentioned in Clause 10.7 of these Regulations. 

10.5 Employees should arrange to submit an estimate of cost for 

the transfer of their personal effects from shippers (or 

their agents) approved by the Bank, on a door-to-door basis. 

10.6 Quotations for the movement of personal effects by sea or 

overland should include cost of packing, freight, handling, 

insurance and clearance of goods. Other expenses including 

duties and taxes shall not be admissible under the Baggage 

Regulations. 

10.6 The import and customs duty regulations of the country to 

which an employee is transferred would govern whether or 

not he can take certain personal effects with him, 
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and it would be for the employee to make sure that he is 

not contravening the regulations before having his personal 

effects shipped. 

10.7 Entitlement 

Basic Salary Range (pm) Limit per Employee 

US$ 300 - 499 

US$ 500 - 999 

US$1,000 - 1,499 

US$1,500 - above 

225 cubic feet 

250 Cubic feet 

300 Cubic feet 

350 Cubic feet 

10.7.1 The above baggage limits apply to the transportation of the 

household goods of an employee from one location to another 

on permanent transfer. 

10.7.2 Employees are entitled to a single shipment on their transfer. 

Piecemeal shipments must not be made. • 

10.8 Other allowances related to unaccompanied baggage that may be 

transported by air are as follows: 

10.8.1 Permanent Transfers 

10.8.2 Transfer within the Country: 

Regulations to be formulated by Regional General Managers 

based upon local requirements and conditions, in consultation 

with Staff & Establishment Division, CSO. 

10.8.3 Overseas Transfers: 

Employees travelling by air when proceeding on permanent 

transfers: 

Entitlement 

Employee 40 kilos 

Spouse 40 kilos 

Children/Dependent/s (maximum of 3) (each) 10 kilos 
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10.8.4 Home Leave 

No excess baggage is admissible on home leave or personal 

travel. 

10.8.5 If a transfer to a new location immediately follows home 

leave the entitlement as in Clause 10.8.3 may be availed of. 

10.9 Temporary Transfers 

All overseas transfers for a period of less than 12 months 

will be deemed as temporary for the purposes of these Baggage 

Regulations. 

10.9.1 If the duration of the temporary overseas transfer is for 

more than 1 month and less than 3 months, a maximum of 40 

kilos of unaccompanied baggage by air is permissLble for 

each employee. 

10.9.2 For transfers of a duration of more than 3 months and less 

than 12 months, 60 kilos of unaccompanied baggage by air is 

permissable for individual employees. 

10.9.3 Families are not expected to accompany employees on temporary 

transfers of 3 to 6 months and family members are not 

entitled to any excess baggage. 

10.9.4 Transportation of Car 

In principle the Bank accepts no responsibility for the cost 

of transportation of an employee's car to the new location of 

his posting. The procedure recommended is for the employee to 

sell his car and to purchase another at his new location. To 

this end suitable car loan policies exist at different centres. 

Should there however, be an extraordinary loss on a car sold, 

becuase of transfer, that is a loss greater than would normally 

have been expected allowing for normal depreciation, the matter 

should be specially referred to the Regional General Manager 

and/or Staff & Establishment Division, CSO giving details 

/3 



(make and size of car, cost, date purchased, normal local 

depreciation rate, likely price if sold) so that a decision 

can be taken at the discretion of the Bank for the course 

to be followed. 

Should it be decided to allow the employee to take his car 

with him, based on the cost of transportation to the new 

location and the local import and duty regulations, the Bank 

would meet expenses pertaining to freight, insurance, and 

clearance, but not for any other expenses such as duties, 

taxes, registration, etc., which will be the responsibility 

of the individual. 

10.9.5 These Regulations would be subject to amendment as and when 

required. 

10.9.6 The Baggage Regulations would be subject to amendnent as and 

when required. 

10.9.6 The Baggage Regulations would be introduced with effect from 

1st July, 1981. 



LIST OF COUNTRIES GROUPED AS A,B,C OR D FOR 

PURPOSE OF PER DIEM ALLOWANCE AS PER SECTION 09.8.5 OF THE TRAVEL RULES 

A 
— 

U.A.E. France Ivory Coast Ghana 

Kuwait Hong Kong Bangladesh India 

Saudi Arabia Japan Cameroon Jordan 

U.K. Lebanon Canada Senegal 

Oman Mauritius Italy Swaziland 

Nigeria U.S.A. Kenya Turkey 

Gabon Seychelles Liberia Zambia 

Qatar Sierra Leone Luxembourg Zimbabwe 

Yemen Singapore Pakistan Morocco 

Argentina Cayman Panama 

Mexico W. Germany Philippines 

Bahrain Sri Lanka 

Brazil Sudan 

Iran Switzerland 

Togo 

Venezuela 

Indonesia 

Egypt 

Spain 

Portugal 

S. Korea 
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SUBJECT PAGE 176 

DATEAugust 14, 1981 
NUMBER 075 PROCEDURE FOR USE OF TEST KEY 

QUERIES TO: 

Systems & Cperations 
Division - C.S.O. 

With immediate effect the following instructions shall govern application 
and verification of 'Test' on telexes and cables and safe custody of Test 
Key and related correspondence. 

All telexes and cable messages, concerning payment/transfer of money, 
purchase, sale or delivery of shares and securities and other valuable 
documents, issue or amendments of letters of credit, advice of letters of 
guarantee etc., must be authenticated by a Test. While transmitting the 
message, the Test number should invariably be mentioned before the text of 
the message. 

Test Key Reoords 

Test Keys and related coLIespondence should be held under joint control of 
the Manager and the Second Officer. In large branches, the Manager may 
authorise some other senior officers to hold the test keys. 

Wherever Test Keys include two sets of variable tables, as in case of BCC 
Group Test Keys, one set of variable tables should be held independently by 
the nanager or another senior officer. Fixed tables and another set of 
variable tables will, in this case, be held by another officer. 

Overnight, the Test Keys and related correspondence should be placed in the 
vault. Variable tables held independently by the Manager or the Senior 
Officer should be placed separately from the set of documents held by another 
officer. At no time both the Variable Tables should be made available to one 
officer. In small branches where strong room facilities are not available, 
the records should be kept in fire proof steel cabinets under dual control. 

Branches should exercise care to ensure that during working hours or overnight, 
any person not authorised to hold Test Keys or a set of Variable Tables, 
should not have access to the records. 

Authentication of Inward Messages

All inward tested messages should be received by the authorised officers 
for verification of Test. Both the officers should compute the Test 
independently. Messages with correct Test should be stamped, with a rubber 
stamp reading 'Test Agrees' and signed by both the officers. If Test of any 
message does not agree, then branch/correspondent which sent the massages 
should be advised immediately by telex, and the message should be kept 
pending. A copy of the message as received will be passed on to the 
department concerned for information so that they may be able to attend to 
any enquiry if received on the subject of the message. The copy should be 
boldly marked, preferably in red ink - 'CAUTION: FOR INETIRMATION ONLY. TEST 
DOES NOT AGREE'. 

All messages with agreed tests should be entered into a register and delivered 
to the respective departments against the initial of Officer-in-Chare of the 
department. While accepting the ressage he shall ensure that the messages 
bear stamp "Test Agrees" and have been signed by both the authorised officers 
and that he is satisfied with the genuineness of their signatures. 
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DATE 

August 14, 1981 
QUERIES TO: 

Systems & Operations 
Division - C.S.O. 

Authentication of Outward Messages 

All messages to be sent under a 'Test' should be typed in triplicate and 

signed by two authorised signatories of the initiating department. If amount 

involved in a message is in excess of US$ 50,000 (or its equivalent amount 

in any other currency) it must be signed by Officer-in-Charge of the 
department. 

Messages over US$ 500,000 (or its equivalent aauunt in other currencies) must 

be signed by the Manager. The above limits can be revised by the Regional 
General Managers at their discretion. 

Messages sent by Regional or other offices through a branch must be counter-
signed by a designated Senior Officer of the originating Department/Oivision. 

The officers signing the messages shall ensure that all vouchers in support 
of the transaction have been passed. 

The names and signature numbers of the officers authorised to sign messages 
to be transmitted under 'test' shall be advised by the Manager to the two 
authorised officers holding the Test Keys. 

Original and duplicate copy of the message shall be sent to officers holding 
the Test Keys and the third copy shall be retained in the originating 
department. 

On receipt of two copies of the message, the officers shall verify that it 
has been signed by the authorised persons, and that their signatures agree 
with specimen signatures provided to them. 

They shall compute the 'test' number and write it on the original as well as 
second copy of the message. 

The original copy of the message shall be sent to Telex Department/Onerator 
for transmission. The second copy shall be retained with them. 

Telex Department/Operator shall allot a runnina serial number to each 
message. 

After transmitting the message original message alongwith one copy of the 
message as transmitted will be returned to the origininating department. 
One copy of the transmitted message shall be retained in a file in serial 
number order under the effective control of Officer-in-Charge of the 
Telex Department or the Telex Operator. 

On receipt of copy of transmitted message, the originating denartment 
should campare the text of transmitted message with the office copy to ensure 
that the text has been transmitted correctly. Discrepancy, if any, should be 
immediately notified to the Telex DepatUtent/Operator. 
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DATE 
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NUMBER 
QUERIES TO: 

Systems & Operations 
Division - C.S.O. 

Test Key Arrangements 

All Test Key arrangements, either with branches or another bank or 
financial institution are being arranged by International Division, CSO at 
100 Leadenhall Street, London EC3A 3AD. Branches desirous of establishing 
such arrangements with other branches or other coilespondents must 
therefore forward their requests duly recommended by their Regional Offices 
to International Division. 
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NUMBER 074 

SUBSCRIPTION TO EQUITY PARTI-

CIPATION CERTIFICATES ISSUED 

BY DAR AL-MAAL AL-ISLAMI 

DATE JULY 27, 1981 

QUERIES TO• 

"DMI CELL", LONDOb 

We are pleased to advise that we have been appointed by DAR AL-MAAL AL-ISLAMI 

(DMI) as a designated bank to collect applications from the public to subs-

cribe to Equity Participation Certificate in DMI. Initial stock of applica-

tion forms along with Business Transmittal Forms (BTF) and copies of the 

Prospectus is being sent to the designated branches/offices by DMI separately. 

In case you need additional supply, please contact "DMI Cell" at London, de-

tails of which have been provided later in the Circular. 

Dar Al-Maal Al-Islami (DMI) is organised for the purpose of conducting a 

diversified financial business in strict accordance with Islamic laws, prin-

ciples and traditions. They are raising capital by issuing Equity Partici-

pation Certificates in various phases. The first phase starting on the first 

of August, 1981 is for subscription to 2,000,000 Equity Participations and 

will terminate on 30th November 1981, or any other date announced by the 

DMI. The scope and details of DMI activities, and other information have 

been given in their Prospectus. 

The details of subscription are as under: 

1. The subscription shall remain open from 1st August 1981 to 

30th November 1981. 

2. Minimum subscription - 10 Participations (Units) 

3. Price per Participation: 

Subscription price - US$ 105/-

Fee - US$ 5/-

TOTAL - US$ 110/-

4. Minimum subscription amount 

payable by each applicant - US$1100/-

5. Application below ten Participations should not be accepted. Subscrip-

tion amount for applications over ten units should be worked out at 

aforesaid rate of US$110 per Participation i.e. in multiples of 10 units. 

6. Subscription is payable in US Dollars only. Subscription amount may 

be accepted in local currency, after converting the US Dollar amount of 

the units subscribed into local currency at US Dollars selling Rate. 

DESIGNATION OF BRANCHES FOR PHASE I 

In consultations with Regional Offices, the branches/offices listed 

in the 'Appendix A' have been deggnated to accept application from 

the public. Branches which are not designated should obtain 

application forms and the Prospectus from the nearest designated branch of 

their region. Completed application forms received by them should also be 

sent to the branch for necessary action. 
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SUBSCRIPTION TO EQUITY PARTI-

CIPATION CERTIFICATES ISSUED 

BY DAR AL-MAAL AL-ISLAMI 

DATE 
JULY 27, 1981 

QUERIES TO: 

"DMI CELL", LONDON. 

PROCEDURES TO BE FOLLOWED BY THE DESIGNATED BRANCHES 

On Receipt of Applications: 

Designated branches will be advised a Branch Code Number by DMI, which 

should be quoted in all correspondence with the DMI. The following pro-

cedure should be followed for acceptance of applications and remittance 

of subscription amount. 

1. Each designated branch shall maintain a Register with the following 

columns, to record DMI applications received by them: 

a. Date of Receipt of Application. 

b. Serial Number. 

c. Applicant's name. 

d. Number of Participations applied. 

e. Amount. 

f. Mode of Payment - whether cheque or cash. 

g. Cheque number. 

h. Drawn on. 

1. Realised on. 

j. Remarks and initials. 

2. Application forms prescribed by the DMI consist of five copies. All 

applications should be carefully scrutinised to ensure that they are 

properly filled in and duly signed by the applicants as per the require-

ments specified by DMI. 

3. Assign a serial number to each application from the 'DMI Application 

Received Register' maintained with the branch. 

4. Write Branch Code Number assigned by DMI and serial number on all copies 

of the application. 

5. A US Dollar current account in the name and style - 'DMI - COLLECTION 

ACCOUNT NUMBER l' shall be opened at the branch and the subscription 

amount received from the subscriber should be credited to this account. 

If the subscription amount has been tendered in local currency, then it 

should be converted in US Dollars at selling rate of exchange, and only thE 
US Dollar amount is to be credited to this account. 
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QUERIES TO 

"DMI CELL", LONDON 

6. Ensure that correct amount is tendered with the applications. In 

case payment is made by cheque drawn on other banks/branches, send 

cheque for collection/clearance and record details in the Register. 

7. Stamp and sign the blue copy of the application form and hand it over 

to the applicant or his representative who calls on the branch. All 

subscriptions made by cheques must be stamped 'SUBJECT TO REALISATION 

OF CHEQUES'. 

S. If a cheque is returned unpaid for any reason make appropriate remark 

in 'Remarks column' of the Register and return the cheque and remaining 

copies of the application form to the applicant. 

Commission on Collection of Applications 

9. The designated branches are authorised to charge US$ 2.50 per partici-

pation as their handling commission. Since the minimum subscription 

is 10 Participations the minimum commission will be US$ 25.00. 

This commission shall be deducted from the subscription amount and 

credited to Income Account - Commission Misc. (Code No 70215). 

Remittance of subscription amount to DMI Cell, London 

10. As at close of business on each Monday, the clear balance in the account, 
after deduction of the aforesaid commission of US$ 2.50 per Participation 
i.e. US$ 107.50 per Participation shall be remitted by telex/cable to 

BCCI S.A. Leadenhall Street branch, London for credit of DMI Collection 

Account No: 01072660. 

For example say, Branch A has received applications for 100 Participations 

from 5 applicants. Total amount received is 100 xUS$ 110 = US$ 11,000/-. 

Out of the above, cheques received from two applicants for 20 Participa-

tions are not cleared till close of business on Monday. Therefore, clear 

balance is US$ 8,800/-. They should therefore remit by T.T. US$ 8,600/-
after deducting Commission of US$ 200/- @ US$ 2.50 for 80 Participation. 

Despatch of Applications 

11. After effecting the remittance, the branches should prepare Business 

Transmittal Forms (BTF) prescribed by DMI giving the following details: 

a. Total number of Participations (units) applied for. 

b. Total subscription value. 

c. Total amount of commission retained. 

d. The balance to be transferred. 
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The application forms, and BTF are to be disposed off as under: 

a. Original, Pink and Green copies of the application form and 

Business Transmittal Form (BTF), alongwith one copy of the telex 

remittance, should be sent, by courier to: 

"DMI CELL", ATTN: MR. M. YOUNUS. 

BANK OF CREDIT & COMMERCE INT. S.A., 

100 LEADENHALL STREET, 6TH FLOOR, 

LONDON, EC3A 3AD 

b. blue copy of the application form should be handed over to the 

applicant as receipt. 

c. Yellow copy of the application Form and BTF is to be retained by 

the branch for their record. 

12. Date of remittance to DMI Account at BCCI London should be recorded in 

the 'Remarks' column of the Register as well as yellow copy of the 
application form. 

General 

13. Enquiries relating to the issue of DMI Equity Participation Certificates 
should be addressed to 'DMI Cell' in London at the address given above. 
No correspondence should be made with Dar Al-Maal Al-Islami or any other 
authority in this regard. 

Rer H. Siddiki A. Hafeez 



APPENDIX 'A' 

LIST OF DESIGNATED BRANCBES/OFFiCES 

EGYPT 

1. BCCI (Overseas) Ltd., 
26 July Street Branch, 
28, 26 July Street, 
P.O. Box No 922, Cairo. 

2. BCCI (Overseas) Ltd., 
Kasr El-Aini Brandh, 
Cairo Centre Building, 
106 Kasr-el-Aini Street, 
P.O. Box No 788, Garden City, Cairo. 

3. BCCI (Overseas) Limited, 
Main Branch, 
9 Talaat Harb Street, 
P.O. Box No 2658, Cairo. 

4. BCCI (Overseas) Ltd., 
Main Branch, 
Ahmed Crabi Street, 
Manshia Square, P.O. Box 1896 
Alexandria, 

5. BCCI (Overseas) Ltd., 
Safia Zaghloul Street Branch, 
35 Safia Zaghloul Street, 
P.O. Box 875, Alexandria. 

JORDAN 

6. BCCI S.A. 
Jabal Airman Branch, 
Chamber of Industries Building, 
P.O. Box No 2958, Jabal Anman. 

7. BCCI S.A. 
Main Branch, 
Down in, 
King Hussain Street, 
P.O. Box No 7943, 
Amman. 

OMAN 

8. BCCI (Overseas) Ltd., 
Muttrah Branch, 
P.O. Box No 840, Muttrah. 

9. BCCI (Overseas) Ltd., 
Ruwi Branch, P.O. Box No 4442, Ruwi. 

10. BCCI (Overseas) Ltd ., 
P.O. Box No 8550, Salalah, 

11. BCCI (Overseas) Ltd., 
Sock Branch, P.O. Box No 4441, 
Ruwi, Muttrah. 



U.A.E. 

12. BCCI S.A. 
Airport Road Branch, 
Airport Road, 
P.O. Box No 2795, Abu Dhabi. 

13. BCCI 
Al Mn Branch, 
P.O. Box No 1378, Al Mn. 

14. BCCI S.A. 
Main Branch, 
P.O. Box No 146, 
Ajman. 

15. BCCI S.A. 
Dubai Branch, 
P.O. Box No 2798, 
Al Fahidi Street, Dubai. 

16. BCCI SA 
Main Branch, 
P.O. Box No 713, Sharjah. 

17. BCCI S.A. 
Ummal Quwain Branch, 
P.O. Box No 49, 
Urinal Quwain. 

18. BCCI (Overseas) Ltd., 
Abu Dhabi Main Branch, 
P.O. Box No 3317, Abu Dhabi. 

19. BCCI (Overseas) Ltd., 
City Centre Branch, 
P.O. Box No 6042, Abu Dhabi. 

20. BCCI (Overseas) Ltd., 
Al Maktoum Street Branch, 
P.O. Box No 427, Deira Dubai. 

21. BCCI (OversPas) Ltd., 
Deira Dubai Branch, 
P.O. Box No 5032, Bin Yas Street, 
Deira DUbai. 

22. BCCI (Overseas) Ltd., 
Fujairah Branch, 
P.O. Box No 268, Fujarah. 

23. BCCI (Overseas) Ltd., 
Ras-A-Khaimah Branch, 
P.O. Box No 553, 
Ras-A-Khaimah. 

24. BCCI (Overseas) Ltd., 
Sharjah Branch, 
P.O. Box No 5106, 
Sharjah. 



• YEMEN 

25. BCCI S.A. 
Sana-a Branch, 
Al Qasr Street, 
P.O. Box No 160, Sana-a. 

KLWAIT 

26. KIF040, 
Al Rashid Building, 
Fahad Al Salem Street, 
P.O. Box No 23792, 
Safat, Kuwait 
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DATE 
June 19, 1981 

QUERIES TO: 

Systems & Operations 
Division - 

Please refer to Instruction Circular No. 027 introducing new procedures 
for numberinci Letters of Credit issued by branches. 

The following branches have been allotted the block of numbers shown 
against their names for Letters of Credit to be issued by them: 

Bank of Credit and Commerce International S.A. 

Khartoum Branch, Sudan 150,001 - 153,000 

Bank of Credit and Commerce International (Overseas) Limited

Mouski-Al-Azhar Branch, Cairo 

Marseille Branch, France 

Bank of Credit and Commerce  (MISR) S.A.E. 

Main Branch, Cairo 

153,001 - 158,000 

158,001 - 160,000 

160,001 - 165,000 
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DATE 

Jlinp is 14R1 
QUERIES TO: 
Central Credit 

Division, C.S.O. 

Along with other terms of credit lines granted to bcrrowers, rate at which 

interest is to be charged is also determined. It should be clearly under-

stood by branches that the rate of interest so fixed is applicable to the 

drawings made by the borrowers within the terms of the original sanction. 

Where drawings over the sanctioned/drawing limits are allowed in cash credit 

and sanctioned overdraft accounts and in cases of overdue bills purchased, 

overdue acceptances, default in the repayment of loan instalment, temporary 

overdrafts accounts and all such advance accounts where drawings have 

exceeded the amount originally sanctioned, branches should charge the 

interest at a rate higher than the normal rate of interest agreed to in the 

terms of original sanction. Interest at higher rate should however be 

charged on the overdrawn balances and/or for the excess period for which the 

excess borrowings remain unpaid. 

For example, in case of an overdraft account with a sanctioned limit of 

US$100,000, if for some reason, balance up to US$110,000 is permitted, say 
for 12 days, interest at a higher rate should be charged for 12 days on 

US$10,000 (overdrawn balance) while interest at agreed rate will be charged 
-on US$100,000. 

Similarly, if a 30 days' usance bill for US$50,000 purchased by the branch, 

remains outstanding up to 35 days, interest at higher rate will be charged 
for 5 days on US$50,000 while agreed rate of 1 erest will be charged for 
30 days. 

The higher rate at which interest will be charged should be determined by 
the branches in consultation with their Regional Offices and only after 

obtaining clearance, interest at higher rate should be charged on excess 
drawings. Local banking practice in this regard should also be looked into. 

Immediate implementation of the above guidelines, it is expected, will 

result in increased profits, besides instilling a discipline in the advance 

accounts. 

IMTIAZ AHMED AMEER H. SIDDIKI 
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DATE 
June 3, 1981 

NUMBER QUERIES TO 
Systems & Operations 
Division - C.S.O. 

Further to Instruction Circular Number 068 of February 9, 1981, we now enclose 
the following standard set of forms for implementation of the above Scheme: 

1. Claim for Education Subsidy Form A 

2. Education details form 
(For children studying locally) Form Al 

3. Application for Education Subsidy 
For children studying abroad Form B 

4. Education details form 
(For children studying abroad) Form 131 

5. Computation of Education Subsidy Form C 

6. Annual Statement of Subsidy Paid Form D 

Officers entitled for Education Subsidy, in accordance with the above Circular 
are requested to submit their claims on the prescribed forms to their Regional 
General Manager through the manager of the branch/office concerned. AS 
already advised, claim forms are to be submitted on annual basis, the year 
being July 1 to June 30. For 1980/81 the forms must therefore be submitted 
by June 30, 1981. 

The subsidy will be naid to the concerned officer in accordance with Clause 5 
of the Education Subsidy Schema and will be subject to local tax laws where 
applicable. 

The forms and number of copies required are as follows: 

FORMS A, Al and C 

These forms are to be submitted_ in triplicate as follows: 

i. One copy to be retained by Branch Office. 
Two copies to be forwarded to Regional Office for approval, of which 
one approved copy to be returned to Branch for record and authority of 
disbursement. 

FORS B, B1 

These forms are to be submitted in Quadruplicate as follows: 

i. One copy to be retained by Branch Office. 
Three copies to be forwarded to Regional Office, two of which will be sent 
to CSO for final approval duly recommended by the Regional Office. One 
approved cop" will be returned by CSO to Regional Office. The claim for 
reimbursement will be made by the officer after receiving approval from 
CSO by submitting form 'A' and 'C' to the Regional Office throuPh the Branch 

EDR14,1 D 

Branches are requested to send the above form to their Reericnal Offices 
annually for the year ending June 30, for compilation of Reional figures for 
the information of the Region and CSO. 

AMEER H. Sr -IKI 



FORm A 

DATE: 

TO: Regional General Manager 

 Region 

(Through Manager 

Branch 

SUBJECT: Apelication for Education Subsid-  for the year - from 1st July 19--to 30th June 19--

I wish to claim subsidy under the Education Subsidy Scheme towards my eligible 

child/children educational expenses incurred or to be incurred by me. In support 

of my claim, I am enclosing herewith completed forms Al, Bl and C together with 

the supporting documents for your approval. 

Total Number of Children 

tflmber of qualifying Children Studying Locally Abroad 

(Please refer to Section 1 paragraph 1 of Education Subsidy Scheme) 

Signature of Officer 

Name 

FOR USE AT BRANCH OFFICE Our Reference No: 

Date: 

Application received on 

Application checked and found correct as per the Rules of Education Subsidy Scheme. 

gemarks 

Branch Manager 

FOR USE AT REGIONAL OFFICE: Our Reference No: 

Date: 

Application received on 

Application Approved/Not Approved. Education Subsidy Amounting to  

(Local Currency) 

As shown on Form C may be paid under the Education Subsidy Scheme 

Remarks 

'General Manager 

• 



4 • 
FORM (A1) 

(PLEASE E ADDITIONAL FORMS IF NECESSARY) 

BANK OF CREDIT AND COMMERCE INTERNATIONAL 

NAME OF OFFICER 

(EDUCATIONAL DETAILS FORM (FOR CHILDREN STUDYING LOCALLY) FOR THE YEAR FROM 1st JULY 19  to 30th jUNE 19 

LOCATION REGION RATE OF CONVERSION TO US$ AS AT 

30th June 19 30th Dec. 19 

DESCRIPTION OF 

QUALIFYING CHILDREN 

NAME OF CHILD 

DATE OF BIRTH 

SEX : MALE/FEMALE 

SCHOOL i) NAME 

SCHOOL ii) ADDRESS 

CLASS IN WHICH STUDYING 

ACADEMIC YEAR FROM TO 

1st CHILD 
• 

2nd CHILD 3rd CHILD 

ALLOWABLE EDUCATION COST N.B. Please attach invoices, bills, and documents in support of your claim for Education Subsi 

(if included in school bills) Local currency US$ Local Currency US$ Local currency US$ 

i) ADMISSION FEE 

ii) TUITION FEE 

iii) LABORATORY FEE 

iv) COST OF TEXT BOOKS 

v) COST OF STATIONERY 

Less SCHOLARSHIP/STIPEND/GRANT 

NET EDUCATION COST 

TOTAL OF ALL CHILDREN EDUCATIONAL COST OF QUALIFYING CHILDREN IN LOCAL CURRENCY 

) 

N.B. THIS FORM IS TO BE USED BY AN OFFICER WHOSE CHILDREN ARE STUDYING  AT THE PLACE OF THE OFFICERS POSTING 

US$ 

SIGNATURE 



FORM B 

Date: 

C.(ecutive-in-Charge, 

Staff and Establishment Division, 

C.S.O. London, 

(Through Branch Manager and Regional General Manager). 

SUBJECT: Application for Ejucation Subsidy - For Children Studyin:: Abroad 

(Required C.S.O. prior approval) for the year from 1st July 19 to 30th June 19 

I wish to claim Subsidy under the Education Subsidy Scheme towards my eligible Child/ 

Children studying abroad. In support of my claim, I am enclosing herewith completed 
form B1 together with the supporting documents for your approval. 

Total number of children 

Total number of qualifying children studying locally 

(Please refer Clause 1 Para 1 of Education Subsidy Scheme) 

abroad 

The reasons for which I send/will send child/children abroad for education are 

Signature of Officer 

Name -

FOR USE AT BRANCH Reference No. 

Date: 

Application received on  

Apraication checked and found correct as per the Rules of Education Subsidy Scheme. 
We confirm that suitable education facilities are not available at the location 
as per Clause 3 para 2 of Education Subsidy Scheme. 

Remarks 

Branch Manager 

Fug USE AT REGIONAL OFFICE Reference No. 

Date. 

APPLICATION RECEIVED ON  

WE RECOMMEND THE APPLICATION/DO NOT RECOMMEND THE APPLICATION. 

REASONS 

General Manager 

FOR USE AT CENTRAL SUPPORT ORGANISATION 

Application received on  

Ap;lication approved/not approved on the grounds that 

Reference No. 

Date. 

Executive in Charge 
Staff k Esthlishmr.nt Division 



4 

FORM (81) 
1PLEASk USE ADDITIONAL FORMS JF ! ESSARY) 

BANK OF CREDIT AND COMMERCE INTERNATIONAL 

(EDUCATION DETAILS FORM (FOR CHILDREN STUDYING ABROAD & REQUIRE C.S.O. APPROVAL) FOR THE YEAR FROM 1st JULY 19 to 30th June 19 

NAME OF OFFICER LOCATION RATE OF CONVERSION TO US$ 

DESCRIPTION OF 

QUALIFYING CHILDREN 

NAME OF CHILD 

DATE OF BIRTH 

SEX: MALE/FEMALE 

SCHOOL 0 NAME 

SCHOOL ii) ADDRESS 

CLASS IN WHICH STUDYING 

ACADEMIC YEAR FROM TO 

3rd CHILD 

ALLOWABLE EDUCATION COST N.B. Please attach invoices, bills and documents in support of your claim for Education Subsidl 

(if included in school bill) 

i) ADMISSION FEE 

ii) TUITION FEE 

iii) LABORATORY FEE 

iv) COST OF TEXT BOOKS 

v) COST OF STATIONERY 

i) ACTUAL/ESTIMATED COST OF 

BOARD & LODGING FOR BOTH 

BOARDERS & DAY SCHOLARS 

vii) ACTUAL COST OF RETURN 

JOURNEY TO THE PLACE OF 

POSTING (NOT EXCEEDING TWO 

RETURN TRIPS A YEAR) 

LESS ScHOLARSHIP/STIPEND/GRANT 

NET EDUCATION COST 

TOTAL EDUCATION COST IN LOCAL CURRENCY US$ 

US$ 

Note: This form is to be used  by an Officer whose children are studying abroad i.e. other than his place of posting 
signature 



FORM C 

COMPUTATION OF EDUCATION SUBSIDY 

(To be filled in by Officer) 

EFFECTIVE YEAR FROM 1st JULY 19 TO 30th JUNE 19 

NAME OF OFFICER 

Basic Salary in Local Currency  

.Total number of children  

Number of children studying locally 

p.a. US$ 

Location 

Qualifying number of children 

i. Cost of children studying locally 

(as per Form Al) 

ii. Cost of children studying abroad (if 

applicable) (as per form 81) 

Total Education Cost 

iv. Deduct initial officers contributions 
4 

(Basic Salary) 

Allowable Education Cost 

Apportionment 

Deduct: 

v. Officer's contributions (
20 

(20% of a) 100 (a) 

vi. Bank contribution 

(80% of a) 

Payable to Officer 

80 

Abroad 

Local Currency 

N.B. Please attach the following documents: 

i) Children Education forms Al and Bl where required. 

ii) Copy of approved application form A or B as the case may be. 

'Officers signature Date. 

p.a. 

US$ 

) 

) 

' FOR BRANCH OFFICE USE ONLY Date 

Computation of Education Subsidy checked as per Education Subsidy Rules and found 

correct. Remarks 

FOR REGIONAL OFFICE USE ONLY Date 

Computation of Education Subsidy Verified and found Correct/Incorrect. 

Remarks 

Officer in Charge: 

Personnel Department. 



• FORM D 

FROM 

REGION 

(PLEASE USE ADDITIONAL FORM WHERE REQUREU 

ANNUAL STATEMENT SHOWING EDUCATION SUBSIDY PAID DURING YEAR ' DATE  

(i.e. from 1st July   to 30th June ) 

RATE OF EXCHANGE 

NAME AND LOCATION OF 

OFFICER 

(1) 

BASIC 

SALARY OF 

OF 

OFFICER 

(2) 

US$ 

TOTAL 

NUMBER 

OF 

CHILDREN 

(3) 

NUMBER 

OF 

CHILDREN 

ELIGIBLE 

(4) 

TOTAL 

EDUCATIONAL 

COST OF 

ELIGIBLE 

CHILDREN AS 

PER EDUCATION 

FORMS (Al & Bl) 

(5) 

(LOCAL CURRENCY) 

BANK 

CONTRIBUTION 

AS PER 

EDUCATION 

SUBSIDY CLAIM 

FORM (C) 

(6) 

(LOCAL CURRENCY) 

FOR STAFF AND ESTABLISHMENT 

(C.S.0.) USE ONLY 

DESCRIPTION 

- 

LOCAL 

CURB-

ENCY 

US 

TOTAL EDUCATIONAL 

COST OF ELIGIBLE 

CHILDREN (COLUMN 5) , 

TOTAL BANK 

CONTRIBUTION 

(COLUMN 6) 

REMARKS Date received 

Form checked and found 

correct/incorrect 

- 

Authorised Signature 

Please note this Return together with copy of Education Subsidy Claim Form (Form C) must be forwarded to Staff & Establishment 
Division (C.S.0.) London on or before 31st July. 

Please use separate sheet for each country within the Region and give branch-wise details. 
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OA TE 

1 1981 
QUERIES TO 
CIN113AL ACCOUNIS 

DIVISION 

The half-yearly closing of accounts of the irCI Group Will take place on 
June 30, 1981. Branch Managers should properly assign the work to tneml.xxs of 

staff, and should ensure that they understand the details of the Work:assigned 
to them. All statements required to be sulmit it 'Li Must be correctly prepar,41. 
Branches in the Middle East and U.K. should send their returns, in duplicate, to 
their respective Regional Office in Abu lAtal)i and U.K. 13r:ult.:hes in all other 
regions should send them, in duplicate, to (entral Office, LolidOn.. 

NOTE: Conversion to U.S. Dollars - Rate oU Exchange 

The rate of exchange for converting local currency figures (of all relevant 
statements) to U.S. Dollars will 1.x.! the closing middle rate of buying/selling 
local currem;y into U.S. Dollars on .1une 30, 1931 or t1v.:, last Aorking day of the 
!Turin as obtained from the Centr:a n inK or other lo U t'14 Val I a tory autnt'i i.t 
Branches in the U.K. and the U.A.E. are reqw.sted .,,:tatnit their
Statement of Affia.rs and Stzttements of InCCMO and 1 nelitItt-4- in local curruney 

Arrangemmts have been nude al 1-e5p,ct1vi. Ortic.(.8 to nI out. 
The U.S. Dollar 1 as at Jun( 30 1981 (.-;!) 

The other dt‘tails are as under: 
1 

PAIri"A' - EXPENDITURE IlEArti 

1) Interest/Service ('harg•es on Current AccoUnts 

Interest is not paid on Current Accounts in terms of inter-Bank Ag-reemnt • - 
Iktvt 'vf 'r, a minimL sery i ct • charge msy be. char d en B1 I I . !1d 
un-rmunerative current accounts at the. d iscretton of the s( 
charges rates for the branches w IDe separately norifitorl 1)Y tlw 
Regional Offices. 

2) Interest on Savings Aerstunt!'; 

Intercst on Savings Accounts will he an; :'d a:4 I ;:tla I. All 
Savings Account l_edgcl-s :-zhoutd 1 -1•ter- alipt ic,at ion of Interest 
and should again be balanced after int , .rt .st it VI if qi Vali le 
calculating interest tile hal anct: .‘ut st iini; on I h, dati! ( I i at t•rf .st 
application should 1-A , treated as t ,ut St „nit I i tity, i ng, t he rena ilti ng Per i 
of June 1981, and no adjustment tThould tn:ttle for any variation of the 
balance during the rentining days f Juni , 1‘J81. 

3) Interest On Call DepositiTermin V)51  t 

Interest on the above deposits :-hould -aliulated at the av:reeti rate: ni) 
to June 30, 1981 and txx41,. ,d a:; I1IRI• .r 

DEBIT: Prof ii & Loss A/c (Expend it tire) 

Interest Pa \ at Ov 

('re ii - 

PAN aide cm Depos; 

. . . 
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DATF 
15G 

JUNE 1, 1981 
QUERIES TO 

CENTRAI, ACCYJUNI'S 
DIVISION 

NOTE: (Under the current Accrual Accounting System, the ninthly 
liability for interest on the al.x.)ye accounts is already being booked 
each nonth as above. As such only the interest for the tionth or 
June 1981 will be required to be book( •d.) 

4) Interest on Deposits from Banks 

Interest should be calculated until June 30, 1981 from dates of 
deposit and provision already made up to May 1981 deducted therefrom. 
Entries should be passed for interest amount as under: 

DEBIT: Profit & Loss A/c (Expenditure) - 

Interest paid on Deposits from Banks 

GOAT: Sundry Creditors - Expenditure Payable - 
;•-4-v., *-

Interest on Deposits fron Banks. 

WIT: (Under the current Accrutti A(..countingiSyst(m,/ thc monthly 
liability for interest on tit( above accounts tis already being booked 
each rionth ISalx)ve. As such only the int(A.Vst for the month ot 
June 1981 will be required to be 1looked. ) 

5) Interest on Borrowings frec.  Ii: nle:

Interest on SUCh if any. :;us I. be provided at the ako.ved 
rate fran the date of bornaing r he date of last cri•dit given up 
to June 30, 1981. (The note on Accrual Accounting in para 3 also 
applies to this para.) 

6) Interest  on Inter-Branch/Inter-Affi hates Accounts 
Interest on 1nter-TSranch/lat( ,r7--A-F1 ti late ACCOUHLS should be applit41 
at the notified rate. The balance as on the date of applicatioK'-of 
interest shall lx : treated as the balance maintained for the rest. of 
June and no adjustrimit should mack.. The In  Advice should 
be originated by the Account Holding Branch/Affiliate which should 
convey the interest figure by t elegram/ telex to the Account Mai nta thing 
Branch/Affiliate. The Account. Maintaining Branch/Affiliate should 
respond the interest a.mount in their 1.00ks iiimediately on receiVing 
the telegram/telex from Account Holding Branch/Affiliate. Adjustrnent 
for the difference, if any, should be made after receipt of interest. 
advice, in consul tation wit h the Account Holding Branch/Affiliate. 

7) Salary & Allowance to Suit I Mi.mbers 

Salary mid Allowances to staff Mt 101* the n it!: o! June I 98.1 
should be disburs(‘d as given out in 1 ;le calt.ndar at i:tch(ql. 

8) Depreciation of Furniture and Equim.:f at Account. F.: Canitalis,..yi _ 
Expend i t tire 

Provision for depreciation on furnit-Ure and ecluspment ShOuld biZ 
calcufated et the retes riterrtionedtelow: 

Cant 
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INSTRUCTION CIRCULAR 

NUMBER  070 

SUBJECT 

HALF-YEARLY CLOS1NG OF ACCOUNTIS 
ON JUNE 30, 1981. 

QUERIES TO* 
CEKIIIAL Act )[..Nrs 

(a) Furniture & Fixture 
(b) Carpets 
(c) Vehicles 
(d) Machines & Equipment 
(e) Capitalised Expenditure 

UAE Region 
10% p.a. 
25% p.a. 
20% p.a. 
20% p.a. 
25% p.a. 

Other Regions 
10% p.a. 
25% p.a. 
25% p.a. 
20% p.a. 
as per note below. 

NOTE: 1) Leasehold properties spread over period of lease with a 
mininun of 2% 

2) For Freehold properties, provide 25% on capitalised 
expenditure incurred, such as renovation etc However, 
Branches in U.K. Region will provide at 12%. NO 
depreciation should be provided on, the cost of acquisition 
of such properties_ 

Under the Accrual Accounting System, provision, or depreciation should 
have been charged up to May 31, 1981. The ad4tiona1 depreciation 
should now be calculated for the remaining per4od up to June 30, 1981 in 
accordance with the earlier instructions. 1 

Please provide for the Depreciation on Furniture and Equipnent Account 
and Capitalised Expenditure, up to June 1981, but do NUT set off the 
amount of depreciation against the corresponding book value of the 
concerned assets. Total provision from January 1, 1981 to June 30, i081 
will be reflected in the Sundr‘ Creditors - Expenditure Payable Account 
Provision for Depreciation on 

Branches in the U.K. Region should follow instructions laid down in 
U.K. Regional Circular No. 77/65 dated 11th December 1977 for booki 
the depreciation calculated on various fixed assets. Branches in the 
U.K. ji1PgiOn should canplete the Fixed Assets Statoments prepared for 
U.K. Region Branches and enclosed t%ith this circular. 

NOTE: According to the curr(nt system, provision for Depreciation on 
all the above items should already have been IPA& up ,to May 31, 1981 
by debiting Profit & Loss A/c (Expenditure) Depreciation on  
and crediting Sundry Creditors 1Npendi 1 urr payable A/c provision for 
Depreciation on 

Entries for June Provision 

DENT: Profit & Loss A/c (Expenditure) 
Depreciation 

CREDIT: Sundry Creditors - Expenditure Payable A/c 
Provision for Depreciation on 

NOTE: ( i ) The opening balances of all items of: Mimi lure & 
Equipment On 1.1 ..1981 r ; wyee wi th Ulf 
bal:Inces as on :;1 1:).. 1 

Cont 'd!.... 
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INSTRUCTION CIRCULAR 

A 070 
Ni NUMBER 

HALF-YE.ARLY CIDSING OF ACCOUNTS 
ON JUNE 30, 1.981 1111111.11111 

QUERIES TO: 

caNTRAL Acamis 
DIVISION 

(ii) The entries for depreciation should be passed in the 
books on the date shown in the calendar although 
depreciation will be calculated up to June 30, 1981 

(iii) Depreciation should be calculated in such a manner 
that the written-down value of items is rounded off 
to the nearest unit of Local Currency, e.g. DirhWn, 
Pound Sterling, U.S. Dollar etc. 

(iv) The amount of depreciation on items (a) to (d) should 
be calculated on pro rata basis according to the 
period for which the relative item has been in use/ 
purchased. 

U.K. Branches should provide depreciation On assets and on 
capitalised expenditure at the... rates shownabove op the balance 
outstanding in the respective account as at June qo, 1981. 

9) St at ionery COnsurrvd 

Stationery consumed up to the date of passing the entries should be 
debited to Profit, and loss - ENp(.ndi turf, A/c Stationery, and 
credited to Other Assets - Stock of Stat ionery Account. 

The Stock of Stationery Account should be properly balanced after 
passing the entries for the stationery constuned during the period 
and the stock on hand should be verified, by proper stock-taking. 

INCOME HEADS 

10) Interest on Loans and Advances 

Interest on all categories of Loans/Advances chargeable at monthly 
rest must be calculated up to June 30, 1981 and charged to respective 
party's account and credib,d to respective inceTne account. For all 
interest chargeable other than on monthly rest (by regulatory or 
special arrangement) the accrued incme should be conputed and txxJkod 
as under: 

DEBIT: Other Assets Suspense A/c - Incitrie Receivable - 
Code 20655 Intcrot on Loan 

a EDIT: Inccnie A/c. Interest Receivable on 

11) Interest on Placeini.nt:211 posits ' v:ith Banks

Interest on all such accounts mu:-.t hi, properly coinputi d at u;:xccd 
rates, up to June 30, 11)81. If the diposits arc on Lkimild hi 
interest bearing current Account, t he i :-;pcet.. i ACCOUP. t W111 lt4' 

deb/ Led directly. 11 the Lic posits are on Tenn im.losits, the cunvuted 

Coed/ 
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interest should be debited to Other Assets A/c. Income Receivable 
- Interest on Deposits with banks and credited to Income A/c - 
Interest ori Deposit with bank. 

12) Interest Receivable on Borrowings by  Other Banks 

Interest receivable on such borrowing by other banks should be 
canputed up to June 30, 1981, and provided for as under: 

DEBIT: Other Assets (Interest Receivable) Interest on 
Borrowings by other Banks 

CREDIT: Incune A/c - Interest on Borrowings by other Banks. 

13) Interest on Inter-Branch/Inter-Affiliate (*).eceivable) Account 

Account maintaining Braneh/Affil i ate will receive telex/Telegram 
(or telephone) intimation of the interest ilue to thcm on their 
credit balances. They would provide for this tumult in the account 
"Interest Received on inter-Branch/Inter-Affiliate A/c" for the 
purpose of this Closing. (Subs(Ilu-ni 1 y, a credit advice should be 
received Iran the Branch/AFfiliaie ho!ding the accoun t to conf inn 
the above credit airimint. ) 

14) Accrued I ncomie/Accru( d Exp i u re 

The accounting and lxx)k it al l pro% i si on made for accrued 
income and ex-pendi Lure are clearly laid down on our "Introduction 
of Accrual Account. in" Sys ti m Ci reit I ar No. 016 dtit ,d 20.1.1.7-1 - 
all aspects of which should tx car, lu I I y implcinezit! 

All half-yearly accruals wi ll he po:Aed to the heads "Other Assets 
Incane Receivable" Cock. 20655 and " inidry Credilors (General) 
Expenditure Payable" Code 10511 :Ind w l I runain in these account!.; 
during the subsequent. half-year For adjustment a.s and when Income are 
actually received or Expenditure actually paid/beccroe due for 
payment. No Accounts (•i t her on t h G ,nerai L dg.1. (0- tin . 
Expenditure subsidiary ledger wi ll tht •refore have a MINUS opening 
balance (.i.e. Debit 13a lance on Li aid l i ty Head/Income Head or 
Credit Balance on Asset 11t ‘a1iExpendi lure 

NUrE: Separate Statements have been included in the Closing 
stationery set in which :-Aib-hi.:1:iwisf • a of '•Inc rat! Ileceivabh." 
and "Expenditure Payable" are to 1x• Twoprly filled-in and the totals 
of these should agree vi th [hi rw;ure:; given in C.xie 20655 and 
Code 14511 rt•spect apix ,aring at. the over  of the State/new 
of Affal rs. These St a Li int .nts sl KAI Id n:it , pr ‘pared by tho::;1 ,
Branches wha.-.:e comput f.r print-oHt pros, i6,-; (his-; inh)rnation. 

Con ' 
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15) Prepaid Expenses/Incane Received in 1dvance 

The accounting for prepaid Expenses/Incane Received in Advance 
has been clearly laid domn in the system Circular No. 016 dated 
20.11.1974, "Introduction of Accrual Accounting". (Points 
mentioned in paragraph 13 regarding Adjusting A/c Credit & Debit 
will be applicable to Prepaid Expenses/Income Received in advanCe.) 

16) Statement of Income & Expenditure 

A consolidated Statement of IDCOCIe and Expenditure on Form ACT-F-31 
and ACT-F-31A should be prepared to arrive at the Profit or Loss 
position of your branch as on June 30, 1981, including adjustment 
for all accrued and prepaid inceme and f penditure. 

The net profit or loss position of the brzOch, a4er making 
proper provision as mentioned above, should be conveyed by telegram 
or telex to reach the respectixe Regional Office at Abu Dhabi , 
London, Paris, Cairo and Central Accounts/Division, London, latest 
by July 1, 1981. 

PART 'B' STATEMENT OF AFFAIR (A%rus sm..)

1) Excess Cash Ara3unt 

Entries pertaining to excess in exTh outstanding up to March 31, 1981 
should be adjusted by crediting the annunt to Profit & Loss - 
Income - Miscellaneous Earnings. 

2) Due from Banks/Affiliates/Branches/NBFI

Under the new coding system, the following classification has been 
carried out: 

(a) Due from Banks 
(b) Due fran Affiliates 
(c) Due from Branches 
(d) Due frun N.B.F.I. 

Each of the above classifications are then sub-clasified under 
three categories - Demand, Short-ter:a up to 3O days, and Term over 
30 days. The subsidiary liedt:;er. sh( ,uld be balanced Bank/Aifi l tates/ 
Branch/N.13.F. I. -wise and zi pt rat - statemunt should be su!c:t tied 
with the returns. As iho Lux( ihi)ourg Banking :-;s ion n•qui r(•:-; 
information regarding the L'ocation of the "Due Frill" fund, liranches 
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are instructed to mention in their statement of - Due from 
Mulks/Affiliates etc" the location of the Branch (of the 
concerned ank/AF I i.1 i ate) I run whi ch the fund is clue. 

3) P.A.D. 

The current procedure provides for monthly accrual and charging 
of interest on PAD. The PAD accounts must accordingly reflect the 
above position. 

4) Temporary Overdrafts 

Efforts should be made to have all Tfywrary Ovt?;rdrafts and 
Excess over Limit allowed to various cin,itomers adjusted as soon as 
possible, so that such temporary faciiities may not remain 
outstanding at the time of Mlf-yearly qosing. 

5) Revaluation of Foreign Currency llolditrs 

Foreign currency balances on demand accounts held ‘siiith various 
banks and correspondents as well as foreign currency notes in hand 
should be revalued at the current ruling rate on June 30, 19S1. 
The resulting profit nr loss ; any , on such holdings should be 
booked to the credit or debit of Pr rit/loss on Exchange Trading. 

Profit or los'., On forwiird pruchase or salt. contracts for foreign 
currencies, outstanding on June 30, I952 should be computed and 
booked in as laid down in LI it C i rcu I ar for Account.1 ng/Recording 
of 'Foreign Exchange 'Isr;insact i n i aring No. 015 dated 20.11.74. 

6) Investments 

(I) Bank's i nvestmen Is in I/mg-Term S4 ‘c ur I ties purcbast .d/reta i twit 
for the purpose of maintaining an Investment Portfolio in 
support of liquidity should be carried at cost and not. 
revalued. 

(ii) Bank's investments in oth4q- st.curititis should be reviewed and 
depreciation, if any, in such investMents should be accotmted 
for by making suitable  provision as laid down in the Accrual 
Accounting Circular No. 016 dated 20.11.1974. Appreciat.ion
if any, in investment may be taken into account only alter 
obtaining prior 1-ipproval Iran the Ilecjonal Of lice.

7) Other Asset (Advance ii 

The half-yearlN .-;taf fon(.1. youLam...; separart. !-;tat(1!,
v:horein 6 ,1 :0 Is of the above accounts have to 1.• fi h.d 

Fully re, f)nci led wi ih the corresponding heads In me Statement
Affairs. 
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8) Suspense Account 

Endeavour should be made to have all the entries in Suspense 
Account adjusted before the half-yearly Closing of Accounts. 
Special attention should be paid to adjust all the entries 
outstanding in Sundry Debtors Accounts and Other Suspense Accounts. 
You should also ensure that entries pertaining to expenses incurred 
for opening of branches have either been debited to capitalised 
expenditure and is being regularly written off as per rate fixed or 
debited directly to Expenditure A/c. 

9) Other Assets - Inceme Receivable 

This should be fully reconciled with the subsidipxy head contained , 
therein. 

10) Capitalised Expenditure 
; 

Details must be provided in the relative;statments. 

11) Furniture/Fixtures 

The relative statments should be correctly filled in after applying 
current rates of depreciation. the opening balance must agree with 
the closing balance of Decunber 31, 1980 (Form ACT-F-35A and 
ACT-F-37.) 

12) Contra Accounts/Assets/Liabilities 

All heads under this series on Assets side must fully agree with the 
corresponding contra heads on the liabilities side. 

LIABILITY SIDE 

1) Due to Banks/Affiliates/Bnuiches/N.13.F. 1. 

Please note contents oi paragraph 2 of Part B. As we are required 
to completely knock-off the Inter-Branch/Inter-Affiliate holdings 
of depc.)sits, great care should be taken to fully reconcile your 
branch's position as on June 30, 1981 with all other branches/ 
Affiliates with whom accounts are maintained. 

NOTE: Branches with anipuler Temninals Branches with cunputer 
terminals need not prepare separate Statements of Affairs and 
Statunents of Incunc and Expenditure enclosed with the circular and 
in I i en :mini 1 1 he ei ripu tpr oth put ! wovi c1eci V k•so cover a 11 heads of 
General Ixdgur and Ina mo/Exi..endi t ut•(• r inc Riding the v. nead: • 

(..-4.)nt'd/• • • • 
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PART 'C' - CLOSING STATIONERY 

1) Half-Yearly Closing Statements 

Three sets of forms required for preparing Half-Yearly Closing 
Statements are being sent to all the branches. The Managers 
are advised to obtain additional quantity of forms, if required, 
well in advance so that submission of statements to Regional 
Office/Central Office/Head Office is not held up due to 
non-availability of relative forms. 

2) Method of Sutmission of Returns to Regional Office & Head Office 

The branches in M/E and UK Region will s'ulimit two copies of the 
statements to the respective Regional Offices, separately packed 
in tuo specially printed envelopes markt;,.d- to 114ional Office and 
Head Office. Branches in other Regions 'will submit their 
statements in a similar way 4,o Central 4counts /Division, London 
in specially printed envelopes suppliedito thani After scrutiny, 
Regional Offices at Abu Dhabi and Inndorr will forward Head Office 
set of statements to the Central Accounts Division who will 
arrange their onward despatch to resi)4.ct. ive 11.0. 's in Luxembourg 
and Grand Cayman. It may please noted that the Statements 
detailed in this Circular are in addition to daily, weekly, 
fortnightly, monthly and quarterly statunents prescribed earlier. 
It is necessary that all the stat(incnis are correctly prepared and 
mailed as soon as possible for the Half -Yearly closing but not 
later than the dati .s mentioned in the attached closing calendar. 

3) Telex/Telegraphic Sulinission ot Basic Data

The following figures of your hranch, as on June 30, 1981, 
(after closing of Accounts), should I.• c(cyrunicated by Telegram/ 
Telex/Telephone to the Accounts (!fIntrol_ Department of the 
respective Regional Offices and the Central. Accounts Divisik,n, 
London as soon as po:dhle aft( T . 114 v 1(); I ft  1 nil, not later than 
July 1, 1981. 

(a) Deposits f ran (nista ners 
(b) Deposits fran banks 
(c) Borrowings from banks 
(d) Borrowi rIgfi fran ((...ntral Bank 
(e) Deposits with Banks (our pl aci at ,n ) 
(1) Borrowings by banks 
(g) Sundry creditors 
(h) Other Assets 
(i) Total Advances 
(j) Total Letters of Guarantee ,,ut-,tandi 
(k) (i) lAAters ol ('redit 

(ii) Acceptances outsk,.ndi , 1 
(1) Total Outstanlin;-, - forward ;:;.: 1, ‘ 'ont l'iR ts of 1oivii,,11 currency 
(m) Total. Outstanding forN;ard I i intracts ot Forcw:n 

t'urrency 
Cont'd/. . . . 
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(n) Total number of Current Accounts 
(o) Total number of Sayin,.;s- bank Accounts 
(p) Profit/Loss position 
(q) (i) No. of Loan Accounts 

(ii) No. of 0.1). ACCOUllt:s 
(r) No. of Officers & St:tf t: (separately) 

Month end figures under 17 columns should be reported to the special 
Cell, Regional Office as usual. 

NOTE: The following are attach(d :%ith the circulars for use of the 
branches and sUbsidiaries. , 

(1) List of statements to be-suhmittod as on June 30, 1981 
(2) The closing calendar in Ann(•xurt• for different region,s. 

4L 
MEER H. sittaTa-----------
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LIST OF STATEMENTS '10 BE SUBMITTED ON JUNE 30 1981 

1. Statenent of Affairs (After Closing) (Form No. ACT-F-21 & 21A) 

2. Term Deposits and Short-term Deposits (Form No. ACT-F-7) 
overdue and other term Deposits 
(separate statements for different 
heads of account) 

3. Outstandings in Sundry Creditors 
(Please mention date of entry 
particulars and ammat for each 
outstanding entry) 

4. Statanent of Incane & Expenditure 
(To be prepared after maki.ng all 
provisions and before merging incorr_. 
and ExpenditUre Accounts to find out 
net profit or Loss Posi i on ) 

5. Loan against foreign bi115-; 

6. Packing Credits 

7. Payment against I octun,mt. s 

S. Loan against Trust Receip 

9. Loan against Imported Morchandi sr,

10. Cash Credit against Goxis 

11. Foreign Bills Purchased 

12. Local Bills Discounted 

13. Local Bills Purchased 

14. Tenvorary Overdrafts 

15. Overdrafts (Clean) 

16. Overdrafts (Secured) 

17. Loan (Clean) 

18. Secun ,d Loans 

19. loans/Advano.s to LAafr 

(Form No. 94) 

(179'rm No. ,wr-F-31/31A) 

I 

j 

( Form No. 155) 

t Form :co. 155) 

(For :i No. 155) 

(1. .‘nn No. 155) 

(Form No. EMI-F-10) 

jbm N(i. 155) 

). 105) 

(Form No. 105) 

(Form No. 105) 

(Fi)tril No. ACT-F-13) 

( Form 155) 

( Form No. 155) 

155) 

(Form No. 1))))

nt'd/.. .. 
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20. Investments in Stocks and Securities 

21. Interest/Incone Accrued on Investments 

22. Separate Statements for outstanding in 
subsidiary accounts of OMER  ASSETS 
20600 mentioning date of outstanding 
full particulars of all outstanding 
items and the amount 

23. Capitalised Expenditure 

24. Furniture and Equipment. This 
statement should be prepared in a 
manner to clearly reflect it(ins (along 
with cost thereof) provided at the 
residence of various staff rvinhers and 
the office imInises separat •

25. Staionuit of EetLers of (ivarantee 
issued and outstanding as (m 30.6.N181. 
In this statement, pleas( report ail 
outstanding 1.i.t.ttxs Of (ivar:oltee 
individually and niention nature It 

opinnitment such as "Earnest Deposit for 
Tender" "Purchase of ax)ds on Credit 
etc. (as case may be) in ihe th- last 
column 

26. Letter of Credit Outstanding 

27. Acceptance Outstanding 

28. Reconciliation Staterwnt of all 
accounts maintained with br:uiches and 
correspondents along with Cortificates 
of balances from relative banks. Wherever 
certificates of balances are not readily 
available, submission of this statement 
may not be held up. The certificate of 
balance may be suhnitted subsequently to 
Regional Office, as soon as available. 

29. Forward Purchase/Sale Colitrac.:1 s for 
'foreign eurrenci 

30. Nil Statments (whenever nothim is to 
.be reported under a particular head of 
-account ) 

(i't)nn No. A(T-F-08) 

(Form No. AC1'-F-09) 

(Form No. 94) 

(Form No. 102) (or FA 
Statements for UK) 

(Form No. ACT-F-35A & 37) 
(or PA statement for Ur 

(Form No. 104) 

(Form No. 85) 

(Fonn No. 135) 

.(Fonn No. EXCM-F-22) 

(Form No. 92) 
(Pro forma enc los( 

(Form No. ACT-F-01) 
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31. Any other statonent necessary for 
Regional (regulatory) requi r( men 

32. Deta.ils of Income Receivabli. (Pro font enclosed) 

33. Details of Expenditure/Interest (Pro forma enclosed) 
Payable 

34. Statunc.,.nt of Due trot; (Form No. 10) 

35. Statement of Due to (Foim No. 10) 

NOTE: If a ccmputer print-out is availaide in lieu of the above 
statements, the statcment should not be prepared and the relevant 
print-out should be enclosed in the t7 1c,:-Atm pa,:ket. 
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U.K. 
Region 

Other 
lk,1;ions 

HALE-Yr..ARLY 1981 - CLOSING CA1ENI.al; 

M/E 
Retrion 

Computer Service Charges advised to Branches 5.6.81 

Apply Service Charges Current ACCOUIM-; 1.3.6.81 16.6.81 16.6.81 

Provide Depreciation on Furniture & Equipaent 

& Capitalised Expenditure etc. 17.6.81 9.6.81 9.6.81 

a) Payment of Salaries to Staff M(inbor:-; 

b) Balancing of Savings/7 days Deposit Account 
17.6.81 23.6.81 25.6.81 

Ledgers (02 Accounts in UK) 

a) Application of Interest on Savings/7 dars 

17.6.81 N/A 17.6.81 

Deposits 
b) Balancing of Savings/7 days Deposits a:-ier 

application of interest 

2,1.6.81 

21.6.61 

26.6.81 

26.6.81 

96.6.81 

26.6.81 

Interest on - i) Call lxl.x)sits 21.6.81 26.6.81 26.6.81 
ii) Fixed/n= Dep,-;tls R4.6.81 26.6.81 26.6.81 

Excess cash prior to March 1981 to he tranc,fcrr(d 
to Income Account 21.6„-1 23.6.81 93.6.61 

Provisions to be made for: 
i) Accrued Income 
ii) Accrued Expenditure 
iii) Prepaid Expenses 
iv) Income Received in Advance 26.6.81 23.6.81 23.6.81 

Interest on: 
i) Deposits from Banks 
ii) Borrowings from Banks 
iii) Deposits with Banks 
iv) Borrowings by other banks 
v) Main Office Account (UAE only) 27.6.81 26.6.81 26.6.81 

Interest on Loans/Overdrafts 27.6.81 26.6.81 26.6.81 

Entries to be passed for Stationery consumed 

a) Telex/Telephone advice alx)itt. f igures of 
deposits/advances/other statistics and 

results etc. to Regional Office/Cent ra 1 

27.6.81 

1.7. 1 

22.6.81 

N/A 

22 6.81 

30.6.81 

h) Revaluation or foreign currency A/c halan:. 27.(;.81 30.6.61 30.6.81 

Hand delivery of sfattin(mts in U.K. Re;.:i,In in 1!;( 
prescribed miultun. Post delivery (AirfrelHil ) 
for other Regions to the Regional OfficeiCentr ! 
Office (UAE branches will be advhed s(,p:Lraielv 
by Regional Office. Abu Dhahi) 81 6.7.81 6.7.81 
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SAJ are pleased to inform you that, with a view to assisting you in your 
marketing efforts, we have decided to accept fixed term deposits denominated 
in Special Drawing Rights (SDR' s) of the International Mbnetary FUnd (IMF) 
at competitive rates of interest. This can be of great assistance for 
customers with large surplus funds and who wish to spread their exchange risk 
among five leading currencies. The SDR deposits will initially be accepted 
only by the Leadenhall Street Branch. Our basic conditions are as follows: 

1. Exchange Rate 

Payment will be made by depositors in U.S. Dollars at the U.S. Dollar value 
of an SDR fixed by the IMF two working days (Which are days upon which banks 
are open for business in both London and New York City) before the date of 
delivery. Similarly, the principal amount will be repaid to the depositor 
with interest on maturity in U.S Dollars at the U.S Dollar value of an SDR 
fixed by the IMF two working days before the maturity date. An SDR at 
present consists of the following component currencies fixed bythe IMF: 

U.S. Dollar 0.54 
Deutsche Mark 0.46 
Japanese Yen 34.00 
French Franc 0.74 
Pound Sterling 0.071 

An example of the basis of calculation of the US$/SDR rate and the interest 
rate on SDR's is shown on the annexure to this Circular. 

The amounts of the component currencies on the date of acceptance of any 
SDR Deposit will remain unchanged during the term of the deposit notwith-
standing any changes made by the IMF after the date of acceptance. If the 
IMF does not fix the U.S. Dollar value of an SDR two working days before the 
maturity date of the deposit, payment of each SDR deposit will be made in 
component currencies and amounts fixed on the date of acceptance of the 
deposit, and payment of interest on each such amount will be made in such 
respective currencies. 

Alternatively, we are prepared to quote our own market related U.S. Dollar/ 
SDR Rate based on the current exchange rate of the component currencies. 
Whichever method is used (IMF value or our own market related rate), the 
same basis will be used for repayment on maturity. If any depositors wish 
to deposit currencies other than U.S. Dollars, we can arrange for their 
conversion into U.S. Dollars on their behalf at current rate. 

2. Time Limits for Fixing Interest and Exchange Rates 

The IMF fixed U.S. Dollar value of an SDR will be applicable only if the 
agreement to place an SDR Deposit is concluded not later than 12 noon London 
time, after which the U.S. Dollar equivalent of an SDR Deposit will only be 
based an our own market related rate. 

3. Made of Payment 

All payments will be made by telegraphic transfer on New York City or in 
the case of a payment in any currency other than U.S. Dollars, on the principal 
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financial centre applicable to such other currency. 

4. Amount and Period of Deposits 

The minimum amount of deposit acceptable is SDR's 5 million or US$ 5 million. 
SDR Deposits will only be accepted at our Leadenhall Street Branch, London 
for fixed periods of 1,3,6 and 12 months. 

Further enquiries and requests for quotations may please be addressed to 
our Foreign Exchange Dealers in the London Dealing Roam, Telex NO. 886291 
or should preferably be routed through the respective Regional Office or 
Main Branch in the Region. 

A. HAFEEZ • 

A, 
KEMAL SHOAIB 
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Example of the basis of calculation of the US$/SDR Rate 
and the rate of interest on SDR's 

1. The U.S. Dollar value of an SDR is arrived at as follows (taking the 
middle exchange rates ruling in London on 26.1.81 value 28.1.81 to illustrate 
the calculation) 

US$ 
DM 

0.54 
0.46 at 2.0345 

US$ 0.54 
US$ 0.2261 

Yen 34.00 at 202.62 US$ 0.1678 
F.Fcs 0.74 at 4.7012 US$ 0.1574 
Stg. 0.071 at 2.4166 US$ 0.1716 

US$ 1.2629 

2 The interest rate on SDR deposits is arrived z.,-.. through the weighted 
average of interest rates on deposits in oluiper i. currencies and adjusting 
the rate so calculated to allow for the other cost.s (e.g. forward over cost) 
and our margin of profit. The following example illustrates the calculation, 
taking into account the 12 months' Inter-Bank rates ruling in London on 
26.1.1981 value 28.1.1981 and approximate "weic;hts". 

US$ 15
15/

16% i.e. 15.9375 x 42% = 6.59375 
D.M. 9% 9 x 19% = 1.7j 
Yen 81% i.e. 8.375 x 13% = 1.06875 
F.Fcs 121% i.e. 12.75 x 13% = 1.657) 
Stg. 131% i.e. 13.125 x 13% = 1.70625 

12.85625% say 12
13/

16% 
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NUMBER 
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Staff & Establish-
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The Education Subsidy Scheme for Officers of International Cadre, 

approved by the Central Management Committee, is enclosed. 

Effective date of the Scheme is 1st July 1980. 

Ame r H Siddiki 



EDUCATION SUBSIDY SCHEME 

FOR OFFICERS OF INTERNATIONAL CADRE 

On the tasis of the information collected regarding the 

cost of edacation in various countries of the world in 

which BCC group has operations, and following the concept 

that eiucat_ion of children is primarily the responsibility 

of the parents, the following rules are hereby prescribed 

for providing a subsidy towards cost of education incurred 

by the officers of the international cadre. 

RULES 

I. Qualifying Children 

From the child's 5th birthday until the 20th birthday 

or the end of the pre university (i.e. 'A' level or 

equivalent) schooling period whichever is earlier. 

Children under five years of age and over twenty 

years of age shall not be treated ds qualifying 

children under this scheme. 

Any qualifying child who is legally adopted (or a 

step child) and is totally dependent on the officer 

concerned will also be eligible provided the officer 

proves to the satisfaction of the management that the 

child is totally dependent upon him. 

There will bo no limit to the number of officers' 

children that would be eligible under these Rules 

for education subsidy. 

Jor 



2. Educational institutions covered under the Scheme 

The following types of educational institutions will 

be covered under this scheme. 

I. Preparatory schools. 

2. Secondary schools, i.e. any form of full time 

education between preparatory and pre univer-

sity/college level. 

Schools providing short term or full time professional 

courses will not !1'.. ..w.;:.de:red for the purposes of 

subsidy. 

3. Expenditure admissible for the Education Subsidy 

The following items di f7tly relating tc the education 

of the child/children and included in the school bill 

will be admissible for calculating the education 

subsidy. 

a) Admission fee. 

b) Tuition fee. 

c) Laboratory fee. 

d) Cost of text books. 

e) Cost of stationery. 

Where, in the iudgement of the C.S.O., suitable 

educational facilities are not available at any 

location, officers posted at that location can, after 

obtaining prior authorisation from the C.S.O., send 

their child/children to another country for education. 

In such cases the following expenses shall also be 

admissible for calculating the subsidy. 

a) For resident students-cost of board and lodging 

/3 



- 3 - 

at the school boarding. 

4 b) For day scholar -an estimated annual cost of 

board and lodging subject to the amount being 

approved in advance by the management. 

c) Cost of economy class fare covering travel to 

and from the place of posting twice in a year 

(concessional fare wherever available shaLl 

be taken into account). 

d) The total education expenses as mentioned 

above would be reduced to the extent of the 

scholarship, stipend, or any financial grant 

received by the child or children from any 

source whatsoever. 

4. Basis of Subsidy 

Education subsidy payment will be made in the local 

currency of the place of posting of the officer 

concerned directly to the officer on the following 

basis. 

The officer will bear 15% of his basic salary as 

4 his basic contribution towards education expenses 

mentioned in Section 3 above. The amount remaining 

after taking into account 15% of the basic salary 

of the officer concerned shall be shared by the 

officer and the Bank in the following ratio: 

Officer - 20% of the remaining cost. 

Bank - 80% of the remaining cost. 

These percentages and ratios are subject to altera-

4 ticn at the discretion of the Central Managemc,nt 

Committcc. 

/4 



- 4 - 

Where the expenses mentioned in Section 3 are equal 

to or 1..ss than 15% of the basic salary of an officer, 

no subsidy will be granted. 

5. Method of Payment 

The amount of subsidy can only be determined in 

arrears on an annual basis, the year being 1st July 

to 30th June of the following year. Subject to the 

approval of the Regional Offices payment may also 

be made on half yearly basis in December and June. 

The officer concerned, in such a case may present 

an estimated bill in December on the basis of which 

an estimated amount shall be paid, subject to final 

adjustment in the following June. 

Regional Offices will please send annual statements 

as per enclosed proforma as on 30th June each year 

giving details of the education subsidy paid to 

individual officers. 

6. Staff on Transfer 

Where applicable upon transfer at the option of the 

officer, the subsidy may continue up to the end of 

school year, at the original location where the 

child is studying. 

9.2.81 
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NUMBER 
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PAGE 
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BY: DATE 

1. DAKAR BRANCH, SENEGAL DECEMBER 29, 

2. KASR EL AINI BRANCH, CAIRO ECY QUERIES TO 

3. 
4. 

SAFLk ZAGEUDUL BRANCH,ALEYAND 
DETRA DUBAI BRANCH, U.A.E. 

Systems & Operation 
Division - C.S.O. 

Please refer to Instruction Circular No. 027 introducing new procedures 
for nuMbering Letter of Credit issued by branches. 

The following branches have been allotted the block of numbers shown 
against their names for Letters of Credit to be issued by them: 

Bank of Credit and Commerce International (Overseas) Limited 

Dakar Branch, Senegal 130001 - 135000 

Kasr El Aini Branch, Cairo, Egypt 135001 - 140000 

Safia Zaghloul Branch, Alexandria, Egypt 140001 - 145000 

Deira Dubai Branch, Dubai, U.A.E. 145001 - 150000* 

* Original block of numbers from 15001 to 17000 allotted to this 
branch is replaced with this new series. 

Akhtar Anis Ameer H. Siddiki 
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DATE 
17.12. _,0‘ 

QUERIES TO 

International 
Division - C.S.O. 

We refer to Instruction Circular Number 064 of October 29, 1980. On the basis 
of enquiries received from various branches it is now clarified that:-

1. Instruction Circular Number 064 of October 29, 1980 does not confer any 
blanket authority on all branches to draw drafts in foreign currencies. 
Only those branches which are presently specifically authorised can draw 
drafts in currencies and on accounts specified by their Regional Offices. 

2. FDD forms printed by us are to be used only for drawings on our awn 
branches/affiliates and on banks who have agreed to our using these forms. 
In other cases, such as American banks who provide their own MICR pcxled 
cheque forms, such specially provided Cheque forms should be used. In 
case of doubt branches must take prior approval frail their Regional 
Offices before issuing drafts. 

3. dvices of Drawings  need not be sent for drafts drawn on our own branches/ 
affiliates. For drafts/cheques drawn on the branch of the correspondent 
Bank with wham an account is maintained in the currency of the drawing, no 
advice is required. However, the account number as shown in the example 
under A(iv) of the above circular should be mentioned on the draft. The 
details of American Express International Banking Corporation given under 
A(iv) are given only to illustrate the point and should not be considered 
as a general authority to branches to draw on American Express. If a 
draft is drawn on the branch of a correspondent bank with wham no account 
is maintained in the currency of drawing, then "drawing advice" fram the 
FDD set must be sent to the drawee branch of the correspondent bank and 
"Payment Authority" should be sent to the account maintaining branch to 
provide immediate reimbursement/cover to the drawee bank. 

4. Copy of the new draft forms have been circulated with Instruction Circular 
Number 064. Branches should contact their Regional Offices for their 
requirements, who will assess the total quantity needed and arrange 
printing. 

5. The list of US Dollar accounts maintained with Bankamerica International 
New York, forwarded with the Circular as complement to paragraph C, page 
132, is only for reference purposes and the branches mentioned on the 
right hand side of the list should seek specific prior approval/ 
confirmation, if not already held, fram their respective Regional Offices 
prior to drawing drafts on accounts shown against their names. Specific 
existing arrangements with Bankamerica and/or other banks should continue 
under instructions of and guidance fram Regional Offices. 

y 
H. Siddiki Akhtar Anis 
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DATE November 4. 80,
QUERIES TO 

Central Accounts 
Division 

The annual closing of accounts of the BCCI Group will take place on 
December 31, 1980. Branch Managers should properly assign the work to 
members of staff, and should ensure that they understand the details of 
the work assigned to them. All statements required to be submitted must 
be correctly prepared. Branches in the Middle East and U.K. should send 
their returns, in duplicate, to their respective Regional Office in 
Abu Dhabi and U.K. Branches in all other regions should send them, in 
duplicate, to Central Office, London. 

NOTE: Conversion to U.S. Dollars- Rate of Exchange 

The rate of exchange for converting local currency figures (of all 
relevant statements) to U.S. Dollars will be the closing middle rate of 
buying/selling local currency into U.S. Dollars on December 31, 1980 or 
the last working day of the month as obtained from the Central Bank or 
other local Regulatory authority. Branches in the U.K. and the U.A.E. 
are requested to submit their Statement of Affairs and Statements of Income 
and Expenditure in local currency only. Arrangements have been made at 
respective Regional Offices to work out the U.S. Dollar equivalent as at 
December 31, 1980 on a consolidated basis. 

The other details are as under: 

PART 'A' - EXPENDITURE HEADS 

1) Interest/Service Charges on Current Accounts 

Interest is not paid on Current Accounts in terms of inter-Bank 
Agreement. However, a minimum service charge may be charged on small 
and un-remunerative current accounts at the discretion of the Manager. 
Service charges rates for the branches will be separately notified 
by the Regional Offices. 

2) Interest on Savings Accounts 

Interest on Savings Accounts will be applied as usual. All Savings 
Account Ledgers should be balanced before application of interest and 
should again be balanced after interest has been applied. While 
calculating interest the balance outstanding on the date of interest 
application should be treated as outstanding during the remaining 
period of December 1980, and no adjustment should be maae for any 
variation of the balance during the remaining days of December 193O. 

Cont'd/ 
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3) Interest on Call Deposit/Term Deposits 

Interest on the above deposits should be calculated 
upto December 31, 1980 and booked as under: 

4 

DEBIT: Profit & Loss A/c (Expenditure) - 

Interest Payable on 

at the agreed rates 

CREDIT: Sundry Creditors - Interest 
Payable on 

NOTE: (Under the current Accrual Accounting System, the 
liability for interest on the above accounts is already 
each month as above. As such only the interest for the 
December 1980 will be required to be booked) 

Interest on Deposits from Banks 

Deposit 

Deposit 

monthly 
being booked 
month of 

Interest should be calculated until December 31, 1980 from dates of 
deposit and provision already made upto November 1980 deducted 
therefrom. Entries should be passed for interest amount as under: 

DEBIT: Profit & Loss A/c (Expenditure) - 

Interest paid on Deposits from Banks. 

CREDIT: Sundry Creditors - Expenditure Payable - 

Interest on Deposits from Banks. 

NOTE: (Under the current Accrual Accounting System, the 
liability for interest on the above accounts is already 
each month as above. As such only the interest for the 
December 1980 will be required to be booked). 

monthly 
being booked 
month of 

5) Interest on Borrowings from Banks 

Interest on such borrowings, if any, must be provided at the agreed 
rate from the date of borrowing or the date of last credit given 
upto December 31, 1980 (The note on Accrual Accounting in para 3 
also applies to this para). 

6) Interest on Inter-Branch/Inter-Affiliate Accounts 

Interest on Inter-Branch/Inter-Affiliate Accounts should be applied 
at the notified rate. The balance as on the date of application of 
interest shall be treated as the balance maintained for the rest of 
December and no adjustment should be made. The Interest Advice should 
be originated by the Account Holding Branch/Affiliate which should 

Cont'd/ 
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convey the interest figure by telegram/telex to the Account 
Maintaining Branch/Affiliate. The Account Maintaining Branch/Affiliate 
should respond the interest amount in their books immediately on 
receiving telegram/telex from Account Holding Branch/Affiliate. 
Adjustment for the difference, if any, should be made after receipt of 
interest advice, in consultation with the Account Holding Branch/ 
Affiliate. 

7) Salary & Allowances to Staff Members 

Salary and Allowances to staff members for the month of December 1980 
should be disbursed as given out in the calendar attached. 

8) Depreciation of Furniture and Equipment Account 
& Capitalised Expenditure 

Provision for depreciation on furniture and equipment should be 
circulated at the rates mentioned below: 

(a) Furniture & Fixture 
(b) Carpets 
(c) Vehicles 
(d) Machines & Equipment 
(e) Capitalised Expenditure 

UAE Region Other Regions 

10% p.a. 
25% p.a. 
20% p.a. 
20% p.a. 
25% p.a. 

10 p.a. 
25% p.a. 
25% p.a. 
20% p.a. 

As per note below 

NOTE: 1) Leasehold properties spread over period of lease with 
a minimum of 

2) For freehold properties, provide 25 on capitalised 
expenditure incurred, such as renovations etc. However 
Branches in UK Region will provide at 12.5 No depreciation 
should be provided on the cost of acquisition of such 
properties. 

Under the Accrual Accounting System, provision for depreciation 
should have been charged upto November 30, 1980. The additional 
depreciation should now be calculated for the remaining period upto 
December 31, 1980 in accordance with the earlier instructions. 

Branches in the U.K. Region should follow instructions laid down in 
the U.K. Regional Circular No. 77/65 dated 14th December 1977, for 
booking the depreciation calculated on various fixed assets. Branches 
in the U.K. Region should complete the new Fixed Assets Statements 
prepared for U.K. Region Branches and enclosed with this circular. 

Cont'd/ 
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NOTE: According to the current system, provision for Depreciation 
on all the above items should already have been made upto 
November 30, 1980 by debiting Profit & Loss A/c (Expenditure) 
Depreciation on and crediting Sundry Creditors 
Expenditure Payable Aic provision for Depreciation on 

Entries for December Provision 

DEBIT: Profit & Loss A/c (Expenditure) 
Depreciation 

CREDIT: Sundry Creditors - Expenditure Payable A/c 

Provision for Depreciation on 

NOTE: ( i) The opening balances of all items of Furniture & 
Equipment on 1.1.1980 must agree with the Closing 
balances as on 31.12.1979. 

( ii) The entries for depreciation should be passed in the 
books on the date shown in the calendar although 
depreciation will be calculated upto December 31, 1980. 

(iii) Depreciation should be calculated in such a manner that 
the written down value of items is rounded off to the 
nearest unit of Local Currency e.g. Dirham, Pound 
Sterling, U.S. Dollar, etc. 

iv) The amount of depreciation on items (a) to (d) should be 
calculated on prorata basis according to the period for 
which the relative item has been in use/purchased. 

U.K. Branches should provide depreciation on assets and 
on capitalised expenditure at the rates shown above on 
the balance outstanding in the respective account as 
at December 31, 1930. 

Stationery Consumed 

Stationery consumed upto the date of passing the entries should be 
debited to Profit and Loss - Expenditure A/c Stationery, and credited 
to Other Assets - Stock of Stationery Account. 
The Stock of Stationery Account should be properly balanced after 
passing the entries for the stationery consumed during the period and 
the stock on hand should be verified, by proper stock taking. 
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INCOME HEADS 

10) Interest on Loans and Advances 

Interest on all categories of Loans/Advances chargeable at monthly 
rest must be calculated upto December 31, 1980 and charged to respective 
party's account and credited to respective income account. For all 
interest chargeable other than on monthly rest (by regulatory or 
special arrangement) the accrued income should be computed and booked 
as under: 

Debit: Other Assets Suspense A/c - Income Receivable - 
Code 20655 Interest on Loan 

Credit: Income A/c. Interest Receivable on 

11) Interest on Placements/Deposits with Banks 

Interest on all such accounts must be properly computed at agreed rates, 
upto December 31. If the deposits are on Demand in interest bearing 
current Account, the respective Account will be debited directly. If 
the deposits are on Term Deposits, the computed interest should be 
debited to Other Assets A/c. Income Receivable - Interest on Deposits 
with banks and credited to Income A/c - Interest on deposit with bank. 

12) Interest receivable on Borrowings by other Banks 

Interest receivable on such borrowing by other banks should be computed 
upto December 31, 1980, and provided for as under: 

Debit: Other Assets (Interest Receivable) Interest on 
Borrowings by other Banks. 

Credit: Income A/c - Interest on Borrowings by other Banks. 

13) Interest on Inter Branch/Inter Affiliate (Receivable) Account 

Account maintaining Branch/Affiliate will receive Telex/Telegram (or 
telephone) intimation of the interest due to them on their credit 
balances. They would provide for this amount in the account "Interest 
Received on Inter-Branch/Inter Affiliate" A/c for the purpose of this 
Closing. (Subsequently, a credit advice should be received from the 
Branch/Affiliate holding the account to confirm the above credit 
amount). 
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14) Accrued Income/Accrued Expenditure 

The accounting and book-in of all provision made for accrued income and 
expenditure are clearly laid down on our "Introduction of Accrual 
Accounting" System Circular No. 016 dated 20.11.74 - all aspects of 
which should be carefully implemented. 

All year-ending accruals will be posted to the heads "Other Assets 
Income Receivable" Code 20655 and "Sundry Creditors (General) 
Expenditure Payable" Code 10511 and will remain in these accounts during 
the subsequent year for adjustment as and when Income are actually 
received or Expenditure actually paid/become due for payment. No 
Accounts either on the General Ledger or the Income/Expenditure 
subsidiary ledger will therefore have a MINUS Opening balance (i.e. 
Debit Balance on Liability Head/Income Head or Credit balance on Asset 
Head/Expenditure Head). 

NOTE: Separate Statements have been included in the Closing stationery 
set in which sub-headwise details of "Income Receivable" and 
"Expenditure Payable" are to be properly filled-in and the 
totals of these should agree with the figures given in Code 
20655 and Code 14511 respectively, appearing at the overleaf of 
the Statement of Affairs. These Statements should not be 
prepared by those Branches whose computer print-out provides 
this information. 

15) Prepaid Expense/Income Received in Advance 

The accounting for prepaid Expenses/Income Received in Advance has 
been clearly laid down in the System Circular No. 016 dated 20.11.1974 
"Introduction of Accrual Accounting". (Points mentioned in paragraph 13 
regarding Adjusting A/c Credit & Debit will be applicable to Prepaid 
Expenses/Income Received in advance). 

16) Statement of Income & Expenditure 

A consolidated Statement of Income and Expenditure on Form ACT-F-31 and 
ACT-F-31A should be prepared to arrive at the Profit or Loss position 
of your branch as on December 31, 1980 including adjustment for all 
accrued and prepaid income and expenditure. 

The net profit or loss position of the branch, after making proper 
provision as mentioned above, should be conveyed by telegram or telex 
to reach the respective Regional Office at Abu Dhabi, London, Paris, 
Cairo and Central Accounts Division, London latest by January 1, 1981 . 

Cont'd/  
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PART 'B' - STATEMENT OF AFFAIRS (ASSETS SIDE) 

1) Excess Cash Amount 

Entries pertaining to excess in cash outstanding upto September 30, 1980 
should be adjusted by crediting the amount to Profit & Loss - Income - 
Miscellaneous Earnings. 

2 Due from Banks/Affiliates/Branches/NBFI 

Under the new coding system, the following classification has been 
carried out: 

(a) 
(b) 
(c) 
(d) 

Due from Banks 
Due from Affiliates 
Due from Branches 
Due from N.B.F.I. 

Each of the above classification are then sub-classified under three 
categories - Demand, Short Term upto 30 days, and Term over 30 days. 
The subsidiary ledger, should be balanced Bank/Affiliates/Branch/N.B.F.:. 
wise and a separate statement should be submitted with the returns. As 
the Luxembourg Banking Commission requires information regarding the 
location of the "Due From" fund, Branches are instructed to mention 
in their statement of "Due from Banks/Affiliates etc" the location of 
the Branch (of the concerned Bank/Affiliate) from which the fund is 
due 

3) P.A.D. 

The current procedure provides for monthly accrual and charging of 
interest on PAD. The PAD accounts must accordingly reflect the above 
position. 

4 

5 

Temporary Overdrafts 

Efforts should be made to have all Temporary Overdrafts and Excess 
over Limits allowed to various customers adjusted as soon as possible 
so that such temporary facilities may not remain outstanding at the 
time of annual closing. 

Revaluation of Foreign Currency Holdings 

Foreign currency balances on demand accounts held with various banks and 
correspondents as well as foreign currency notes in hand should be 
revalued at the current ruling rate on December 31, 1980. The resulting 
profit or loss, if any, on such holdings should be booked to the credit 
or debit of Profit/Loss on Exchange Trading. 
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INSTRUCTION CIRCULAR 

NUMBER 06.5 

SUBJECT PAGE 140 

Annual Closing of Accounts 
on December 31, 1980 

DATE
November 5, 80 

QUERIES TO 

Central Accounts 
Division 

Profit or loss, on forward purchase or sale contracts for foreign 
currencies, outstanding on December 31, 1980 should be computed and 
booked in as laid down in the Circular for Accounting/Recording of 
Foreign Exchange Transactions bearing No. 015 dated 20.11.74. 

6) Investments 

( i) Banks investments in Long Term Securities purchased/retained 
for the purpose of maintaining an Investment Portfolio in 
support of liquidity should be carried at cost and not revalued. 

( ii) Bank's investments in other securities should be reviewed and 
depreciation, if any, in such investments should be accounted 
for by making suitable provision as laid down in the Accrual 
Accounting Circular No. 016 dated 20.11.1974. Appreciation, if 
any, in investment may be taken into account only after 
obtaining prior approval from the Regional Office. 

7) Other Assets (Stock of Stationery/Stamps/Adv. Dep) 

The annual closing stationery contains separate statements wherein 
details of the above accounts have to be filled in and fully reconciled 
with the correspondina heads in the Statement of Affairs. 

8) Other Assets - Advance Rent 

A separate format for Advance Rent has been designed which should be 
clearly filled in. 

9) Suspense Account 

Endeavour should be made to have all the entries in Suspense Account 
adjusted before the Annual Closing of Accounts. Special attention 
should be paid to adjust all the entries outstanding in Sundry Debtors 
Accounts and Other Suspense Accounts. You should also ensure that 
entries pertaining to expenses incurred for opening of branches have 
either been debited to capitalised expenditure and is being regularly 
written off as per rate fixed or debited directly to Expenditure A/c. 

10) Other Assets - Income Receivable 

This should be fully reconciled with the subsidiary head contained 
therein. 

11) Capitalised Expenditure 

Details must be provided in the relative statements. 
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12) Furniture/Fixtures 

The relative statements should be correctly filled in after applying 
current rates of depreciation. The opening balance must agree with the 
closing balance of December 31 , 1979 (Form ACT-Fl 35A and ACT-F-37). 

13) Contra Accounts/Assets/Liabilities 

All heads under this series on Assets side must fully agree with the 
corresponding contra heads on the liabilities side. 

LIABILITY SIDE 

1) Due to Banks/Affiliates/Branches/N.B.F.I. 

Please note contents of paragraph 2 of Part B. As we are required to 
completely knock-off the Inter Branch/Inter Affiliate holdings of 
deposits, great care should be taken to fully reconcile your branch's 
position as on December 31, 1980 with all other branches/Affiliates 
with whom accounts are maintained. 

2) Confirmation of Balances from Customers 

Letters requesting confirmation of balances to customers maintaining 
credit balances (Form No. DEP-F-4) 8 Debit balances (Form No. ADV-F-5) 
should be mailed to the customers alongwith statements of their accounts 
and confirmation letters received from them duly signed should be 
filed in the respective confirmation file, after verifying the 
signatures of customers thereon. Letters requesting confirmation of 
balances are not required to be sent to customers maintaining fixed/ 
term deposits where special receipts are issued and where cheque books 
are not issued for withdrawal of funds on maturity. 

NOTE: Branches with Computer Terminals 

Branches with computer terminals need not prepare separate 
Statement of Affairs and Statement of Income and Expenditure 
enclosed with the circular and in lieu submit the computer output 
provided these cover all heads of General Ledger and Income/ 
Expenditure Ledger including the new heads. 
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PART 'C - CLOSING STATIONERY 

1) Annual Closing Statements 

2 

Three sets of forms required for preparing Annual Closing statements 
are being sent to all the branches. The Managers are advised to obtain 
additional quantity of forms, if required, well in advance so that 
submission of statements to Regional Office/Central Office/Head Office 
is not held up due to non-availability of relative forms. 

Method of Submission of Returns to 
Regional Office & Head Office 

The branches in M/E and UK Region will submit two copies of the statements 
to the respective Regional Offices, separately Packed in two specially 
printed envelopes marked to Regional Office and Head Office. Branches 
in other Regions will submit their statements in a similar way to 
Central Accounts Division, London in specially printed envelopes 
supplied to them. After scrutiny Regional Offices at Abu Dhabi and 
London will forward Head Office set of statements to the Central Accts. 
Div. who will arrange their onward despatch to respective H.O.s in 
Luxembourg and Grand Cayman. It may please be noted that the Statements 
detailed in this Circular are in addition to daily, weekly, fortnightly, 
monthly and quarterly statements prescribed earlier. It is necessary 
that all the statements are correctly prepared and mailed as soon as 
possible for the annual closing but not later than the dates mentioned 
in the attached closing calendar. 

3) Telex/Telegraphic Submission of Basic Data 

The following figures of your branch, as on December 31, 1980 (after 
closing of Accounts) should be communicated by Telegram/Telex/Telephone 
to the Accounts Control Department of the respective Regional Office and 
the Central Accounts Division, London as soon as possible after the 
closing but not later than January 1, 1981. 

(a) 
(b) 
(c) 
(d) 
(e) 
(f) 
(9) 
(h) 
(i) 
(j) 

Deposits from customers 
Deposits from banks 
Borrowings from banks 
Borrowings from Central Bank 
Deposits with Banks (Our placements) 
Borrowings by banks 
Sundry creditors 
Other Assets 
Total Advances 
Total Letters of Guarantee outstanding 
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Central Accounts 
Division 

(k) ( i) Letters of Credit Outstanding 
(ii) Acceptances Outstanding 

(1) Total Outstanding - forward Sale Contracts of Foreign Currency 

(m) Total Outstanding - forward Purchase Contracts of Foreign 
Currency 

(n) Total number of Current Accounts 
(o) Total number of Savings Bank Accounts 
(p) Profit/Loss position 

(q) ( i) No. of Loan Accounts 
(ii) No. of O.D. Accounts 

(r) No. of Officers & staff (separately) 

Month end figures under 17 columns should be reported to the Special 
Cell, Regional Office as usual . 

NOTE: The following are attached with the circulars for use of 
the branches and subsidiaries. 

( 1) List of statements to be submitted as on 
December 31, 1980 

(2) The closing calendar in Annexure "B" for 
different regions. 

ER H. SIDDIKI f:4A IHUR RAHMAN 
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DATE 

November 5, 80, 
QUERIES TO 

Central Accounts 
Division 

LIST OF STATEMENTS TO BE SUBMITTED 

ANNEXURE 'A' 

ON 31.12.80 

1. Statement of Affairs (Form No. ACT-F-21 & 21A) 
(After Closing) 

2. Term Deposits and Short Term Deposits 
overdue and other term Deposits 
(separate statements for different 
heads of account) (Form No. ACT-F-7) 

3. Outstandings in Sundry Creditors (Form No. 94) 

(Please mention date of entry 
particulars and amount for each 
outstanding entry) 

4. Statements of Income & Expenditure (Form No. ACT-F-31/31A) 

(To be prepared after making all 
provisions and before merging Income 
and Expenditure Accounts to find out 
net profit or Loss Position) 

5. Loan against foreign bills (Form No. 155) 

6. Packing Credits (Form No. 155) 

7. Payment against Documents (Form No. 155) 

8. Loan against Trust Receipt (Form No. 155) 

9. Loan against Imported Merchandise (Form No. EXCH-F-10) 

10. Cash Credit Against Goods (Form No. 155) 

11 . Foreign Bills Purchased (Form No. 105) 

12. Local Bills Discounted (Form No. 105) 

13. Local Bills Purchased (Form No. 105) 

14. Temporary Overdrafts (Form No. ACT-F-13) 

15. Overdrafts (Clean) (Form No. 155) 

16. Overdrafts (Secured) 

17. Loan (Clean) (Form No. 155) 

Cont'd/  
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DATE 
November 5, 80 

QUERIES TO 

Central Accounts 
Division 

18. Secured Loans (Form No. 155) 

19. Loans/Advances to Staff (Form No. 100) 

20. Investments in Stocks and 
Securities (Form No. ACT-F-08) 

21 . Interest/Income Accrued on Investments (Form No. ACT-F-09) 

22. Stock of Stationery (Form No. ACT-F-10) 

23. Stamps on Hand (Form No. ACT-F-11) 

24. Advance Rent (Form No. 101) 

25. Separate Statements for oustanding 
in subsidiary accounts of OTHER ASSETS 
20600 mentioning date of outstanding 
items and the amount (Form No. 94) 

26. Capitalised Expenditure (Form No. 102) 
or FA Statements for U.K.) 

27. Furniture and Equipment (This statement 
should be prepared in a manner to 
clearly reflect items (alongwith cost 
thereof) provided at the residence of 
various staff members and the office 
premises separately. (Form No. ACT-F-35A & 37) 

(or FA Statements for U.K.) 
28. Statement of Letters of Guarantee issued 

29. 

30. 

and outstanding as on 31.12.80. 
statement please report all outstanding 
Letters of Guarantee individually 

In this 

and 
such as mention nature of commitment 

"Earnest Deposit for Tender" 
Goods on Credit" etc. (as the 

"Purchase of 
case may be) 

in the last column. (Form No. 104) 

Letter of credit Outstanding (Form No. 85) 

Acceptances Outstanding (Form No. 155) 

31 . Reconciliation Statement of all 
accounts maintained with branches and 
correspondents alongwith Certificates 
of balances from relative banks. 
Wherever certificates of balances are 
not readily available submission of this 
statement may not be held up. The 
certificate of balance may be submitted 
subsequently to Regional Office, as 
soon as available. (Form No. EXCH-F-22) 

Cont'd/ 
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QUERIES TO 
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32. Forward Purchase/sale Contracts for (Form No. 92) 
foreign currencies (Proforma enclosed) 

33. Nil Statements (Whenever nothing 
is to be reported under a particular 
head of account) (Form No. ACT-F-01) 

34. Any other statement necessary for 
Regional (regulatory) requirement 

35. Details of Income Receivable (Proforma enclosed) 

36. Details of Expenditure Payable (Proforma enclosed) 

37. Statement of Due from (Form No. 10) 

38. Statement of Due to (Form No. 10) 

NOTE: If a computer print out is available in lieu of the above statements, 
the statement should not be prepared and the relevant print out should 
be enclosed in the closing packet. 
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DATE1

4ovember 5, ̀ .0_ 
QUERIES TO 

Central Accounts 
Division 

-UK/CONTINENT/MIDDLE EAST BRANCHES

ANNUAL 1980 - 

Apply Service Charges Current Accounts 

Provide Depreciation on Furniture & 
Equipment & Capitalised Expenditure Etc. 

a) 
b) 

a) 

b) 

c) 

Payment of Salaries to Staff Members 
Balancing of Savings/7 days Deposit 
Account Ledgers 

Application of Interest on Savings/ 
7 days Deposits 
Balancing of Savings/7 days Deposits 
after application of interest 
Application of Interest on 
Additional seven days 
(Interest to be charged upto 
December 31, 1980) 
Interest on - i) Call Deposits 

ii) Fixed/Term Deposits 

Excess cash prior to September 1980 to 
be transferred to Income Account. 

Provisions to be made for: 

i) Accrued Income 
ii) Accrued Expenditure 
iii) Prepaid Expenses 
iv) Income Received in Advance 

Interest on: 

i) Deposits from Banks 
ii) Borrowings from Banks 
iii) Loans and Advances 
iv) Deposits with Banks 
v) Borrowings by other banks 

Interest on Loans/Overdrafts 

Entries to be passed for Stationery 
consumed 

ANNEXURE 'B' 

CLOSING CALENDAR 

U.K.Region Other Regions M/E Region 

18.12.1980 12.12.1980 18.12.1980 

17.12.1980 1.12.1980 1 .12.1930 

20.12.1980 16.12.1980 16.12.1980 

20.12.1980 23.12.1980 23.12.1980 

24.12.1980 23.12.1980 24.12.1980 

24.12.1980 23.12.1980 24.12.1980 

N/A 29.12.1980 N/A 

24.12.1980 23.12.1980 24.12.1980 
24.12.1980 23.12.1980 24.12.1980 

29.12.1980 23.12.1980 29.12.1980 

29.12.1980 29.12.1980 29.12.1930 

24.12.1980 23.12.1980 24.12.1980 

21.12.1980 19.12.1980 19.12.1980 

Cont 'd/ 
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DATE
November 5, ic 

OUERIESTO 

Central Accounts 
Division 

--/ 

a) Telex/telephone advice about figures 
of deposits/advances/other statistics 
and results etc. to Regional Office/ 

M/E Region U.K.Region Dther Regions 

Central Office. 
b) Revaluation of foreign currency a/c 

balance 

Reversal of 7 days accrual (using value 
date Jan. 2, 1981 - U.K.Region only) 

Hand delivery of statements in UAE 
Region in the prescribed manner 
Post delivery (Airfreight) for other 
Regions to the Regional Office/ 

31.12.1980 

31.12.1980 

N/A 

N/A 

31.12.1980 

2. 1 .1981 

31.12.1980 

31.12.1980 

N/A 

Central Office 1. 1.1981 2. 1. 1981 2. 1.1981 
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International 
Division - C.S .O.

130 x 1 

A large number of complaints are being received fram our correspondents 
complaining that proper reimbursement against drafts drawn on them are not 
provided to them. At times, correspondents are asked to claim reimbursements 
on payment of drafts which is a source of inconvenience and delay, parti-
cularly when the amounts involved are small, while it is not the normal 
banking procedure to make such requests. Another source of annoyance is 
non-receipt of advices indicating the method in which the drawee bank is 
expected to receive reimbursement against such draft. 

Our investigations revealed that one reason for frequent complaints was the 
improper format of draft advices, while the other was the negligence of 
branches. It has, therefore, been decided to introduce a new format of 
draft and advices for drawings on Banks/Branches with wham no account is 
maintained. The following procedure should be strictly followed with 
immediate effect. 

A. Drawings of Drafts on Banks/Branches with whom Account/s Maintained 

i) The existing format of draft will be used for the above type of 
drawings, except where specially printed cheque forms are provided 
eg by Bankamerica International, New York. 

ii) No advices of drafts would be sent to the drawee bank. The second 
and third copies in the set should therefore be treated as can-
celled and not despatched to the drawee bank. The drawee bank will 
pay the draft on presentation if otherwise in order and debit your 
Branch account maintained with them. We have authorised the banks/ 
branches accordingly and have amended the agency arrangements. 

iii) In view of doing away with the system of sending draft advices 
against direct drawings, the second copy meant for drawee bank and 
the third copy for the reimbursing bank are now not needed. 

In order, therefore, to ensure that the above procedure is followed, 
please spare a few minutes and remove all the second and third 
copies from draft pads in stock, so that chances of any oversight 
are avoided. 

iv) While typing the name and address of the drawee bank on the draft, 
please ensure that the number of your account maintained with them 
is also typed. Only the account number should be typed without pre-
fixing the wordings 'A/C No' as indicated hereunder:-

American Express International Banking Colporation 
Post Office Box 740 
New York, 
NY 10008 
U.S.A. 
1234567 

lyping the number will faciliate the drawee bank in debiting the 
correct account of the branch concerned and Chances of mispostings 
will be minimised. 
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International 
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B. Drawing of Drafts an Banks (Other than Bank of America)/Branches with 
whom Account/s not maintained 

i) The existing stock of drafts, as explained above, will not be used 
for drawing on a Bank/Branch with wham you are not maintaining an 
account. For instance, if a draft is issued in U.S. Dollars on a 
correspondent in Singapore and reimbursement is to be provided in 
their account with Chase Manhattan Bank, New York, the new format 
will be used. 

ii) A specimen of the new draft duly aampleted is enclosed. It consists 
of four copies as in the previous format, the difference is that 
copies meant for drawee bank and more particularly for the bank 
which will debit your account and pay to the drawee bank's bankers 
are more properly made out. 

a) The original is the draft itself. 

b) Second copy is meant for the drawee bank, informing them the 
name of the bank with wham their account is being credited. 

c) The third copy is for your bankers, i.e. the bank/branch with 
wham you maintain an account and authorise than to debit the 
account and pay to the drawee bank's banker. 

d) Fourth copy is the office copy. 

iii) There could also be instances where you have to draw a draft in 
a currency in which you are not maintaining any account, Suppose a 
branch is called upon to issue a draft in Swiss Francs, while the 
branch does not maintain an account in the said currency. In such 
and similar cases, you will as usual draw the draft on the corres-
pondent concerned but on the second copy the column reading ' we 
have authorised our London Branch to remit the amount of draft to 
you' will be ticked. 

The third copy will be acidressed to B(CI, Leadenhall Street Branch, 
Bills Department, London with the second instructions reading ' Bank 
marked A' (Drawee Bank) being the cover of the draft drawn by us' 
will be ticked. Leadenhall Street Branch on receipt of this Pay-
ment Authority will arrange for the actual face value of the draft and 
remit to the drawee bank. The equivalent in U.S. Dollar or Pound 
Sterling will be debited to the account number of the branch as 
indicated by them on the third copy. 

C. Drawing of Drafts on Branches of Bank of America other than New York 

i) For drawing drafts on Bank of America branches, (e.g. Singapore, etc) 
other than their branches at New York, the existing format will be 
used. 

ii) No advices of drafts would be sent to the drawee branch. The second and 
third copies in the set will be destroyed, as explained Above. 
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Drawing of Foreign Currency Drafts 

on Banks/Branches - Dtaober 29 1980 

Intrcduction of New Format 
QUERIES TO 

International 
Division - C.S.O. 

iii) Drawee branches of Bank of America will claim the reimbursement 
,against the drafts drawn en them directly fram the account of the 

concerned main brandh maintained with Bankamerica Iaternational, 

New York. 

Branches should therefore incorporate the following reimbursement 
clause on the original draft immediately after the address of the 
drawee branch of Bank of America: 

"For reimbursement please debit Account NO   of  
Branch with your New York office." 

A list of branches which maintain account with Bankamerica International 
New York, their account numbers and names of the branches which can 
draw on these account is enclosed for ready reference. 

iv) Immediate cover should however be provided to the main branch whose 
Account Number has been indicated on the draft. 

No reimbursement authority needs to be sent separately to Bankamerica Inter-
national, New York. 

D. List of Bankers of our Correspondents/Branches 

For the convenience of the branches and for ease of ready reference, we have 
prepared a consolidated alphahPtical list containing the names and address 
of the banks with whom our correspondents/branches are maintaining their 
accounts. This list is presently under print and will be sent to you shortly. 
At the time of issuing a draft, in the meantime, necessary reference should 
therefore be made to the Agency Arrangement Manuals. 

Procedure laid down in paragraphs A and C above should be put into effect 
immediately. Procedure given in B will be followed as soon as the stock of 
demand drafts in the new format has been received by your branch. 

If you need any clarification, please, write to International Division, 
100 Leadenhall Street, London EC3A 3AD 

AKHTAR ANIS AMEER H. SIDDIKI 
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Attention of the branches is drawn to the documentary credit transactions 
in which the applicants instruct the branches to recover all bank charges 
fram the beneficiaries. It has been observed that, while advising the 
Documentary Credit to the beneficiaries, same branches translate such 
instructions to read "All bank charges, including reimbursement charges 
(or reimbursing bank charges), are on account of the beneficiaries". This 
is not correct. 

While negotiating documents presented under the documentary credits, it is 
not practicable for the negotiating bank to also recover, besides their own 
charges, the amount of reimbursing bank charges fram the beneficiary. Such 
charges are therefore debited by the reimbursing bank to our account in 
addition to the amount of negotiation. 

In cases, therefore, where the applicants instruct to recover all bank charges 
from the beneficiaries, branches Should impress upon the applicants that 
these instructions cover only the charges levied by the advising and the 
negotiating banks. Reimbursing bank charges will have to be borne by the 
applicants themselves. In the Documentary Credits advised by the branches 
instructions such as the one quoted above or similar other instructions, such 
as "reimbursing bank charges are an account of the beneficiaries", should 
NOT be included. 

As a guide to branches and for their information only, we give below the 
details of reimbursement charges levied by HCCI London and a few of our 
correspondent banks in U.S.A.: 

1. Leadenhall Street Branch, London 

Reimbursement Charges 

$10 
2. Bank of America Recording fee $5 - each payment $10 
3. Bank of New York first payment free, 

$15 each 
Recording fee $25 - 
subsequent payment 

4. Security Pacific Bank Recording fee $5 - each payment $6 
5. American Express $10 

Reimbursement charges for other countries and Banks are available in the 
schedule of charges available in your files. Branches should consider to 
recover these charges either at the time of opening of the LCs or while 
lodging the documents. The amounts so recovered should be credited to 
"Miscellaneous Account - Foreign Correspondents' Charges Recovered". On 
receipt of an advice towards the debit raised by reimbursing bank for the 
charges, it must be ensured that the amount has been previously recovered 
from the applicant and credited to the above account. It is only after 
matching the amount debit entry raised by the reimbursing bank should be 
responded. "Miscellaneous Account - Foreign Correspondents' Charges 
Recovered" should not show debit balance at any time. 

These instructions are to be followed with immediate effect. In case any 
clarification is needed, please write to International Division, 2nd floor, 
100 Leadenhall Street, London EC3A 3RD. 

AKETIAR ANTS AMEER H. SIDDIKI 
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DIVISION 

Insurance cover under 'Bankers Blanket Policy' is invariably taken on 
commencement of the branch business to provide for any losses arising out of 
contingencies. 

Branches should, however, carefully note that claims for losses under the 
policy are not automatically met. The insurers will refuse claims and 
avoid their liability under the policy if any of the warranties are not 
fully complied with. Essential conditions surrounding the Bankers Blanket 
Policy are reproduced below and Branches are advised to study them 
carefully. They should meticulously comply with these conditions in order 
to strengthen the protection under the above Policy:-

a) Rule Book, or Books, or written instructions covering all aspects of the 
Assured's business shall be maintained and operated which clearly 
defines the duties of each Employee each of whom must have had their 
attention drawn to the same and to their duty of compliance therewith. 

b) The duties of each Employee are arranged so that no one Employee is 
permitted to control any transaction from commencement to completion. 

c) Joint Custody shall be established and maintained for the safeguard of:-

i) Property while in safes or vaults. 

ii) All keys to safes and vaults. 

iii) Code, Cyphers and test keys. 

'Joint Custody' means the handling of the above in the presence of, and 
under the observation of, at least one other person, said person being 
equally accountable for the physical protection and safeguarding of the 
various items or records involved. Locks and combinations on vaults and 
safes must be so arranged that no one person can open them alone. 

d) Dual Control shall be maintained for the handling of:-

i) All types of securities, negotiable and non-negotiable 
instruments and unissued and blank forms of said items. 

ii) The reserve supply of official cheques, drafts and 
unissued travellers cheques. 

iii) Codes, cyphers and test keys. 

'Dual Control' means the work of one person in processing transactions 
being verified by a second person and both sharing the accountability. 

e) Each Employee shall be required to take an uninterrupted holiday of at 
least two weeks in each calendar year during which the Employee shall 
perform no duties and shall stay away from the Assured's premises. 

f) In addition to the normal audit of the books and accounts of the business 
by the Assured's independent outside Auditors, the Assured shall conduct 
a thorough internal audit, examination and review of internal controls at 
least once in each calendar year at all premises, including Assured's 
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DATE 
July 25, 1980 

QUERIES TO 

SYSTEMS & OPERATION5, 
DIVISION 

MEV 

computer centres and facilities, at which the business is carried on 
and shall retain the records and working papers of such audit. 

Ameer H. Siddiki 

L 
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NUMBER 

NUMBERS FOR LEirER5OF CREDIT TO 

BE ISSUED BY: 

1. IDYL BRANC11 
2. PANAMA BRANCH 

DATE 
July 18, 1980 

V 

QUERIES TO 

Systems & Operations 
Division 

Please refer to Instruction Circular No. 027 introducing new 
procedures for numbering Letters of Credit issued by branches. 

The following branches have been allotted the block of numbers 
shown against their names for Letters of Credit to be issued by 
them. 

Bank of Credit & Commerce International (Overseas) Limited 

Lame Branch, TOgo 

Panama Branch, Panama 

A. HAFEEZ 

122001 - 125000 

125001 - 130000 

AMEER H. SIDDIKI 
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HALF-YEARLY CLOSING OF 

ACCOUNTS 
ON JUNE 30, 1980 

DATE 
June 1 , 80 

QUERIES TO 

CENTRAL ACCOUNTS 
DIVISION 

The half-yearly closing of accounts of the BCCI Group wi l l take place 
on June 30, 1980. Branch Managers should properly assign the work 

to members of staff, and should ensure that they understand the 

detai ls of the work assigned to them. Al l statements required to 

be submitted must be correctly prepared. Branches in the Middle 

East and U.K. should send their returns, in dupl icate, to their 

respective Regional Office in Abu Dhabi and U.K. Branches in al l 

other regions should send them, in dupl icate, to Central Office, 

London. 

NOTE: Conversion to U.S. Dol lars - Rate of Exchange 

The rate of exchange for converting local currency figures (of al l 

relevant statements) to U.S. Dol lars wi l l be the closing middle rate 

of buying/sel l ing local currency into U.S. Dol lars on June 30, 1980 

or the last working day of the month as obtained from the Central 

Bank or other local Regulatory authority. Branches in the U.K. and 

the U.A.E. are requested to submit their Statement of Affairs and 

Statements of Income and Expenditure in local currency only. 
Arrangements have been made at respective Regional Offices to work 

out the U.S. Dol lar equivalent as at June 30, 1980 on a consol idated 

basis. 

The other detai ls are as under: 

PART 'A' - EXPENDITURE HEADS 

1) Interest/Service Charges on Current Accounts 

Interest is not paid on Current Accounts in terms of inter-Bank 

Agreement. However, a minimum service charge may be charged on 

smal l and un-remunerative current accounts at the discretion of 

the Manager. Service charges rates for the branches wi l l be 

separately notified by the Regional Offices. 

2) Interest on Savings Accounts 

Interest on Savings Accounts wi l l be appl ied as usual. Al l 

Savings Account Ledgers should be balanced before appl ication of 

interest and should again be balanced after interest has been 

appl ied. Whi le calculating interest the balance outstanding or 

the date of interest appl ication should be treated as outstanding 

during the remaining preiod of June 1980, and no adjustment 

should be made for any variatior of the balance during the 

remaining days of June 1980. 

Cont 'd 
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June 1, 1980 
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Interest on Cal l Deposit/Term Deposits 

Interest on the above deposits should be calculated at the agreed 
rates upto June 30, 1980 and booked as under: 

DEBIT: Profit & Loss A/c (Expenditure) 

Interest Payable on  

CREDIT: Sundry Creditors - Interest 

Payable on Deposit 

Deposit 

NOTE: (Under the current Accrual Accounting System, the 
monthly l iabi l ity for interest on the above accounts is already 
being booked each month as above. As such only the interest 
for the month of June 1980 wi l l be required to be booked) 

4) Interest on Deposits from Banks 

5) 

6) 

Interest should be calculated unti l June 30, 1980 from dates 
of deposit and provision already made upto May, 1980 
deducted therefrom. Entries should be passed for interest 
amount as under: 

DEBIT: Profit & Loss A/c (Expenditure) - 

Interest paid on Deposits from Banks. 

CREDIT: Sundry Creditors - Expenditure Payable 

Interest on Deposits from Banks. 

NOTE: (Under the current Accrual Accounting System, the monthly 
l iabi l ity for interest on the above accounts is already being 
booked each month as above. As such only the interest for the 
month of June 1980 wi l l be required to be booked) 

Interest on Borrowings from Banks 

Interest on such borrowings, if any, must be provided at the 
agreed rate from the date of borrowing or the date of last 
credit given upto June 30, 1980 (The note on Accrual 
Accounting in para 3 also appl ies to this para). 

Interest on Inter-Branch/Inter-Affi l iates Accounts 

Interest on Inter-Branch/Inter-Affi l iate Accounts should be 
appl ied at the notified rate. The balance as on the date of 
appl ication of interest shal l be treated as the balance 
maintained for the rest of June and no adjustment should 
be made. The Interest Advice should be originated by the 

Cont d/...
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QUERIES TO 

CENTRAL ACCOUNTS 
DIVISION 

Account Holding Branch/Affi l iate which should convey the 

interest figure by telegram/telex to the Account Maintaining 

Branch/Affi l iate. The Account Maintaining Branch/Affiliate 

should respond the interest amount in their books immediately 

on receiving telegram/telex from Account Holding Branch/Affil iate. 

Adjustment for the difference, if any, should be made 
after receipt of interest advice, in consultation with the 

Account Holding Branch/Affi l iate. 

7) Salary & Al lowance to Staff Members 

Salary and Al lowances to staff members for the month of 

June 1980 should be disbursed as given out in the calendar 

attached. 

8) Depreciation of Furniture and Equipment Account 
& Capital ised Expenditure 

Provision for depreciation on furniture and equipment should be 

circulated at the rates mentioned below: 

UAE Region Other ReL.ions 

(a) Furniture & Fixture 10% p.a. 10% p.a. 

(b) Carpets 25% p.a. 25% p.a. 

(c) Vehicles 20% p.a. 25% p.a. 

(d) Machines & Equipment 209 p.a. 20% p.a. 

(e) Capital ised Expenditure 25% p.a. as per note 
below 

NOTE: 1) Leasehold properties spread over period of lease 
with a minimum of 2P, 

2) For Freehold properties, provide 25% on capitalised 

expenditure incurred, such as renovation etc. 
However, Branches in U.K. Region wi ll provide at 12i% 
No depreciation should be provided on the cost of 
acquisition of such properties. 

Under the Accrual Accounting System, provision for depreciation 

should have been charged upto May 31, 1980. The additional 

depreciation should now be calculated for the remaining period 

upto June 30, 1980 in accordance with the earl ier instructions. 

Please provide for the Depreciation on Furniture and Equipment 

Account and Capital ised Expenditure, upto June 1980 but do NOT 

set off the amount of depreciat4on against the corresponding book 

value of the concerned assets. Total provision from January 1, 

1980 to June 30, 1980 wi l l be reflected in the Sundry Creditors 

Expenditure Payable Account Provision for Depreciation 
on 
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Branches An the U.K. Region should fol low instrcutions laid 

down in the U.K. Regional Circular No. 77/65 dated 

14th December, 1977, for booking the depreciation calculated 

on various fixed assets. Branches in the U.K. Region should 
complete the new Fixed Assets Statements prepared for 
U.K. Region Branchesand enclosed with this circular. 

According to the current system, provision for 
Depreciation on al l the above items should already 
have been made upto May 31, 1980 by debiting Profit 
& Loss A/c (Expenditure) Depreciation on  
and crediting Sundry Creditors Expenditure payable 
A/c provision for Depreciation on 

Entries for June Provision 

DEBIT: Profit & Loss A/c (Expenditure) 
Depreciation 

CREDIT: Sundry Creditors - Expenditure Payable A/c 
Provision for Depreciation on  

(i) The opening balances of al l items of Furniture 
& Equipment on 1.1.1980 must agree with the Closing 
balances as on 31.12. 1979. 

(i i) The entries for depreciation should be passed 
in the books on the date shown in the calendar 
although depreciation wi l l be calculated upto June 30,1980. 

(i i i) Depreciation should be calculated in such a 
manner that the written down value of items is rounded 
off to the nearest unit of Local Currency e.g. Dirham, 
Pound Sterl ing, U.S. Dol lar, etc. 

(iv) The amount of depreciation on items (a) to 
(d) should be calculated on prorata basis according to 
the period for which the relative item has been in use/ 
purchased. 

U.K Branches should provide depreciation on 
assets and on capital ised expenditure at the rates shown 
above on the balance outstanding in the respective account 
as at June 30, 1980. 

9) Stationery Consumed 

Stationery consumed upto the date of passing the entries should 

be debited to Profit and Loss - Expenditure A/c Stationery, and 
credited to Other Assets - Stock of Stationery Account. 

Cont 'd/.... 
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The Stock of Stationery Account should be properly balanced 

after passing the entries for the stationery consumed during 

the period and the stock on hand should be verified, by 
proper stock taking. 

INCOME HEADS 

10) Interest on Loans and Advances 

Interest on al l categories of Loans/Advances chargeable 
at monthly rest must be calculated upto June 30, 1980 
and charged to respective party's account and credited to 
respective income account. For all interest chargeable other 
than on monthly rest (by regulatory or special arrangement) 
the accrued income should be computed and booked as under: 

Debit: Other Assets Suspense A/C - Income Receivable - 
Code 20655 Interest on Loan 

Credit: Income A/C. Interest Receivable on 

1 1) Interest on Placements/Deposits with Banks 

Interest on al l such accounts must be properly computed at 
agreed rates, upto June 30, 1980. If the deposits are on 
Demand in interest bearing current Account, the respective 
Account wi ll be debited directly. If the deposits are on 
Term Deposits, the computed interest should be debited to 
Other Assets A/C. Income Receivable - Interest on Deposits 
with banks and credited to Income A/C - Interest on Deposit 
with bank. 

12) Interest receivable on Borrowings by other Banks 

Interest receivable on such borrowing by other banks should 
be computed upto June 30, 1980, and provided for as under: 

Debit: Other Assets (Interest Receivable) Interest on 
Borrowings by other Banks. 

Credit: Income A/C - Interest on Borrowings by other Banks. 

13) Interest on Inter-Branch/Inter- Affi l iate (Receivable) Account 

Account maintaining Branch/Affil iate wi l l receive 
Telex/Telegram (or telephone) intimation of the interest due 
to them on their credit balances. They would provide for 
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this amount in the account "Interest Received on Inter-Branch/ 
Inter-Affil iate A/C" for the purpose of this Closing. 
(Subsequently, a credit advice should be received from the 
Branch/Affi l iate holding the account to confirm the above 
credit amount). 

14) Accrued Income / Accrued Expenditure 

The accounting and booking-in of all provision made for 
accrued income and expenditure are clearly laid down on our 

"Introduction of Accrual Accounting" System Circular No. 016 
dated 20. 1 1.74 - al l aspects of which should be carefully 

implemented. 

Al l half-yearly accruals wil l be posted to the 
heads "Other Assets Income Receivable" Code 20655 and 
"Sundry Creditors (General) Expenditure Payable" 
Code 1051 1 and wil l remain in these accounts during the 
subsequent half-year for adjustment as and when Income are 
actual ly received or Expenditure actually paid/become 
due for payment. No Accounts either on the General Ledger 
or the Income/Expenditure subsidiary ledger will therefore 
have a MINUS opening balance (i.e. Debit Balance on 
Liabi l ity Head/Income Head or Credit balance on Asset 
Head/Expenditure Head). 

NOTE: Separate Statements have been included in the 
Closing stationery set in which sub-headwise details 
of "Income Receivable" and "Expenditure Payable" 
are to be properly fil led-in and the totals of 

these should agree with the figures given in Code 
20655 and Code 1451 1 respectively, appearing at the 
overleaf of the Statement of Affairs. These 
Statements should not be prepared by those 
Branches whose computer print-out provides this 
information. 

15) Prepaid Expenses/Income Received in Advance 

The accounting for prepaid Expenses/Income Received in 

Advance has been clearly laid down inthe system 
Circular No. 016 dated 20.11.1974 "Introduction of 
Accrual Accounting". (Points mentioned in paragraph 13 
regarding Adjusting A/C Credit & Debit wi ll be appl icable 
to Prepaid Expenses/Income Received in advance). 

16) Statement of Income & Expenditure 

A consol idated Statement of Income and Expenditure on 
Form ACT-F-31 and ACT-F-31A should be prepared to arrive at 
the Profit or Loss position of your branch as on 
June 30, 1980 including adjustment for al l accrued 
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and prepaid income and expenditure. 

The net profit or loss position of the branch, after making 
proper provision as mentioned above, should be conveyed by 
telegram or telex to reach the respective Regional Office at 
Abu Dhabi, London, Paris, Cairo and Central Accounts Division, 
London latest by July 1, 1980. 

PART 'B' - STATEMENT OF AFFAIRS (ASSETS SIDE) 

1) Excess Cash Amount 

Entries pertaining to excess in cash outstanding upto 
March 31, 1980 should be adjusted by crediting the amount 
to Profit & Loss - Income - Miscel laneous Earnings. 

2) Due from Banks/Affi l iates/Branches/NBFI 

Under the new coding system, the fol lowing classification has been 
carried out: 

(a) Due from Banks 
(b) Due from Affi l iates 
(c) Due from Branches 
(d) Due from N.B.F. I. 

Each of the above classifications are then sub-classified under 
three categories - Demand, Short-Term upto 30 days, 
and Term over 30 days. The subsidiary Ledger, should be 
balanced Bank/Affil iates/Branch/N.B.F. I. wise and a separate 
statement should be submitted with the returns. As the 
Luxembourg Banking Commission requires information regarding 
the location of the "Due From" fund, Branches are 
instructed to mention in their statement of "Due from 
Banks/Affil iates etc" the location of the Branch (of the 
concerned Bank/Affi l iate) from which the fund is due. 

3) P.A.D. 

The current procedure provides for monthly accrual and 
charging of interest on PAD. The PAD accounts must accordingly 
reflect the above position. 

4) Temporary Overdrafts 

Efforts should be made to have al l Temporary Overdrafts and 
Excess over Limit al lowed to various customers adjusted as 
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soon as possible so that such temporary facil ities may not 
remain outstanding at the time of half-yearly closing. 

Revaluation of Foreign Currency Holdings 

Foreign currency balances on demand accounts held with 
various banks and correspondents as well as foreign currency 
notes in hand should be revalued at the current rul ing rate 
on June 30, 1980. The resulting profit or loss, if any, 
on such holdings should be booked to the credit or 
debit of Profit/Loss on Exchange Trading. 

Profit or loss, on forward purchase or sale contracts 
for foreign currencies, outstanding on June 30,1980 
should be computed and booked in as laid down in the 
Circular for Accounting/Recording of Foreign Exchange 
Transactions bearing No. 015 dated 20.11.7b. 

6) Investments 

(i) Banks investments in Long Term Securities 
purchased/retained for the purpose of maintaining 
an Investment Portfol io in support of liquidity 
should be carried at cost and not revalued. 

(i i) Bank's investments in other securities should be 
reviewed and depreciation, if any, in such investments 
should be accounted for by making suitable provision 
as laid down in the Accrual Accounting Circular 
No. 016 dated 20. 1 1.1974. Appreciation, if any, 
in investment may be taken into account only after 
obtaining prior approval from the Regional office. 

7) Other Assets (Stock of Stationery/Stamps/Adv. Dep) 

The half-yearly closing stationery contains separate statements 
wherein detai ls of the above accounts have to be fil led in 
and fully reconci led with the corresponding heads in the 
Statement of Affairs. 

8) Other Assets - Advance Rent 

A separate format for advance Rent has been designed which 
should be clearly fi l led in. 

9) Suspence Account 

Endeavour should be made to have al l the entries in Suspence 
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Account cljusted before the half-yearly Closing of Accounts 

Special attention should be paid to adjust al l the entries 

outstanding in Sundry Debtors Accounts and Other Suspense 

Accounts. You should also ensure that entries pertaining 

to expenses incurred for opening of branches have either 

been debited to capital ised expenditure and is being 

regularly written off as per rate fixed or debited directly 

to Expenditure A/C. 

10) Other Assets - Income Receivable 

This should be ful ly reconci led with the subsidiary head 

contained therein. 

I I) Capital ised Expenditure 

Detai ls must be provided inthe relative statements. 

12) Furniture/Fixtures 

The relative statements should be correctly fi l led in after 

applying current rates of depreciation. The opening balance 

must agree with the closing balance of December 31, 1979 

(Form ACT-F-35A and ACT-F-37). 

13) Contra Accounts/Assets/Liabi l ities 

Al l heads under this series on Assets side must ful ly agree 

with the corresponding contra heads on the l iabi l ities side. 

LIABILITY SIDE 

1) Due to Banks/Affil iates/Branches/N.B.F. I. 

Please note contents of paragraph 2 of Part B. As we are 

required to completely knock-off the Inter-Branch/Inter-

Affi l iate holdings of deposits, great care should be taken to 

ful ly reconci le your branch's position as on June 30, 1980 

with al l other branches/Affi l iates with whom accounts 

are maintained. 

2) Confirmation of Balances from Customers 

Letters requesting confirmation of balances to customers 

maintaining credit balances (Form No. DEP-F-4) a Debit 

balances (Form No. ADV-F-5) should be mai led to the 
customers alongwith statements of their accounts and 
confirmation letters received from them duly signed should 

be fi led in the respective confirmation fi le, after verifying 
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the signature for customers thereon. Letters requesting 
confirmation of balances are not required to be sent to 
customers maintaining fixed/term deposits where special 
receipts are issued and where cheque books are not issued 
for withdrawal of funds on maturity. 

NOTE: Branches with Computer Terminals 

Branches with computer terminals need not prepare 
separate Statements of Affairs and Statements of 
Income and Expenditure enclosed with the circular 

and in l ieu submit the computer output provided 
these cover al l heads of General Ledger and Income/ 
Expenditure Ledger including the new heads. 

PART 'C' - CLOSING STATIONERY 

1) Half-Yearly Closing Statements 

Three sets of forms required for preparing Half-Yearly Closing 

Statements are being sent to al l the branches. The 
Managers are advised to obtain additional quantity of forms, 
if required, well in advance so that submission of 
statements to Regional Office/Central Office/Head Office 
is not held up due to non-availabi l ity of relative forms. 

2) Method of Submission of Returns to Regional Office 
& Head Office 

The branches in M/E and UK Region will submit two copies 
of the statements to the respective Regional Offices, 
separately packed in two specially printed envelopes marked 
to Regional Office and Head Office. Branches in other 
Regions wi l l submit their statements in a simi lar way to 
Central Accounts Division, London in special ly printed 
envelopes suppl ied to them. After scrutiny Regional Offices 
at Abu Dhabi and London wi l l forward Head Office set of 
statements to the Central Accounts Division who wi l l arrange 
their onward despatch to respective H.O.s in Luxeftlbourg and 

Grand Cayman. It may please be noted that the Statements 
detailed in this Circular are in addition to dai ly, weekly, 
fortnightly, monthly and quarterly statements prescribed 

earl ier. It is necessary that all the statements are correctly 

prepared and mai led as soon as possible for the Half-Yearly 

closing but not later than the dates mentioned in the 
attached closing calendar. 
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3) Telex/Telegraphic Submission of Basic Data 

The following figures of your branch, as on June 30, 1980 
(after closing of Accounts) should be communicated by 
Telegram/Telex/Telephone to the Accounts Control Department 
of the respective Regional Offices and the Central Accounts 
Divsion, London as soon as possible after the closing but 
not later than July 1, 1980. 

(a) Deposits from customers 
(b) Deposits from banks 
(c) Borrowings from banks 
(d) Borrowings from Central Bank 
(e) Deposits with Banks (Our Placements) 
(f) Borrowings by banks 
(g) Sundry creditors 
(h) Other Assets 
(i) Total Advances 

Total Letters of Guarantee outstanding 
(k) (i) Letters of Credit outstanding 

(i i) Acceptances Outstanding 
(I) Total Outstanding - forward Sale Contracts of Foreign Currency 

(m) Total Outstanding - forward Purchase Contracts of Foreign 
Currency 

(n) Total number of Current Accounts 
(o) Total number of Savings Bank Accounts 
(p) Profit/Loss position 
(q) (i) No. of Loan Accounts 

(ii) No. of O.D. Accounts 
No. of Officers 6 Staff (separately) 

Month end figures under 17 columns should be reported to the 
special Cel l, Regional Office as usual. 

NOTE: The fol lowing are attached with the circulars for use 
of the branches and subsidiaries: 

(1) 

(2) 

A HAFEEZ 

List of statements to be submitted 
as on June 30, 1980 

The closing calendar in Annexure "B" 
for different regions. 

SI URRAHMAN 
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ANNEXURE 'A' 

LIST OF STATEMENTS TO BE SUBMITTED ON JUNE 30 1980 

1 Statement of Affairs 
(After Closing) (Form No. ACT-F-21 & 21A) 

2. Term Deposits and Short Term Deposits 

overdue and other term Deposits 

(separate statements for different 
heads of account) (Form No. ACT-F-7) 

3. Outstandings in Sundry Creditors (Form No. 94) 

(Please mention date of entry 
particulars and amount for each 
outstanding entry) 

4 Statement of Income & Expenditure (Form No. ACT-F-31/31A) 

(To be prepared after making al l 

provisions and before merging Income 
and Expenditure Accounts to find out 
net profit or Loss Position) 

5. Loan against foreign bi l ls (Form No. 155) 

6. Packing Credits (Form No. 155) 

7. Payment against Documents (Form 155) 

8. Loan against Trust Receipt (Form 155) 

9. Loan against Imported Merchandise (Form No. EXCH-F-10) 

10. Cash Cre-it Against Goods (Form No. 155) 

1 1. Foreign Bi l ls Purchased (Form No. 105) 

12. Local Bi l ls Discounted (Form No. 105) 

13. Local Bi l ls Purchased (Form No. 105) 

14. Temporary Overdrafts (Form No. ACT-F-13) 

15. Overdrafts (Clean) (Form No. 155) 

16. Overdrafts (Secured) 

17. Loan (Clean) (Form No. 155) 
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18. Secured Loans 

19. Loans/Advances to Staff 

20. Investments in Stocks and 

(Form No. 155) 

(Form No. 100) 

Securities (Form No. ACT-F-03) 

21. Interest/Income Accrued on Investments (Form No. ACT-F-09) 

22. Stock of Stationery (Form No. ACT-F-10) 

23. Stamps on Hand (Form No. ACT-F-1 1) 

24. Advance Rent (Form No. 101) 

25. Separate Statements for outstanding 
in subsidiary accounts of OTHER ASSETS 
20600 mentioning date of outstanding 
ful l particulars of al l outstanding 
items and the amount 

26. Capital ised Expenditure 

27. Furniture and Equipment (This statement 
should be prepared in a manner to 
clearly reflect items (alongwith cost 
thereof) provided at the residence of 

various staff members and the office 
premises separately. 

(Form No. 94:,

(Form No. 102) 

(Form No. ACT-F-35A &37) 

28. Statement of Letters of Guarantee issued 
and outstanding as on 30.6.1980. In this 
statement please report al l outstanding 

Letters of Guarantee individual ly and 
mention nature of commitment such as 
"Earnest Deposit for Tender" "Purchaser 

of Goods on Credit" etc (as case may be) 
in the last column. (Form No. 104) 

29. Letter of Credit Outstanding 

30. Acceptance Oustanding 

31. Reconci l iation Statement of al l 
accounts maintained with branches and 
correspondents alongwith Certificates 
of balances from relative banks. 
Wherever certificates of balances are 
not readi ly avai lable submission of this 
statement may not be held up. The 
certificate of balance may be submitted 
subsequently to Regional Office, as 
soon as avai lable. 

(Form No. 85) 

(Form No. 155) 

(Form No. EXCH-F-22) 
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32. Forward Purchase/SaleContracts for (Form No. 92) 
foreign currencies (Proforma enclosed) 

33. Ni l Statements (Whenever nothing 
is to be reported under a particular 
head of account) (Form No. ACT-F-01) 

34. Any other statement necessary for 
Regional (regulatory) requirement 

35. Detai ls of Income Recievable (Proforma enclosed) 

36. Detai ls of Expenditure/ Interest Payable (Proforma enclosed) 

37. Statement of Due from (Form No. 10) 

38. Statement of Due to (Form No. 10) 
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ANNEXURE 'B' 

UK/CONTINENT/MIDDLE EAST BRANCHES 

HALF-YEARLY 1980 - CLOSING CALENDAR 

U.K. Region Other Regions M/E Region 

Apply Service Charges Current Accounts I2.6.80 

Provide Depreciation on Furniture & 

26.6.80 26.6.80 

Equipment & Capital ised Expenditure etc 17.6.80 10.6.80 10.6.80 

a) Payment of Salaries to Staff Members 17.6.80 
b) Balancing of Savings/7 days Deposit 

23.6.8( 23.6.80 

Account Ledgers 17.6.80 

a) Appl ication of Interest on Savings/ 
7 days Deposits 24.6.80 

b) Balancing of Savings/7 days Deposits 
after appl ication of interest 24.6.80 

23.6,80 

24.6.80 

24.6.8o 

23.6.80 

24.6.80 

24.6.8c 
Interest on - i) Cal l Deposits 24.6.80 24.6.80 24.6.80 

i i) Fixed/Term Deposits 24.6.80 24.6.8o 2 .6.80 

Excess cash prior to March 1980 to be 
transferred to Income Account. 

Provisions to be made for : 

i) Accrued Income 
i i) Accrued Expenditure 

i i i) Prepaid Expenses 
iv) Income Received in Advance 28.6.80 24.6.80 24.6.8o 

Interest on : 

0 Deposits from Banks 
i i) Borrowings from Banks 

i i i) Loans and Advances 
iv) Deposits with Banks 
v) Borrowings by other banks 
vi) Main Office Account (UAE only) 26.6.80 26.6.80 26.6.8C 

Interest on Loans/Overdrafts 26.6.80 24.6.80 24.6.8c 

Entries to be passed for Stationery 
consumed 26.6.80 

a) Telex/Telephone advice about figures 
of deposits/advances/other statistics 
and results etc. to Regional Office/ 

24.6.8o 24.6.8c 

Central Office 1.7.80 N/A 30.6.80 
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b) Revaluation of foreign currency a/c 
balance 

Hand del ivery of statements in U.K. 
Region in the prescribed manner 
Post del ivery (Airfreight) for other 
Regions to the Regional Office/ 
Central Office (UAE branches wi l l 
be advised seperately by Regional 

26.6.80 30.6.80 30.6.8C 

Office, Abu Dhabi) 1.7.80 2.7.80 2.7.3C 
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Term Deposits are deposits placed with the Bank for fixed periods at 
fixed rates of interest, and therefore the depositors are not entitled 
to demand repayment before maturity in the ordinary course. However, 
branches occasionally do receive requests from depositors for repayment 
before maturity. 

Such repayment is entirely at the Bank's discretion and according to the 
practice of various leading banks, requests for such repayments are just 
not entertained. This should be made clear to the depositors concerned. 
Each request should be considered on its merits. 

In any event, repayments before maturity will only be made on terns 
decided by the Bank in each case. The terms should have an element of 
'penalty' to be borne by the depositor for not adhering to his part of 
the term de!-)osit agreement. The penalty differential should at least 
be 2%. 

The nenalty should be calculated and imposed as under: 

a) Calculate interest on the deposit for the full period at the originally 
fixed rate, as if the deposits have matured. Add this interest to the 
principal amount of deposit. 

b) Wbrk out the unexnired neriod of denosits. Find out the rate of 
inte:est prevailing at the time of encashment, for unexpired period of 
deposits. Add 2% penalty to this rate and then calculate interest at the 
resultant rate for the unexpired neriod. 

c) Deduct b) from a) to arrive at the net amount payable to the depositor. 

Example 

1 year deposit of US$ 100,000 from 15.11.1979 to 15.11.1980@ 131/2% and 
repayment requested on 10.4.1980 (i.e. the deposits remained with the bank 
for about 43/4 months, the unexpired period being About 7!.i months). The 
interest rates ruling on 10.4.1980 for 7 and 8 months for similar deposits 
were as follows:-

7 months 
8 months 

Inter-Bank Rate 

17.?i% p.a. 
171/2% n.a. 

Cur Deposit Rate 

171/2% p.a. 
17;i% p.a. 

Take the higher of these two rates and adding the penalty differential of 
2%, the penalty charge will be calculated at 191/2% p.a. 

The net ar unt payable to the depositor will be arrived at as follcws:-

Amount of deposit US$ loo,noo.no 

Add: Interest on US$ 100,000 at 131/2% p.a. 
for 12 months fram 15.11.1979 to 
15.11.1980* US$ 13,500.00 

113,5C0.00 
Less:Penalty charge on USS lon,poom 191/2% p.a 

from 10.4.19PC to 15.11.1980* USA 11,862.50 

Net amount payable US$ 101,637.50 

* Date of repayment to be excluded. 
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The net amount could be less than the principal amount if the unexpired 
period is relatively large and if the current interest rates are very 
much higher than those ruling at the time of the deposit. 

Branch Managers may exercise their discretion within the above stated 
guidelines and deal with repayment requests relating to deposits up to 
an upper limit per deposit which will be conveyed separately by the 
respective Regional Office. Where the deposit concerned exceeds the limit 
laid down by the Regional Office, or where the proposed repayment terms 
are more favourable to the depositor than those permitted under the above 
guidelines reference must be made to Regional Office for approval. 

If the depositor needs funds for a temporary period and does not wish to 
withdraw the deposit before maturity, Branch Managers may consider granting 
an advance against a lien on the deposit and after reference to their 
Regional Office. It should however, be understood that rate of interest 
applicable to such borrowing will be the normal lending rate prevailing 
then and not related to the rate at which the deposits were originally 
accepted. 

The instructions contained in this Circular are mainl applicable 

to term deposits in US Dollars and Pound Sterling. The basic points 
and the formula for charging penalty also provides a general guideline 
for other convertible currencies. Branches are, however, requested to 
refer to their Regional Office for specific guidance for currencies other 
than US Dollars and Pound Sterling. 

AMEER H. SIDDIKI 
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INSTRUCTION CIRCULAR 

058 
NUMBER 

NUMBERS FOR LETTER OF CREDIT TO 

BE ISSUED BY: 

1. HELIOPOLIS BRANCH, CAIRO 
2. CITY CENTRE BRANCH, ABU DHABI 

DATE 
May 8, 1980,

QUERIES TO 

Systems & Operations 
Division - C.S.O. 

Please refer to Instruction Circular No. 027 introducing new procedures 
for nuMbering Letters of Credit issued by branches. 

The following branches have been allotted the block of numbers shown 
against their names for Letters of Credit to be issued by them: 

Bank of Credit and Commerce International (Overseas) Limited 

Heliopolis Branch, Cairo 

City Centre Branch, Abu Dhabi 

115001 - 120000 

120001 - 122000 

AMEER H. SIDDIKI 
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INSTRUCTION CIRCULAR 

NUMBER  057 PASSAGE FACILITY FOR HOME TRAVEL 

PAGE 
106 

DATE 14 April 1980 

QUERIES TO 

The rules governing the Passage Facility for Home Travel have been 

revised and with immediate effect the enclosed revised Rules shall 

be applicable. 

( 

R H SIDDIKI 



4.2. PASSAGE FACILITY FOR HOME TRAVEL 

4 

• 
4.2.1. The facility would be available to the officers of International 

Cadre of BCC Group posted outside their home country. Home country 

will be determined from the nationality of the officer. 

4.2.2. The entitlement to the passage facility would be once for every two 

years of completed service. However, with the permission, in 

writing, of the General Manager/Executive In-Charge of the Division 

concerned, up to two passages can be accumulated. 

The period of two years will be counted from the date of the 

posting outside the home country. In the absolute discretion of the 

management, a relaxation of time, not exceeding three months, may be 

allowed where it is necessary for the officer to travel earlier than 

two years to accommodate for school holidays of children or any 

other reason that may be pressing or convincing. 

V 

4.2.3. The officer eligible for the home travel facility shall not be 

entitled to receive any cash payment in lieu of the passage facility. 

4.2.4. The effective date for calculating entitlement to a passage on the 

completion of two years service is 1 July 1976 The entitlement 

to a passage earlier than 1 July 1976 arose on the completion of 

three years service. 

4.2.5. The Bank would provide to the officers eligible as above, air 

tickets for economy class air passage for self and family (as 

defined hereinafter), valid for travel from the international air-

port nearest to the place of posting of the officer to the inter-

national airport nearest to the home town of the officer. 

Generally, rebated tickets are available in various parts of the 
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world. The Bank should provide cheap airline tickets, allowing 

one stopover. Since the tickets will be provided by the Bank, the 

question of any cash reimbursements to the officers will not arise. 

On return from leave, the officer should submit the used ticket or 

any other evidence of his and his family's visit to the home country. 

• 
4.2.6. Family would mean self, wife (or husband) and dependent children 

uelow the age of 21 years and widowned and dependent mother. 

Children already married, employed or engaged in any vocation, even 

If below the age of 21 years, shall_ not be considered as dependents. 

To be eligible, the children must have valid residence visa of the 

officer's country of posting 

4.2.7. On promotion as officers in the International Cadre of the BCC Group, 
V 

the clerical staff posted outside their home country will be 

eligible to the facility and for this purpose the eligibility 

period will be counted from the date of promotion. 

4.2.8. The passage facility can only be availed with the prior permission 

of the Regional General Manager or the Executive In-Charge of the 

V Division at the Central Support Organisation, and subject to the 

duly sanctioned leave being available to the officer concerned. 

The admissibility of passage facility for home travel, however, is 

not to be confused with the entitlement to the annual privilege 

leave which the officer is entitled to avail of independent of home 

passage facility. 

1 
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S.

4.2.9. Exceptions to the rules may be allowed by the Regional General 

Managers or the Executives In-Charge of the Division at the 

Central Support Organisation on account of the following: 

(a) If the terms of employment of any officer contain 

conditions otherwise. 

(b) Where local laws have been prescribed for the purpose. 

(c) Where the Regional General Manager or the Executive 

In-Charge of the Division is otherwise satisfied that 

utmost important and cogent reasons exist for making 

an exception. 

I. 



INSTRUCTION CIRCULAR 

NUMBER 056 

SUBJECT PAGE 
105 

(iii) 
DATE 

April 14, 1980 AMENDMENT TO SECI.LON 3.04.2 

OF ADVANCES MANUAL QUERIES TO 

Systems & Operations 
Division - C.S.O. 

Section 3.04.2 (iii) of the Advances Manual is amended to read as under:-

Average Stock: Cot  of Sales 

Average Stock 
Cost of sales 

x 365 =  Days. 

This ratio indicates the average time during which the stock is sold. 

Please incorporate the ._-:nange on page 13 of Advances Manual. 

AMEER H. SIDDIEJ 
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NUMBER 

SUBJECT 

. TRAVEL REGULATIONS 

. 13AGGA6k, REGULATIONS 

PAGE 

DATE 

December 21, 1 9 

and 
QUERIES TO. 

Staff 
Establishment Div. 

Effective from January 1, 1980, the enclosed Travel Regulations and 

Baggage Regulations shall utile into force 

HAFEEZ 

101
 

97



09 Travel Regulations 

09.1 Travel, on official duty must be undertaken in consultation 

with and the approval in writing of the Regional General 

Manager. Officers and departmental heads at branches should 

seek such approval through their managers. Regional General 

Managers, when giving theix approval, will be guided by the 

usefulness to the institution of the proposed travel. Per-

mission to travel should therefore only be sought subject to 

these considerations. 

At the Central Support Organization travel will be authorized 

by the Executive-in-Charge of the division on similar consi-

derations. 

09.2 

09.3 

09.4 

Families accompanying officers travelling on official duty 

will not be paid for by the Bank. In the case of senior 

executives who may be required to entertain officially during 

any visit, however, their wives may accompany them on official 

account. 

Duration of stay at a station should be limited to the 

authorized period. Any stay beyond the authorized period must 

be approved by Regional General Manager, or Executive-in-Charge 

concerned at the division at Central Support Organization, or 

will be at the expense of the officer. 

Only such expenses as are incidental to the official stay 

would be permitted. Personal or unjustified expenses e.g. 

personal entertainment and telephone expenses should bot be 

included in the bill. 

09.5 Official entertainment should, as far as possible, be paid for 

and claimed separately and would require the approval of the 

Regional General Manager, or the Executive-in-Charge concerned 

at Central Support Organization. 

/2 
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09.6 

09.6.1 

Entitlements

Air Travel 

09.6.1.1. Officers drawing a basic salary of US$24,000/- per annum and 

above may travel first class at their discretion. 

09.6.1.2 All officers drawing basic salary below US$24,000/- per annum 

shall travel by economy class. As far as possible direct 

routes, without stop-overs, should be resorted to. 

09.6.1.3 Cost of air tickets will normally be paid for by the Bank 

directly to airlines/travel agents against their invoices. 

Where discounts are obtained, the Bank would pay the discounted 

fare. 

09.6.1.4 

09.7 

For officers whose basic salaries are expressed in currencies 

other than US Dollars, Regional General Managers will propose 

and establish a comparable basis in consultation with Staff & 

Establishment Division, CSO. In exceptional circumstances or 

cas es however, Regional General Managers may use their discre-

tion in the matter. 

Hotel Accommodation 

09.7.1 Single room hotel accommodation would be admissible in the 

following classifications and salary ranges 

Accommodation Classification 

Basic Salary per annum

upto US$11,999 

US$12,000 - 20,999 

US$21,000 - above 

Class of Hotel 

3 star/second class 

4 star/first class 

5 star/delux class 

For locations where a classified guide is not available for 

hotels, Regional General Managers shall have a list perpared of 

approved hotels, motels or rest houses at which BCCI officers 

/3 
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may stay, based on the salary ranges mentioned earlier. This 

list is to be sent to Staff & Establishment Division, CSO, 

for information. 

a 

09.7.2 

09.8 

09.8.1 

Miscellaneous Expenses 

Incidental items such as laundry, tips and porterage etc., 

will be reimbursed at actuals to the extent of US$5 per day. 

Claims should be accompanied with receipts wherever possible. 

Per Diem Allowance 

Officers on official travel can claim a Per Diem allowance in 

lieu of hotel, motel or rest house accommodation, food and 

refreshment expenses, but excluding cost of transportation 

which will be separately reimbursed at actuals as per Regulation 

09.9 1 

09.8.2 This allowance for one day would be admissible for journeys 

above 12 hours. Subsequent entitlements to a further day's 

allowance will arise on the completion of each subsequent 24 

hours. 

09.8.3 Where the journey is of less than 12 hours duration the cost 

of refreshments, food and transport may be claimed at actuals 

against receipts. 

09.8.4 For purposes of the calculation of Per Diem allowance, time 

spent on travel would not be included, and the admissibility 

for this allowance would be from the time of arrival to the 

time of departure. At any location where hotel accommodation 

is not availed of and the stay exceeds 12 hours, it will be 

treated as a full day for purposes of Per Diem allowance. 

09.8.5 The following allowances are applicable according to country 

classification (Annexure I) and salary ranges. 

/4 
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Table of Per Diem Allowance 

Basic Salary per annum Country classification 

(Annexure I) US$ 

A B C D 

upto US$11,999 60 ' 40 25 20 

US$12,000 - 20,999 75 55 30 25 

US$21,000 - above 90 70 40 30 

09.9 

09.9.1 

Other Expenses 

Travel by Car/Taxis 

Cost for transportation will be reimbursed at actuals. 

Where personal vehicles are used, 50% of the cost of petrol 

may be added to the actual petrol expenses, as reimbursement 

towards depreciation. 

09.9.2 Railway Travel 

Where officers may be required to travel by train, and when 

more than one class is available, officers with basic salaries 

of upto US$5,999/- per annum will travel by second class, and 

officers with basic salaries of US$6,000/- and above may travel 

by first/airconditioned class. Receipts issued by railway 

authorities should be submitted when claiming reimbursement. 

09.9.3 Excess Baggage 

09.9.4 

09.9.4.1 

Excess baggage charges will not be admissible except when 

officers are carrying documents/books/equipment for official 

use. 

General Provisions 

These Regulations for overseas travel, will also apply to 

/5 
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a. 

• 

9 

4 

• 

09.9.4.2 

subsidiaries, affiliates, and companies of the Group 

managed by us. 

Travel expenses excluding cost of air ticket which will be 

paid directly to airlines/travel agencies will be reimbursed 

on submission of a travel bill by the executive or officer 

concerned in the prescribed form as per enclosed specimen 

'Annexure 2'. 

09.9.4.3 Travel bills should be submitted to the prescribed authority 

by the officer within 10 days of the return from journey. 

09.9.4.4 Travel advance if required should be taken at the place of 

posting before undertaking the journey. 

09.9.4.5 In view of the Banks' world-wide group insurance cover for all 

staff, no travel insurance is considered necessary. Any 

flight insurance taken out by an officer is therefore on his 

own account. 

09.9.4.6 

09.9.4.7 

09.9.4.8 

Regional Inspection and Central Audit Division will pay 

special attention at the time of the audit of the various units 

towards adherence to these travel regulations. 

These regulations shall not apply to the home leave facility 

for which separate rules have been established. 

These regulations would be amended or modified by the Central 

4 Management Committee from time to time. 

09.9.4.9 These regulations shall come into effect from 1st January 1980. 



ANNEXURE I 

List of countries grouped as A, B, C or D for purposes of availing 

Per Div allowance as per c1.09.8.5 of the Travel Rules. 

Group A Group B Group C Group D 

1. France 1. Bahrain 1. Argentina 1. Djibouti 

2. Saudi Arabia 2. Brazil 2. Bangladesh 2. Ghana 

3. Switzerland 3. Cayman 3. Canada 3. Liberia 

4. United Kingdom 4. Hong Kong 4. Egypt 4. Mexico 

5. Ivory Coast 5. Gabon 5. Morocco 

6. Japan 6. India 6. Panama 

7. Kuwait 7. Indonesia 7. Sierre Leone 

8. Oman 8. Iran 8. Spain 

9. Qatar 9. Italy 9. Sri Lanka 

10. Seychelles 10. Jordan 10. Swaziland 

11. Sudan 11. Kenya 

12. U.A.E 12. Lebanon 

13. U.S.A 13. Luxembourg 

14. W. Germany 14. Mauritius 

15. Yemen 15. Nigeria 

16. Pakistan 

17. S. Korea 

18. Venezuela 

• 



ANNE XURE 2 

BANK OF CREDIT AND COMMERCE 
INTERNATIONAL S.A. 

Name 

Travelling Expenses Bills 

Particulars of Journey from to 

Particulars of Return Journey from   to 

Period of Journey from 1 

Period of Return Journey from I 
Date of Dep. 

• 

Time of 1)ep, 

to 

to 

Station 

Date 

Basic Salary 

Date of Arr. 
1 1 

Time of Arr. 

Class Sea/Air Passage from to __ ___. 
Class Sea/Air Passage from to 

, 

Other Admissible Expenses 
i iuppurtPd By Bills ) 

A 

Per Diem Allowance @ for days 

..., 

Total 

S,9natu,e °I Employee 

• Purpose of Journey : 

Whether Bank Accommodation was provided 

Amount Advanced for the Journey  from  
Sanctioned Amount  Balance Amount Payable  

Sanctioned by 
Sanctioning Authority 

Date  Amount paid on  after adjustment of the amount advanced 

" I 3 Paying Officer 
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10. Baggage Regulations 

10.1 Baggage Allowances as stipulated in these Regulations would 

be applicable for employees transferred either temporarily 

or permanently from one country to another. 

10.1.1 Where distances between countries are not significant and 

personal effects are required to be moved overland, Regional 

General Managers would fix the limits to which the Bank would 

meet these expenses, based on the same cubic footage as 

allowed for transportation by sea. 

10.2 Transfers for a period below I year is regarded as a temporary 

transfer for the purposes of these Regulations. 

• 

10.3 For transfers within the country the Regional General Managers 

would formulate regulations to cover their local requirements 

based upon local conditions in consultation with Staff & 

Establishment Division at the Central Support Organization. 

10.4 Each Regional Office and Staff & Establishment Division at CSO 

must have a list of approved shippers at each location so that 

estimates can be obtained for the transfer of personal effects 

of employees from one country to another before approval is 

given for such expenditure, subject to the limits mentioned in 

Clause 10.7 of these Regulations. 

10.5 Employees should arrange to submit an estimate of cost for the 

transfer of their personal effects from shippers (or their 

agents) approved by the Bank, on a door-to-door basis. 

10.6 Quotations for the movement of personal effects by sea or over-

land should include cost of packing, freight, handling, insur-

ance and clearance of goods. Other expenses including duties 

and taxes shall not be admissible under the Baggage Regulations. 

10.6.1 The import and customs duty regulations of the country to 

which an employee is transferred would govern whether or not 

he can take certain of his personal effects with him, and it 

/2 
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would be for the employee to make sure that he is not contra-

vening the regulations before having his personal effects 

shipped. 

10.7 Entitlement 

Basic Salary Range (pm) Limit per Employee 

US$ 200 - 499 225 cubic feet 

US$ 500 - 999 250 cubi feet 

US$1,000 - 1,499 300 cubic feet 

US$1,500 - above 350 cubic feet 

10.7.1 The above baggage limits apply to the transportation of the 

household goods of an employee from one location to another 

on permanent transfer. 

10.7.2 Employees are entitled to a single shipment on their transfer. 

Piecemeal shipments must not be made. 

10.8 Other allowances related to unaccompanied baggage that may be 

transported by air are as follows: 

10.8-1

10.8.2 

Permanent Transfers 

Transfer within the :-ountry: 

b Regulations to be formulated by Regional General Managers based 

upon local requirements and conditons, in consultation with 

4 

10.8.3 

Staff & Establishment Division at ('SO. 

Overseas Transfers: 

Employees travelling by air when proceeding on permanent trans-

fers 

Entitlement 

Employee 40 kilos 

Spouse 40 kilos 

Children/Dependent/s (maximum of 3) IO Kilos each 

/3 
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10.8.4 Home Leave 

No excess baggage is admissible on home leave or personal 

travel. 

10.8.5 If a transfer to a new location immediately follows homc 

leave the entitlement as in Clause 10.8.3 may be availed of. 

10.9 Temporary Transfers 

All overseas transfers for a period of less than 12 months 

will be deemed as temporary for the purposes of these Baggage 

Regulations. 

10.9.1 If the duration of the temporary overseas transfer is for 

more than I month and less than 3 months, a maximum of 40 

kilos of unaccompanied baggage by air is permissable for each 

employee. 

10.9.2 For transfers of a duration of more than 3 months and less 

than 12 months, 60 kilos of unaccompanied baggage by air is 

permissable for individual employees. 

10.9.3 Families are not expected to accompany employees on temporary 

transfers of 3 to 6 months and family members are not entitled 

10.9.4 

to any excess baggage. 

Transportation of Car 

In principle the Bank accepts no responsibility for the cost 

of transportation of an employee's car to the new location of 

his posting. The procedure recommended is for the employee to 

sell his car and to purchase another at his new location. To 

this end suitable car loan policies exist at different centres. 

Should there however, be an extraordinary loss on a car sold, 

because of transfer, that is a loss greater than would normally 

have been expected allowing for normal depreciatinn, the matter 

/4 
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should be specially referred to the Regional General Manager 

and/or Staff ,c; Establishment Division, CSO giving details 

(make and size of car, cost, date purchased, normal local 

depreciation rate, likely price if sold) so that a decision 

can be taken at the discretion of the Bank for the course to 

be followed. 

Should it be decided to allow the employee to take his car 

with him, based on the cost of transportation to the new 

location and the local import and duty regulations, the Bank 

would meet expenses pertaining to freight, insurance, and 

clearance, but not for any other expenses such as duties, 

taxes, registration, etc., which will be the responsibility 

of the individual. 

10.9.5 These Regulations would be subject to amendment as and when 

required. 

10.9.6 The Baggage Regulations would be introduced with effect from 

1st January, 1980. 
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DATE November 1, 79 

QUERIES TO 

Central Accounts 
Division 

The annual closing of accounts of the BCCI Group wi l l take place on 
December 31, 1979. Branch Managers should properly assign the work 
to members of staff, and should ensure that they understand the 
detai ls of the work assigned to them. Al l statements required to 
be submitted must be correctly prepared. Branches in the Middle 
East and U.K. should send their returns, in dupl icate, to their 
respective Regional Office in Abu Dhabi and U.K. Branches in all 
other regions should send them, in dupl icate, to Central Office, 
London. 

NOTE : Conversion to U.S. Dol lars - Rate of Exchange 

The rate of exchange for converting local currency figures (of al l 
relevant statements) to U.S. Dol lars wi l l be the closing middle rate 
of buying/sel l ing local currency into U.S. Dol lars on December 31 ,1979 
or the last working day of the month as obtained from the Central 
Bank or other local Regulatory authority. Branches in the U.K. and 
the U.A.E. are requested to submit their Statement of Affairs and 
Statements of Income and Expenditure in local currency only. 
Arrangements have been made at respective Regional Offices to work 
out the U.S. Dol lar equivalent as at December 31 , 1979 on a 
consol idated basis. 

The other detai ls are as under : 

PART 'A' - EXPENDITURE HEADS 

Interest/Service Charges on Current Accounts 

Interest is not paid on Current Accounts in terms of inter-Bank 
Agreement. However, a minimum service charge may be charged on 
smal l and un-remunerative current accounts at the discretion of 
the Manager. Service charges rates for the branches wi l l be 
separately notified by the Regional Offices. 

2) Interest on Savings Accounts 

Interest on Savings Accounts wi l l be appl ied as usual. Al l 
Savings Account Ledgers should be balanced before appl ication of 
interest and should again be balanced after interest has been 
appl ied. Whi le calculating interest the balance outstanding on 
the date of interest appl ication should be treated as outstanding 
during the remaining period of December 1979, and no adjustment 
should be made for any variation of the balance during the 
remaining days of December 1979. 

Cont 'd/ 
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[ATE 
November 1 ,79 

QUERIES TO 

Central Accounts 
Division 

3) Interest on Cal l Deposit/Term Deposits 

Interest on the above deposits should be calculated at the agreed 
rates upto December 31 , 1979 and booked as under 

DEBIT: Profit & Loss A/c (Expenditure) 

Interest Payable on Deposit 

CREDIT: Sundry Creditors - Interest 
Payable on Deposit 

NOTE: (Under the current Accrual Accounting System, the 
monthly l iabi l ity for interest on the above accounts is already 
being booked each month as above. As such only the interest 
for the month of December 1979 wi l l be required to be booked) 

4) Interest on Deposits from Banks 

5) 

Interest should be calculated unti l December 31, 1979 from dates 
of deposit and provision already made upto November 1979 
deducted therefrom. Entries should be passed for interest 
amount as under : 

DEBIT: Profit & Loss A/c (Expenditure) -. 

Interest paid on Deposits from Banks. 

CREDIT: Sundry Creditors - Expenditure Payable - 

Interest on Deposits from Banks. 

NOTE: (Under the current Accrual Accounting System, the monthly 
l iabi l ity for interest on the above accounts is already being 
booked each month as above. As such only the interest for the 
month of December 1979 wi l l be required to be booked). 

Interest on Bow-owings from Banks 

Interest on such borrowings, if any, must be provided at the 
agreed rate from the date of borrowing or the date of last 
credit given upto December, 3I ,1979(The note on Accrual 
Accounting in para 3 also appl ies to this para). 

6) Interest on Inter-Branch/Inter-Affi l iate Accounts 

Interest on Inter-Branch/Inter-Affi l iate Accounts should be 
appl ied at the notified rate. The balance as on the date of 
appl ication of interest shal l be treated as the balance 
maintained for the rest of December and no adjustment should 
be made. The Interest Advice should be originated by the 

Cont 'd/ 
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INSTRUCTION CIRCULAR 

NUMBER 0514 
QUERIES TO 

Central Accounts 
Division 

Account Holding Branch/Affi l iate which should convey the 
interest figure by telegram/telex to the Account Maintaining 
Branch/Affi l iate. The Account Maintaining Branch/Affi l iate 
should respond the interest amount in their books immediately 

on receiving telegram/telex from Account Holding Branch/Affi l iate. 

Adjustment for the difference, if any, should be made 

after receipt of interest advice, in consultation with the 

Account Holding Branch/Affi l iate. 

Salary E. Al lowances to Staff Members 

Salary and Al lowances to staff members for the month of 

December 1979 should be disbursed as given out in the calendar 

attached. 

8) Depreciation of Furniture and Equipment Account 

& Capital ised Expenditure 

Provision for depreciation on furniture and equipment should be 

circulated at the rates mentioned below:-

UAE Region Other Regions 

(a) Furniture & Fixture 10% p.a. 10% p.a. 

(b) Carpets 25% p.a. 25 p.a. 

(c) Vehicles 20% p.a. 25% p.a. 

(d) Machines & Equipment 20% p.a. 20% p.a. 

(e) Capital ised Expendi ture 25% p.a. As per note below 

NOTE: 1) Leasehold properties spread over period of lease 

with a minimum of 2 -

2) For freehold properties, provide 25, on capital ised 

expenditure incurred, such as renovations etc. 

However Branches in UK Region wi l l provide at  12.5% 

No depreciation should be provided on the cost of 

acquisition of such properties. 

Under the Accrual Accounting System, provision for depreciation 

should have been charged upto November 30, 1979. The 

additional depreciation should now be calculated for the 
remaining period upto December 31 ,1979 in accordance with 

the earl ier instructions. 

Branches in the U.K. Region should fol low instructions laid 

down in the U.K. Regional Circular No. 77/65 dated 
14th December 1977, for booking the depreciation calculated 

on various fixed assets. Branches in the U.K. Region should 
complete the new Fixed Assets Statements prepared for 
U.K. Region Branches and enclosed with this circular. 

Cont 'd/  
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NOTE: According to the current system, provision for 
Depreciation on al l the above items should already 
have been made upto November 30, 1979 by debiting 

Profit & Loss A/c (Expenditure) Depreciation on 

and crediting Sundry Credi tors Expenditure Payable 

A/c provision for Depreciation on 

Entries for December Provision 

DEBIT: Profit & Loss A/c (Expenditure) 
Depreciation 

CREDIT: Sundry Creditors - Expenditure Payable A/c 

Provision for Depreciation on 

NOTE: ( i) The opening balances of al l items of Furniture 

& Equipment on 1. 1.1979 must agree with the 

Closing balances as on 31.12.1978. 

( i i ) The entries for depreciation should be passed 
in the books on the date shown in the calendar 

although depreciation wi l l be calculated upto 
December 31 , 1979. 

(i i i ) Depreciation should be calculated in such a 

manner that the written down value of items 

is rounded off to the nearest unit of Local 

Currency e.g. Dirham, Pound Sterl ing, 

U.S. Dol lar, etc. 

( iv) The amount of depreciation on items (a) to 

(d) should be calculated on prorata basis 
according to the period for which the relative 

item has been in use/purchased. 

U.K. Branches should provided depreciation on 

assets and on capital ised expenditure at the 

rates shown above on the balance outstanding 

in the respective account as at December 31,1979. 

9) Stationery Consumed 

Stationery consumed upto the date of passing the entries 

should be debited to Profit and Loss - Expenditure A/C 

Stationery, and credited to Other Assets - Stock of Stationery 

Account. 

Cont 'd/ 



SUBJECT PA6E 

INSTRUCTION CIRCULAR 

NUMBER.... . ..... . . . .

Annual Closing of Accounts 

on December 31 , 1979 

107 

DATE 
November 1 ,7.9 

DUEPIESTD 

Central Account
Division 

The Stock of Stationery Account should be properly balanced 
after passing the entries for the stat ionery consumed during 
the period and the stock on hand should be verified, by 
proper stock taking. 

INCOME HEADS 

10) Interest on Loans and Advances 

Interest on al l categories of Loans/Advances chargeable 
at monthly rest must be calculated upto December 31 , 1975 
and charged to respective party's account and credited to 
respective income account. For al l interest chargeable other 
than on Monthly rest (by regulatory or special arrangement) 
the accrued income should be computed and booked as under:-

Debit: Other Assets Suspense A/C - Income Receivable - 
Code 20655 Interest of Loan 

Credit: Income A/C. Interest Receivable on 

1 1) Interest on Placements/Deposits with Banks 

Interest on al l such accounts must be properly computed at 

agreed rates, upto December 31. If the depos i ts are on 
Demand in interest bearing current Account, the respective 
Account wi l l be debited directly. If the deposits are on 

Term Deposits, the computed interest should be debited to 
Other Assets A/C. Income Receivable - Interest on Deposi ts 
with tanks and credi ted to Income A/C - Interest on deposit 
with bank. 

12) Interest receivable on Borrowings by other Banks 

Interest receivable on such borrowing by other banks should 

be computed upto December 31, 1979, and provided for as under:-

Debit: Other Assets (Interest Receivable) Interest on 

Borrowings by other Banks. 

Credit: Income A/C - Interest on Borrowings by other Banks. 

13) Interest on Inter Branch/Inter Affi l iate (Receivable) Account 

Account maintaining Branch/Affi l iate wi l l receive 
Telex/Telegram (or telephone) intimation of the interest due 

to them on their credi t balances. They would provide for 

Cont 'd/ 
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• 

this amount in the account "Interest Received on !nter-Branch/ 
Inter Affi l iate A/c"for the purpose of this Closing. 
(Subsequently, a credit advice should be received from the 
Branch/Affi l iate holding the account to confirm the above 
credit amount). 

14) Accrued Income/Accrued Expenditure 

The accounting and booking-in of al l provision made for 
accrued income and expenditure are clearly laid down on our 
"Introduction of Accrual Accounting" System Circular No.016 
dated 20. 1 1.74 - al l aspects of which should be carefully 
implemented. 

Al l year-ending accruals wi ll be posted to the 
heads "Other Assets Income Receivable" Code 20655 and 
!'Sundry Creditors (General) Expenditure Payable" 
Code 1051 1 and wi l l remain in these accounts during the 
subsequent year for adjustment as and when Income are 
actual ly received or Expenditure actually paid/become 
due for payment. No Accounts either on the General Ledger 
or the Income/Expenditure subsidiary ledger wi ll therefore 
have a MINUS Opening balance (i.e. Debit Balance.on 
Liabi l ity Head/Income Head or Credit balance on Asset 
Head/Expenditure Head). 

NOTE: Separate Statements have been included in the 
Closing stationery set in which sub-headwise detai ls 
of "Income Receivable" and "Expenditure Payable" 
are to be properly fi l led-in and the totals of 
these should agree with the figures given in Code 
20655 and Code 1451 1 respectively, appearing at the 
overleaf of the Statement of Affairs. These 
Statements should not be prepared by those 
Branches whose computer print-out provides this 
information. 

15) Prepaid Expenses/Income Received in Advance 

The accounting for prepaid Expenses/Income Received in 
Advance has been clearly laid down in the System 
Circular No. 016 dated 20. 1 1.1974 "Introduction of 
Accrual Accounting". (Points mentioned in paragraph 13 
regarding Adjusting A/C Credit & Debit wi l l be appl icable 
to Prepaid Expenses/Income Received in advance). 

16) Statement of Income & Expenditure 

A consol idated Statement of Income and Expenditure on 
Form ACT-F-31 and ACT-F-31A should be prepared to arrive at 
the Profit or Loss position of your branch as on 
December 31, 1979 including adjustment for al l accrued 

Cont'd/ 
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and prepaid income and expenditure. 

The net profit or loss posi tion of the branch, after making 
proper provision as mentioned above, should be conveyed by 
telegram or telex to reach the respective Regional Office at 
AbJ Dhabi , London, Paris, Cairo and Central Accounts Division, 
London latest by January 1 , 1980. 

PART 'B' - STATEMENT OF AFFAIRS (ASSETS SIDE) 

I) Excess Cash Amount 

Entries pertaining to excess in cash outstanding upto 
September 30, 1979 should be adjusted by crediting the amount 
to Profi t F., Loss - Income - Miscel laneous Earnings. 

2) Due from Banks/Affi l iates/Branches/NBFI 

3) 

Under the new coding system, the fol lowing Cassification has 
been carried out : 

(a) Due from Banks 
(b) Due from Affi l iates 
(c) Due from Branches 
(d) Due from N.B.F. I. 

Each of the above classifications are then sub-classified 
under three categories - Demand, Short Term upto 30 days, 
and Term over 30 days. The subsidiary ledger, should be 
balanced Bank/Affi l iates/Branch/N.B.F. I.wise and a separate 
statement should be submitted with the returns. As the 
Luxembourg Banking Commission requires information regarding 
the location of the "Due From" fund, Branches are 
instructed to mention in thei r statement of "Due from 
Banks/Affi l iates etc" the locat ion of the Branch (of the 
concerned Bank/Affi l iate) from which thc fund is due. 

P.A.D. 

The current procedur( provides for monthly accrual and 
charging of interest on PAD. The PAD accounts must accordingly 
reflect the above posi t ion. 

4) Temporary Overdrafts 

Efforts -,hould be made to have al l Tempor,Ary Overdrafts and 
Excess over Limi ts al lowed to various cw,tomcr,, adjusted as 

Cort 'd/ 
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soon as possible so that such temporary faci l ities may not 
remain outstanding at the time of annual closing. 

Revaluation of Foreign Currency Holdings 

Foreign currency balances on demand accounts held with 
various banks and correspondents as wel l as foreign currency 
notes in hand should be revalued at the current rul ing rate 
on December 31 , 1979. The resulting profit or loss, if 
any, on such holdings should be booked to the credit or 
debit of Profit/Loss on Exchange Trading. 

Profit or loss, on forward purchase or sale contracts 
for foreign currencies, outstanding on December 31, 1979 
should be computed and booked in as laid down in the 
Circular for Accounting/Recording of Foreign Exchange 
Transactions bearing No. 015 dated 20. 1 1.74. 

6) Investments 

7) 

(i) Banks investments in Long Term Securities 
purchased/retained for the purpose of maintaining 
an Investment Portfol io in support of l iquidity 
should be carried at cost and not revalued. . 

(i i) Bank's investments in other securit ies should be 
reviewed and depreciat ion, if any, in such investments 
should be accounted for by making suitable provision 
as laid down in the Accrual Accounting Circular 
No. 016 dated 20. 1 1 .1974. Appreciation, if any, 
in investment may be taken into account only after 
obtaining prior approval from the Regional Office. 

Other Assets (Stock of Stationery/Stamps/Adv. Dep) 

The annual closing stat ioner) contain-, separate statements 
wherein detai ls of the above accounts have to be fi l led in 

and ful ly reconci led wi th the corresponding heads in the 
Statement of Affairs. 

8) Other Assets - Advance Rent 

A separate format for advance Rent ha been designed wilich 
should be clearly f i l led in. 

Suspense Account 

Endeavour 'oukt be ,rlad( to nave al l the entries in Suspense 

Cont d/ 
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Account adjusted before the Annual Closing of Accounts. 
Special attention should be paid to adjust all the entries 
outstanding in Sundry Debtors Accounts and Other Suspense 
Accounts. You should also ensure that entries pertaining 
to expenses incurred for opening of branches have either 
been debited to capital ised expenditure and is being 
regularly written off as per rate fixed or debited directly 
to Expenditure A/C. 

10) Other Assets - Income Receivable 

This should be ful ly reconci led with the subsidiary head 
contained therein. 

1 1) Capital ised Expenditure 

Detai ls must be provided in the relative statements. 

12) Furniture/Fixtures 

The relative statements should be correctly fi l led in after 
applying current rates of depreciation. The opening balance 
must agree with the closing balance of December 31, 1978 
(Form ACT-F-35A and ACT-F-37). 

13) Contra Accounts/Assets/Liabi l ities 

Al l heads under this series on Assets side must ful ly agree 
with the corresponding contra heads on the l iabi l ities side. 

LIABILITY SIDE 

I) Due to Banks/Affi l iates/Branches/N.B.F. I. 

Please note contents of paragraph 2 of Part B. As we are 

required to completely knock-off the Inter Branch/Inter 

Affi l iate holdings of deposits, great care should be taken to 

ful ly reconci le your branch's position as on December 31,1979 

with al l other branches/Affi l iates with whom accounts 
are maintained. 

2) Confirmation of Balances from Customers 

Letters requesting confirmation of balances to customers 
maintaining credit balances (Form No. DEP-F-4) & Debit 
balances (Form No. ADV-F-5) should be mai led to the 
customers alongwi th statements of their accounts and 
confirmation letters received from them duly signed should 
be fi led in the respective confirmation fi le, after verifying 

Cont' d/ 
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the signatures of customers thereon. Letters requesting 

confirmation of balances are not required to be sent to 
customers maintaining fixed/term deposits Where special 

receipts are issued and where cheque books are not issued for 

withdrawal of funds on maturity. 

NOTE: Branches with Computer Terminals 

Branches with computer terminals need not prepare 

separate Statements of Affairs and Statements of 
Income and Expenditure enclosed with the circular and 

in l ieu submit the computer output provided these 
cover al l heads of General Ledger and Income/Expenditure 
Ledger including the new heads. 

PART 'C' - CLOSING STATIONERY 

1) Annual Closing Statements 

Three sets of forms required for preparing Annual Closing 

statements are being sent to al l the branches. The 
Managers are advised to obtain additional quantity of forms, 
if required, wel l in advance so that submission of 

statements to Regional Office/Central Office/Head Office is 
not held up due to non-avai labi l ity of relative forms. 

2) Method of Submission of Returns to 
Regional Office & Head Office 

The branches in M/E and UK Region wi l l submit two copies 
of the statements to the respective Regional Offices, 
separately packed in two special ly printed envelopes marked 
to Regional Office and Head Office. Branches in other 
Regions wi l l submit their statements in a simi lar way to 
Central Accounts Division, London in special ly printed 
envelopes suppl ied to them. After scrutiny Regional Offices 
at Abu Dhabi and London wi l l forward Head Office set of 
statements to the Central Acct.Div. who wi l l arrange their 
onward despatch to respective H.O.s in Luxembourg and 
Grand Cayman. I t may please be noted that the Statements 
detai led in this Circular are in addition to dai ly, weekly, 
fortnightly, monthly and quarterly statements prescribed 
earl ier. It is necessary that al l the statements are correctly 

prepared and mai led as soon as possible for the annual 
closing but not later than the dates mentioned in the 
attached closing calendar. 

Cont 'd/...... 
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3) Telex/Telegraphic Submission of Basic Data 

The fol lowing figures of your branch, as on December 31, 1979 
(after closing of Accounts) should be communicated by 
Telegram/Telex/Telephone to the Accounts Control Department 
of the respective Regional Offices and the Central Accounts 
Division, London as soon as possible after the closing but 
not later than January 1, 1980. 

a) Deposits from customers 
b) Deposits from banks 
c) Borrowings from banks 
d) Borrowings from Central Bank 
e) Deposits with Banks (Our placements) 
0 Borrowings by banks 
g) Sundry creditors 
h) Other Assets 
0 Total Advances 
j) Total Letters of Guarantee outstanding 
k) ( i) Letters of Credit Outstanding 

(i i) Acceptances Outstanding 
1) Total Outstanding - forward Sale Contracts of Foreign Currency 
m) Total Outstanding - forward Purchase Contracts of Foreign Currency 
n) Total number of Current Accounts 
o) Total number of Savings Bank Accounts 
p) Profit/Loss position 
q) ( i) No. of Loan Accounts 

(i i) No. of 0.D. Accounts 
r) No. of Officers & staff (separately) 

Month end figures under 17 columns should be reiloorted to the 
Special Cel l, Regional Office as usual. 

NOTE: The fol lowing are attached with the circulars for use 
of the branches and subsi4liaries. 

(1) List of statements to be submitted a§ on 
December 31, 1979. 

(2) The closing calendar in Annexure "B" for 
different regions. 

AME H. SIDDIKI 

ap• 
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ANNEXURE 'A' 

LIST OF STATEMENTS TO BE SUBMITTED ON 31.12.79 

1 

2. 

Statement of Affairs 
(After Closing) 

Term Deposits and Short Term Deposits 
overdue and other term Deposits 
(separate statements for different 
heads of account) 

(Form No. 

(Form No. 

ACT-F-21 & 21A) 

ACT-F-7) 

3. Outstandings in Sundry Creditors (Form No. 94) 

(Please mention date of entry 
particulars and amount for each 
outstanding entry) 

4. Statements of Income & Expenditure (Form No. ACT-F-31/31A) 

(To be prepared after making al l 
provisions and before merging Income 
and Expenditure Accounts to find out 
net profit or Loss Position) 

5. Loan against foreign bi l ls (Form No. 155} 

6. Packing Credits (Form No. 155) 

7. Payment against Documents (Form No. 155) 

8. Loan against Trust Receipt (Form No. 155) 

9. Loan against Imported Merchandise (Form No. EXCH-F-10) 

10. Cash Credit Against Goods (Form No. 155) 

1 1. Foreign Bi l ls Purchased (Form No. 105) 

12. Local Bi l ls Discounted (Form No. 105) 

13. Local Bi l ls Purchased (Form No. 105) 

14. Temporary Overdrafts (Form No. ACT-F-13) 

15. Overdrafts (Clean) (Form No. 155) 

16. Overdrafts (Secured) 

17. Loan (Clean) (Form No. 155) 

Cont' d/ 
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18. Secured Loans (Form No. 155) 

19. Loans/Advances to Staff (Form No. 100) 

20. Investments in Stocks and 
Securities (Form No. ACT-F-08) 

21. Interest/Income Accrued on Investments(Form No. ACT-F-09) 

22. Stock of Stationery (Form No. ACT-F-10) 

23, Stamps on Hand (Form No. ACT-F-1 1) 

24. Advance Rent (Form No. 101) 

25. Separate Statements for outstanding 
in subsidiary accounts of OTHER ASSETS 
20600 mentioPing date of outstanding 
ful l particulars of al l outstanding 
items and the amount (Form No. 94 1) 

26. Capital ised Expenditure (Form No. 10?) 

27. Furniture and Equipment (This statement 
should be prepared in a manner to 
clearly reflect items (alongwith cost 
thereof) provided at the residence of 
various staff members and the office 
premises separately. (Form No. AC -F-35A & 37) 

28. Statement of Letters of Guarantee issued 
and outstanding as on 31.12.79. In this 
statement please report al l outstanding 
Letters of Guarantee individual ly and 
mention nature of commitment such as 
"Earnest Deposit for Tender" "Purchase of 
Goods on Credit" etc.(as the case may be) 
in the last column. (Form 

29. Letter of Credit Outstanding 

30. Acceptance Outstanding 

No. 104) 

(Form No. 85) 

(Form No. 155) 

31 . Reconci l iation Statement of al l 
accounts maintained with branches and 
correspondents alongwith Certificates 
of balances from relative banks. 
Wherever certificates of balances are 
not readi ly avai lable submission of this 
statement may not be held up. The 
certificate of balance may be submitted 
subsequently to Regional Office, as 
soon as avai lable. (Form No. EXCH-F-22) 

Cont 'd/ 
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32. Forward Purchase/Sale Contracts for (Fo m No. 92) 
foreign currencies (Pr forma enclosed) 

33. Ni l Statements (Whenever nothing 
is to be reported under a particular 

head of account) (Form No. ACT-F-01) 

34. Any other statement necessary for 
Regional (regulatory) requirement 

35. Detai ls of Income Receivable (Proforma enclosed) 

36. Detai ls of Expenditure Payable (Proforma enclosed) 

37. Statement of Due from (Form No. 10) 

38. Statement of Due to (Form No. 10) 
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ANNEXURE 'B' 

UK/CONTINENT/MIDDLE EAST BRANCHES 

ANNUAL 1979 - CLOSING CALENDAR 

U.K.Region Other Regions 

Apply Service Charges Current Accounts 

Provide Depreciation on Furniture & 

M/E Region 

18.12.1979 17. 12.1979 18.12.1979 

Equipment & Capital ised Expenditure etc. 1.12.1979 1.12.1979 1.12.1979 

a) Payment of Salaries to Staff Members 
b) Balancing of Savings/7 days Deposit 

17. 12. 1979 14. 12.1979 14.12.1979 

AcGount Ledgers 

a) Appl ication of Interest on Savings/ 
7 days Deposits 

b) Balancing of Savings/7 days Deposits 

after appl ication of interest 
c) Appl ication of Interest on 

17.12. 1979 

24.12.1979 

24.12. 1979 

17.12.1979 

24.12.1979 

24.12.1979 

17.12.1979 

24.12.1979 

24.12.1979 

Additional seven days 27.12.1979 
(Interest to be charged upto 
December 31, 1979) 
Interest on - i) Cal l Deposits 24.12. 1979 24.12.1979 24.12.1979 

i i) Fixed/Term Deposits 24.12.1979 24.12.1979 24.12.1979 

Excess cash prior to September 1979 to 
be transferred to Income Account. 

Provisions to be made for : 

0 Accrued Income 
i i) Accrued Expenditure 

i i i) Prepaid Expenses 
iv) Income Received in Advance 27.12. 1979 27.12.1979 27.12.1979 

Interest on : 

Deposits from Banks 
i i) Borrowings from Banks 

i i i) Loans and Advances 
iv) Deposits with Banks 
v) Borrowings by other banks 24.12. 1979 24.12.1979 24. 12. 1979 

Interest on Loans/Overdrafts 

Entries to be passed for Stationery 
consumed 

24. 12. 1979 

19.12.1979 

24.12.1979 

19.12.1979 

24.12. 1979 

19.12.1979 

a) Telex/telephone advice about figures 
of deposits/advances/other statistics 
and results etc. to Regional Office/ 

b) 
Central Office. 
Revaluation of foreign currency a/c 

31.12.1979 N/A 31.12.1979 

balance 31.12.1979 31.12.1979 31.12. 1979 

Cont 'd/ 
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Hand del ivery of statements in UAE 
Region in the prescribed manner 
Post del ivery (Airfreight) for other 
Regions to the Regional Office/ 
Central Office 

M/E Region U.K. Region Other Regions 

1.1.1980 2. 1.1 980 2.1.1980 
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QUERIES TO:

6ySteMS & Operations 
Division - C.S.O. 

From November 1, 1979 'Visa Travellers Cheques' will be issued by many 
financial institutions. Initially, these cheques will be issued in 
U.S. Dollars, followed by a number of other currencies. We have agreed 
to honour these Cheques and at a later stage also sell them world wide. 

Features of Visa Travellers Cheques inclndr Visa name and Blue, White 
and Gold bands (like the Visa Credit Card) prominently featured on the 
face of the cheques alongwith a spread-winged dove. The Cheques are 
printed on a special water-marked paper using security process's which 
are designed to deter duplication or alteration of the cheques. (Facsimile 
in the enclosed brochure). 

A unique feature of Visa Travellers Cheques is that they will be issued 
by many banks around the world. Their names and addresses will appear 
on the lower-right of the cheques from where they will also be ultimately 
reimbursable. However, in addition, names of their sales agents may also 
appear more prominently on the top of the cheques. 

Care hitherto been taken by the branches, in accepting travellers Cheques 
including obtaining the counter signature in presence of the officer 
cashing, will also apply to Visa Travellers Cheaues. After accepting 
Visa Travellers Cheques, branches may collect reiMbursement in normal 
manner. 

A brochure About Visa Travellers Cheques is enclosed. Please bring the 
details to the attention of all concerned members of the staff and ensure 
that Visa Travellers Cheques are accepted in normal way at your branch 
like the other travellers cheques. 

In case you need any clarifications, please write to Systems & Operations 
Division, 100 Leadenhall Street, London EC3A 3AD. 

AKHTAR ANIS AMFER H. SEDDIKI 
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DATE 
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QUERIES To 

EZysteMS & Ooerations 
Division - C.S.O. 

It is observed that in quite a few cases, branches use stationery without 
the name and address of the user branch printed thereon. Cheques, demand 
drafts, pay orders, collection schedules etc., which do not bear the 
name and address of the originating branch present inconvenience to the 
collecting banks and result in financial loss to the Bank, for non-receipt,/ 
late receipt of funds and unavoidable follow up. 

Please ensure that name and address of your branch is printed on all 
stationery used by you. As a special case, if general stationery is used, 
a rubber stamp showing the name and address of your branch should immediately 
be affixed on receipt of the stock. 

Please check the stock of stationery in your branch and ensure that they Show 
the name and address of your branch. 

AKFTEAR ANIS AMEER H. SIDDIKI 
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ISSUED BY MARBLE ARCH BRANCH, 
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EGYPT OF BANK OF CREDIT & COMMERCE 
S.A. 

' DATE 
June 7, 1979 

QUERIES TO 

Systems & Operations 
Division - C.S.O. 

Please refer to Instruction Circular No. 027 inticxlucing new procedure 

for numbering letters of credit issued by branches. 

The following branches have been allotted the block of numbers shcwn 

against theirnmes for letters of credit issued by them. 

ROCI S.A. 

London, U.K. 

Marble Arch 

Egypt 

Alexandria 

102001 - 105000 

105001 - 110000 

• 

AhliTAR ANIS AMEER H. SIDDIKI 
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DATE 
June 1, 1979 

QUERIES TO: 

The half-yearly closing of accounts of our Bank will take place on 
30th June 1979. Branch Managers should properly assign the work 
to members of staff, and should ensure that they understand the 
details of the work assigned to them. All statements required to 
be submitted must be correctly prepared. Branches in the Middle 
East and U.K. should send their returns, in duplicate, to their 
respective Regional Office in Abu Dhabi and U.K. Branches in all 
other regions should send them, in duplicate, to Central Office, 
London. 

NOTE: Conversion to U.S. Dollars - Rate of Exchange 

The rate of exchange for converting local currency figures (of all 
relevant statements) to U.S. Dollars will be the middle rate of 
buying/selling local currency into U.S. Dollars on 30th June 1979, 
or the last working day of the month. Branches in the U.K. and the 
U.A.E. are requested to submit their Statement of Affairs and 
Statements of Income and Expenditure in local currency only. 
Arrangements have been made at respective Regional Offices to work 
out the U.S. Dollar equivalent as at 30th June 1979 on a 
consolidated basis. 

The other details are as under: 

PART 'A' - EXPENDITURE HEADS 

1) Interest/Service Charges on Current Accounts 

Interest is not paid on Current Accounts in terms of inter-Bank 
Agreement. However, a minimum service charge may be charged on 
small and un-remunerative current accounts at the discretion of 
the Manager. Service charges rates for the branches will be 
separately notified by the Regional Offices. 

2) Interest on Savings Accounts 

Interest on Savings Accounts will be applied as usual. All 
Savings Account Ledgers should be balanced before application of 
interest and should again be balanced after interest has been 
applied. While calculating interest the balance outstanding on 
the date of interest application should be treated as outstanding 
during the remaining period of June 1979, and no adjustment should 
be made for any variation of the balance during the remaining days 
of June 1979. 

Cont'd/... 
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DATE 
June 1, 1979 

QUERIES TO. 

3) Interest on Call Deposit/Term Deposits 

Interest on the above deposits should be calculated at the agreed 
rates upto June 30, 1979 and booked as under: 

DEBIT: Profit & Loss A/C (Expenditure) - 

Interest Paid on Deposit 

CREDIT: Interest on Deposit 

NOTE: (Under the current Accrual Accounting System, the monthly 
liability for interest on the above accounts is already being 
booked each month as above. As such only the interest for the 
month of June 1979 will be required to be booked) 

4) Interest on Deposits from Banks 

Interest should be calculated until June 30, 1979 from dates of 
deposit and provision already made upto May 1979 deducted therefrom. 
Entries should be passed for interest amount as under: 

DEBIT: Profit & Loss A/C (Expenditure) - 

Interest paid on Deposits from Banks. 

CREDIT: Sundry Creditors - Expenditure Payable - 

Interest on Deposits from Banks. 

NOTE: (Under the current Accrual Accounting System, the monthly 
liability for interest on the above accounts is already being booked 
each month as above. As such only the interest for the month of 
June 1979 will be required to be booked). 

5) Interest on Borrowings from Banks 

Interest on such borrowings, if any, must be provided at the agreed 
rate from the date of borrowing or the date of last credit given 
upto 30th June, 1979. (The note on Accrual Accounting in para 3 
also applies to this para). 

6) Interest on Inter-Branch Accounts 

Interest on Inter-Branch Accounts should be applied at the notified 
rate. The balance as on the date of application of interest shall 
be treated as the balance maintained for the rest of June and no 
adjustment should be made. The Interest Advice should be originated 
by the Account Holding Branch which should convey the interest figure 
by telegram/telex to the Account Maintaining Branch. The account 
maintaining branch should respond the interest amount in their books 
immediately on receiving telegram/telex from the account holding branch. 
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QUERIES TO.

Adjustment for the difference, if any, should be made after receipt 
of interest advice, in consultation with the account holding branch. 

7) Salary & Allowances to Staff Members 

Salary and Allowances to staff members for the month of June, 1979 
should be disbursed as given out in the calendar attached. 

8) Depreciation of Furniture and Equipment Account & Capitalised Expenditure 

Provision for depreciation on furniture and equipment should be 
calculated at the rates mentioned below:-

UAE Region Other Regions 

(a) Furniture & Fixture • 10% p.a. 10% p.a. 
. (b) Carpets 25% ' 25% "

(c) Vehicles . 20% p.a. 25% p.a. 
(d) Machines & Equipment . 20% 1 20% " 
(e) Capitalised Expenditure . 25% i. As per note below 

NOTE: 1) Leasehold properties spread over period of lease 
with a minimum of 2%. 

2) For freehold properties, provide 25% on capitalised 
expenditure incurred, such as renovations etc. 
However Branches in UK Region will provide at 12.5%. 
No depreciation should be provided on the cost of 
aquisition of such properties. 

Under the Accrual Accounting System, provision for depreciation should 
have been charged upto May 31, 1979. The additional depreciation 
should now be calculated for the remaining period upto June 30, 1979 
in accordance with the earlier instructions. 

Please provide for the Depreciation on Furniture and Equipment Account 
and Capitalised Expenditure, upto June 1979 but do NOT set off the 
amount of depreciation against the corresponding bo6k—value of the 
concerned assets. Total provision of depreciation from 1st June 1979 
to 30th June 1979 will be reflected in the Sundry Creditors - 
Expenditure Payable Account Provision for Depreciation on 

Branches in the U.K. Region should follow instructions laid down in 
the U.K. Regional Circular No. 77/65 dated 14th December 1977, for 
booking the depreciation calculated on various fixed assets. 
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NOTE: According to the current system, provision for Depreciation 
on all the above items should already have been made upto 
May 31, 1979 by debiting Profit & Loss A/C (Expenditure) 
Depreciation on   and crediting Sundry 
Creditors Expenditure Payable A/C provision for Depreciation 
on 

Entries for June Provision 

DEBIT: Profit & Loss A/C (Expenditure) Depreciation 

CREDIT: Sundry Creditors - Expenditure Payable A/C. 

Provision for Depreciation on 

NOTE: (i) The opening balances of all items of Furniture 
& Equipment on 1.1.1979 must agree with the 
Closing balances as on 31.12.1978. 

(ii) The entries for depreciation should be passed in 
the books on the date shown in the calendar although 
depreciation will be calculated upto June 30, 1979. 

(iii) Depreciation should be calculated in such a manner 
that the written down value of items is rounded off 
to the nearest unit of Local Currency e.g. Dirham, 
pound Sterling. 

(iv) The amount of depreciation on items (a) to (d) should 
be calculated on prorata basis according to the 
period for which the relative item has been in use/ 
purchased. 

U.K. branches should provide depreciation on assets and 
on capitalised expenditure at the rates shown above 
on the balance outstanding in the respective account 
as at June 30, 1979. 

9) Stationery Consumed 

Stationery consumed upto the date of passing the entries should be 
debited to Profit and Loss - Expenditure A/C Stationery, and credited 
to Other Assets - Stock of Stationery Account. 

The Stock of Stationery Account should be properly balanced after 
passing the entries for the stationery consumed during the period 
and the stock on hand should be verified, by proper stock taking. 
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10) Interest on Loans and Advances 

Interest on all categories of Loans/Advances chargeable at monthly 
rest must be calculated upto 30th June, 1979 and charged to respective 
party's account and credited to respective income account. For all 
interest chargeable other than on monthly rest (by regulatory or 
special arrangement) the accrued income should be computed and booked 
as under:-

Debit: Other Assets Suspense A/C - Income Receivable - 
Code 20655 Interest of Loan 

Credit: Income A/C. Interest Receivable on 

11) Interest on Placements/Deposits with Banks 

Interest on all such accounts must be properly computed at agreed 
rates, upto 30th June. If the deposits are on Demand in interest 
bearing current Account, the respective Account will be debited 
directly. If the deposits are on Term Deposits, the computed 
interest should be debited to Other Assets A/C. Income Receivable 
Interest on Deposits with banks and credited to Income A/C - 
Interest on deposit with bank. 

12) Interest receivable on Borrowings by other Banks 

Interest receivable on such borrowing by other banks should be 
computed upto 30th June, 1979, and provided for as under:-

Debit: Other Assets (Interest Receivable) Interest on Borrowings 
by other Banks. 

Credit: Income A/C - Interest on Borrowings by other Banks. 

13) Interest on Inter Branch (Receivable) Account 

Account maintaining branch will receive Telex/Telegram (or telephone) 
intimation of the interest due to them on their credit balances. 
They would provide for this amount in the account "Interest Received on 
Inter-Branch A/C" for the purpose of this Closing. (Subsequently, a 
credit advice should be received from the branch holding the account 
to confirm the above credit amount). 

14) Accrued Income/Accrued Expenditure 

The accounting and booking-in of all provision made for accrued 
income and expenditure are clearly laid down on our "Introduction 
of Accrual Accounting" System Circular No. 016 dated 20.11.74 - 
all aspects of which should be carefully implemented. 

Cont'd/... 

•



SUBJECT PAGE 

INSTRUCTION CIRCULAR 

NUMBER  
050 Half-yearly closing of 

Accounts on 30th June 1979 

91 
DATE 

June 1, 1979 
QUERIES TO: 

All half year ending accruals will be posted to the heads "Other 
Assets Income Receivable" Code 20655 and "Sundry Creditors (General) 
Expenditure Payable" Code 10511 and will remain in these accounts 
during the subsequent half-year for adjustment as and when Income 
are actually received or Expenditure actually paid/become due for 
payment. No Accounts either on the General Ledger or the Income/ 
Expenditure subsidiary ledger will therefore have a MINUS Opening 
balance (i.e. Debit Balance on Liability Head/Income Head or Credit 
balance on Asset Head/Expenditure Head). 

NOTE: Separate Statements have been included in the closing stationery 
set in which sub-headwise details of "Income Receivable" and 
"Expenditure Payable" are to be properly filled-in and the 
totals of these should agree with the figures given in Code 
20655 and Code 14511 respectively, appearing at the overleaf 
of the Statement of Affairs. 

15) Prepaid Expenses/Income Received in Advance 

The accounting for prepaid Expenses/Income Received in Advance has been 
clearly laid down in the System Circular No. 016 dated 20.11.1974 
"Introduction of Accrual Accounting". (Points mentioned in paragraph 
13 regarding Adjusting A/C Credit & Debit will be applicable to Prepaid 
Expenses/Income Received in advance). 

16) Statement of Income & Expenditure 

A consolidated Statement of Income and Expenditure on Form ACT-F-31 
and ACT-F-31A should be prepared to arrive at the Profit or Loss 
position of your branch as on June 30, 1979 including adjustment for 
all accrued and prepaid income and expenditure. 

The net profit or loss position of the branch, after making proper 
provision as mentioned above, should be conveyed by telegram or telex 
to reach the respective Regional Office at Abu Dhabi, London, Paris, 
Cairo and Central Accounts Division, London latest by July 1, 1979. 

PART 'B' - STATEMENT OF AFFAIRS (ASSETS SIDE) 

1) Excess Cash Amount 

Entries pertaining to excess in cash outstanding upto March 31, 1979 
should be adjusted by crediting the amount to Profit & Loss-Income-
Miscellaneous Earnings. 
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2) Due From Banks/Affiliates/Branches/N.B.F.I. 

Under the new Coding system Banks have been separated from Affiliates 
and should therefore be shown separately. 

Each of the above classifications are then shown under three 
categories - Demand, Short Term upto 30 days, and Term over 30 days. 
The subsidiary ledger, should be balanced Bank/Affiliates/Branch/ 
N.B.F.I.-wise and a separate statement should be submitted with the 
returns. As the Luxembourg Banking Commission requires information 
regarding the location of the "Due From" fund, Branches are instructed 
to mention in their statement of "Due From Banks/Affiliates etc" 
the location of the Branch (of the concerned Bank/Affiliate) from 
which the fund is due. 

3) Borrowings From Banks 

As far as possible, borrowings from Banks and other Financial 
Institutions, if any, should be settled before the end of June, 1979. 
This, however, does not apply to deposits received from Banks and 
other financial Institutions in the normal course of business. 

4) P.A.D. 

The current procedure provides for monthly accrual and charging 
of interest on PAD. The PAD accounts must accordingly reflect the 
above position. 

5) Temporary Overdrafts 

Efforts should be made to have all Temporary Overdrafts and Excess 
over Limits allowed to various customers adjusted as soon as possible 
so that such temporary facilities may not remain outstanding at the 
time of half-yearly closing. 

6) Revaluation of Foreign Currency Holdings 

Foreign currency balances held with various banks and correspondents 
as well as foreign currency notes in hand should be revalued at the 
current ruling rate on June 30, 1979. 

The resulting profit or loss, if any, on such holdings should be 
booked to the credit or debit of Profit/Loss on Exchange Trading. 
Similarly, profit or loss, on forward purchase or sale contracts 
for foreign currencies, outstanding on June 30, 1979 should be 
computed and booked in as laid down in the Circular for Accounting/ 
Recording of Foreign Exchange Transactions bearing No. 015 dated 20.11.74. 
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7) Revaluation of Investments 

Bank's investments in stock and other securities should be reviewed 
and depreciation, if any, in such investments should be accounted 
for by making suitable provision as laid down in the Accrual 
Accounting Circular No. 016 dated 20.11.1974. Appreciation, if any, 
in investment may be taken into account only after obtaining prior 
approval from the Regional Office. 

8) Other Assets (Stock of Stationery/Stamps/Adv. Dep) 

The half-yearly closing stationery contains separate statements 
wherein details of the above accounts have to be filled in and 
fully reconciled with the corresponding heads in the Statement 
of Affairs. 

9) Other Assets - Advance Rent 

A separate format for advance Rent has been designed which should 
be clearly filled in. 

10) Suspense Account 

Endeavour should be made to have all the entries in Suspense 
Account adjusted before the half-yearly Closing of Accounts. 
Special attention should be paid to adjust all the entries outstanding 
in Sundry Debtors Accounts and Other Suspense Accounts. You should 
also ensure that entries pertaining to expenses incurred for 
opening of branches have either been debited to capitalised 
expenditure and is being regularly written off as per rate fixed 
or debited directly to Expenditure A/C. 

11) Other Assets - Income Receivable 

This should be fully reconciled with the subsidiary head contained 
therein. 

12) Capitalised Expenditure 

Details must be provided in the relative statements. 

13) Furniture/Fixtures 

The relative statements should be correctly filled in after 
applying current rates of depreciation. The opening balance must 
agree with the closing balance of December 31, 1978 (Form ACT-F-35A 
and ACT-F-37). 

14) Contra Accounts/Assets/Liabilities 

All heads under this series on Assets side must fully agree with 
the corresponding contra heads on the liabilities side. 

 • 
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1 )  Due to Banks/Branches/Affiliates 

Please note contents of paragraph 2 of Part B. As we are required to 
completely knock-off the Inter Branch holdings of deposits, great 
care should be taken to fully reconcile your branch's position as on 
June 30, 1979 with all other branches with whom accounts are maintained. 

2) Confirmation of Balances from Customers 

Letters requesting confirmation of balances to customers maintaining 
credit balances (Form No. DEP-F-4) & debit balances (Form No. ADV-F-5) 
should be mailed to the customers alongwith statements of their 
accounts and confirmation letters received from them duly signed 
should be filed in the respective confirmation file, after verifying 
the signatures of customers thereon. Letters requesting confirmation 
of balances are not required to be sent to customers maintaining 
fixed/term deposits where special receipts are issued and where cheque 
books are not issued for withdrawal of funds on maturity. 

NOTE:Branches with Computer Terminals 

Branches with computer terminals need not prepare separate Statements 
of Affairs and Statements of Income and Expenditure enclosed with the 
circular and in lieu submit the computer output provided these 
cover all heads of General Ledger and Income/Expenditure Ledger 
including the new heads recently introduced. 

PART 'C' - CLOSING STATIONERY 

1) Half-Yearly Closing Statements 

Three sets of forms required for preparing half-yearly closing 
statements are being sent to all the branches. The Managers are 
advised to obtain additional quantity of forms, if required, well in 
advance so that submission of statements to Regional Office is not 
held up due to non-availability of relative forms. 

2) Method of Submission of Returns to 
Regional Office & Head Office 

The branches in M/E and UK Region will submit two copies of the 
statements to the respective Regional Offices, separately packed in 
No specially printed envelopes marked to Regional Office and Head 
Office. Branches in other Regions will submit their statements in a 
similar way to Central Accounts Division, London in specially printed 
envelopes supplied to them. After scrutiny Regional Offices at Abu Dhabi 
and London will forward Head Office set of statements to the Central Acct. 
Div. who will arrange their onward despatch to respective H.O.s in 
Luxembourg and Grand Cayman. It may please be noted that the Statements 
detailed in this Circular are in addition to daily, weekly, fortnightly, 
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monthly and quarterly statements prescribed earlier. It is necessary 
that all the statements are correctly prepared and mailed as soon as 
possible for the half-yearly closing but not later than the dates 
mentioned in the attached closing calendar. 

3) Telex/Telegraphic Submission of Basic Data 

The following figures of your branch, as on June 30, 1979 (after 
closing of Accounts) should be communicated by Telegram/Telex/Telephone 
to the Accounts Control Department of the respective Regional Offices 
and the Central Accounts Division, London as soon as possible after 
the closing but not later than July 1, 1979. 

a) Deposits from customers 
b) Deposits from banks 
c) Borrowings from banks 
d) Borrowings from Central Bank 
e) Deposits with Banks (Our placements) 
f) Borrowings by banks 
g) Sundry creditors 
h) Other Assets 
i) Total Advances 
j) Total Letters of Guarantee outstanding 
k) (i) Letters of Credit Outstanding 

(ii) Acceptances Outstanding 
1) Total Outstanding - forward Sale Contracts of Foreign Currency 
m) Total Outstanding - forward Purchase Contracts of Foreign Currency 
n) Total number of Current Accounts 
o) Total number of Savings Bank Accounts 
p) Profit/Loss position 
q) (i) No. of Loan Accounts 

(ii) No. of O.D. Accounts 
r) No. of officers & staff (separately) 

Month end figures under 17 columns should be reported to the Special 
Cell, Regional Office as usual. 

NOTE: The following are attached with the circulars for use of the 
branches and subsidiaries. 

1) List of statements to be submitted as on June 30, 1979. 

2) The closing calendar in Annexure 'B' for different regions. 

4.•••16 
.......... 

MA I UR RAHMAN AMEER H. SIDDIKI 
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LIST OF STATEMENTS TO BE SUBMITTED ON 30.6.1979 

ANNEXURE 'A' 

1. Statement of Affairs (Form No. ACT-F-21 & 21A) 
(After Closing) 

2. Term Deposits and Short Term Deposits 
overdue and other term Deposits 
(separate statements for different 
heads of account) (Form No. ACT-F-7) 

3. Outstandings in Sundry Creditors (Form No. 94) 

(Please mention date of entry 
particulars and amount for each 
outstanding entry) 

4. Statements of Income & Expenditure (Form No. ACT-F-31/31A) 

(To be prepared after making all 
provisions and before iEF4TrTg Income 
and Expenditure Accounts to find out 
net profit or Loss Position) 

5. Loan against foreign bills (Form No. 155) 

6. Packing Credits (Form No. 155) 

7. Payment against Documents (Form No. 155) 

8. Loan against Trust Receipt (Form No. 155) 

9. Loan against Imported Merchandise (Form No. EXCH-F-10) 

10. Cash Credit Against Goods (Form No. 155) 

11. Foreign Bills Purchased (Form No. 105) 

12. Local Bills Discounted (Form No. 105) 

13. Local Bills Purchased (Form No. 105) 

14. Temporary Overdrafts (Form No. ACT-F-13) 

15. Overdrafts (Clean) (Form No. 155) 

16. Overdrafts (Secured) 

17. Loan (Clean) (Form No. 155) 
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18. Secured Loans 

19. Loans/Advances to Staff 

20. Investments in Stocks and 
Securities 

21. Interest/Income Accrued on Investments 

22. Stock of Stationery 

23. Stamps on Hand 

24. Advance Rent 

25. Separate Statements for outstanding 
in subsidiary accounts of OTHER ASSETS 
20600 mentioning date of outstanding 
full particulars of all outstanding 
items and the amount 

26. Capitalised Expenditure 

27. Furniture and Equipment (This statement 
should be prepared in a manner to 
clearly reflect items (along with cost 
thereof) provided at the residence of 
various staff members and the office 
premises separately). 

28. Statement of Letters of Guarantee issued 
and outstanding as on 3 .6.1979. In this 
statement please report all outstanding 
Letters of Guarantee individually and 
mention nature of commitment such as 
"Earnest Deposit for Tender" "Purchase of 
Goods on Credit" etc. (as the case may be) 
in the last column 

29. Letter of Credit Outstanding 

30. Acceptance Outstanding 

31. Reconciliation Statement of all accounts 
maintained with branches and 
correspondents alongwith certificates of 
balances from relative banks. Wherever 
certificates of balances are not readily 
available submission of this statement may 
not be held up. The certificate of balance 
may be submitted subsequently to Regional 
Office, as soon as available. 

(Form No. 155) 

(Form No. 100) 

(Form No. 

(Form No. 

(Form No. 

(Form No. 

ACT-F-08) 

ACT-F-09) 

ACT-F-10) 

ACT-F-11) 

(Form No. 101) 

(Form No. 94) 

(Form No. 102) 

(Form No. ACT-F-35A & 37) 

(Form No. 104) 

(Form No. 85) 

(Form No. 155) 

(Form No. EXCH-F-22) 
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32. Forward Purchase/Sale Contracts for 
foreign Currencies (Form No. 92) 

(Proforma enclosed) 

33. Nil Statements (Whenever nothing 
is to be reported under a particular 
head of account) 

34. Any other statement necessary for 
Regional (regulatory) requirement 

35. Details of Income Receivable 

36. Details of Expenditure Payable 

37. Statement of Due from 

38. Statement of Due to 

(Form No. ACT-F-01) 

(Proforma enclosed) 

(Proforma enclosed) 

(Form No. 83) 

(Form No. 93) 

- 
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UK/CONTINENT/MIDDLE EAST BRANCHES 

HALF-YEARLY 1979 - CLOSING CALENDAR 

M/E Region 

Apply Service Charges Current Accounts 12. 6.79 

Provide Depreciation on Furniture & 
Equipment & Capitalised Expenditure etc. 17. 6.79 

a) Payment of Salaries to Staff Members 
b) Balancing of Savings/7 days Deposit 

Account Ledgers 17. 6.79 

a) Application of Interest on Savings/ 
7 days Deposits 

b) Balancing of Savings/7 days Deposits 
after application of interest 24. 6.79 

Interest on - i) Call Deposits 
ii) Fixed/Term Deposits 24. 6.79 

Revaluation of Investments 

Excess cash prior to March 1979 to be 
transferred to Income Account 

Provisions to be made for: 24. 6.79 

i) Accrued Income 
ii) Accrued Expenditure 
iii) Prepaid Expenses 
iv) Income Received in Advance 28. 6.79 

Interest on - i) Deposits from Banks 
ii) Borrowings from Banks 

iii) Loans and Advances 
iv) Deposits with Banks 
v) Borrowings by other 

Banks 28. 6.79 

Interest on Loans/Overdrafts 28. 6.79 

Entries to be passed for Stationery 
consumed 28. 6.79 

a) Telex/telephone advice about figures 
of deposits/advances/other statistics 
and results etc. to Regional Office/ 
Central Office 1. 7.79 

b) Revaluation of foreign currency a/c/ 

ANNEXURE 'B' 

U.K. Region Other Regions 

18. 6.79 18. 6.79 

11. 6.79 18. 6.79 

22. 6.79 22. 6.79 

25. 6.79 28. 6.79 

25. 6.79 28. 6.79 

(Earlier than)(Earlier than) 
26. 6.79 30. 6.79 

26. 6.79 28. 6.79 

25. 6.79 28. 6.79 

25. 6.79 28. 6.79 

26. 6.79 28. 6.79 

N/A 30. 6.79 

30.6.79 

Cont'd/... 
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Hand delivery of statements in UAE 
Region in the prescribed manner 
Post delivery (Airfreight) for other 
Regions to the Regional Office/Central 
Office 

M/E Region U.K. Region Other Regions 

1. 7.79 3. 7.79 3. 7.79 
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