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KPMG PEAT MARWICK
POLICY ECONOMICS GROUP
CZECH SAVINGS BANK, A.S.

PROCEDURES MANUAL FOR MANAGING FOREIGN PAYMENTS

OBJECTIVE

The objective of this report is to provide a procedures
manual for managing foreign payments at the Czech Savings Bank
("Bank"). This manual focusses on current procedures for
processing foreign payments sent to and originating from the
Bank.

METHODOLOGY

Data presented in this report have been obtained through
personal interviews of Senior and Line Managers of the
International and Foreign Exchange Division of the Bank, and
discussions with branch personnel. In some instances detailed
guestionnaires, in Czech and English, have been presented
prior to meeting with interviewees/respondents. The service
of a translator has been required for about 40% of the
interviews and observations conducted. This includes
translation by formal translators and "spontaneous"
translation done by the respondents for colleagues. KPMG has
verified information obtained in these interviews by on-site
observation of daily work conducted by the personnel of the
Bank and by further discussions with key managers. In all
cases, written memoranda of meetings have been verified by the
respondents for the accuracy of observations.

DEFINITION OF FOREIGN PAYMENTS

Foreign payments are defined in this report as any cross-
border movement of funds coming into or moving out of the
Czech Savings Bank. Since such movements are typically
associated with various fee-based services provided to its
clients, the payment procedures will be addressed in
association with those services. The purpose of this
association is to emphasize the coordination required within
the Bank to control and manage the foreign payments process
generated through providing these services. The various fee-
based services can be identified by common product names:

e Clean Payments(incoming and outgoing)

e TImport and Export Letters of Credit

e TImport and Export Documentary and Clean Collections

¢ International Guarantees and Standby Letters of Credit

e TForeign Exchange Purchases and Sales



e Euro-currency Deposits Placed and Taken

-

e Cross-border Loans and Discounts(including & forfait
transactions)

e Foreign Correspondent Banking Services

Each of these services requires specific accounting and
control procedures to assure the validity and timeliness of
the actual payment to or from the Bank. This paper defines
these basic requirements which are necessary in the payments
process.

ORGANIZATIONAL STRUCTURE AND THE FLOW OF FOREIGN PAYMENTS
The Branch Structure

All customer deposit accounts are domiciled in the
branches of the Bank. There are over 2000 individual branches
and agencies of the Czech Savings Bank throughout the Czech
Republic. They report through 80 district branch offices
which, in turn, are coordinated through 8 regional branch
offices. These 8 regional branch offices report to the Head
Office of the Bank in Prague.

Requests for international services originate from
customers throughout this system, however, all applications
for international services originating from clients who
maintain accounts below the district level must be processed
through the district branch office and then to Head Office
located in Prague. Cross-border payments made to customers of
the Bank from outside the country flow first to Head Office
and then into the branch system.

Head Office Structure:International and Foreign Exchange
Division

There are no deposit accounts domiciled at Head Office.
However, within Head Office resides the International and
Foreign Exchange Division. The technical personnel, systens
and procedures for all international banking services are
based there and all cross-border payments to and from the Bank
flow through this Division. As of April 1, 1993 there are 103
full-time personnel in the International and Foreign Exchange
Division of the Bank. They are organized under a single
director with five major service units. The five major service
units and current numbers of personnel are identified below:

NAME OF UNIT NUMBER OF PERSONNE1l

Office of the Director Director plus 2 personnel
Clean Payments Department Manager plus 46 personnel
International Trade Dept. Manager plus 18 personnel



Assets and Liabilities Dept. Manager plus 20 personnel
Foreign Exchange Division Manager plus 5 personnel
S.W.I.F.T. Manager plus 6 personnel
CLEAN PAYMENTS DEPARTMENT

Virtually every cross-border incoming or outgoing
transaction in the Bank flows through the Clean Payments
Department. It is here, in the Clean Payments Department (CPD),
that the computer system that interfaces branch customer
accounting and the General Ledger of the Bank resides. Once a
customer completes an application requesting an international
transfer of funds, or a payment needs to be made to complete
another international service, the following actions occur:

1. Branch personnel verify signatures and isolate funds in a
Transit Account No.209, i.e.,

Debit: Customer Account
This debit may be in crowns or in foreign
currency. The Bank has current deposit
accounts from eligible depositors in eight(8)
convertible currencies.

Credit: Transit Account No.209xyz~OP
("xyz" is currency code; "OP" is branch code)

2. Payment instruction is sent to Head Office CPD, or
authorization to another part of International to make
payment, which acts on above entries through CPD as

follows:
Debit: Transit Account No.209xyz-OP
Credit: Due From (Named) Foreign Bank(Nostro Account)

If a correspondent bank has not been specified by the
customer, CPD personnel chose one as convenient to the
payee as possible and the payment instruction is
delivered to the S.W.I.F.T. Department. S.W.I.F.T.
operates the Bank’s international communications network
and sends the instructions. :

These are the basic entries for all outgoing foreign
payments of the Bank. Payments coming into the Bank are
processed through CPD and the accounting entries are just the
opposite of those noted above.!

! While the debits and credits above appear straight
forward, they do not reveal the shortcomings of the systenm
providing the computer interface with the General Ledger or the
problems associated with managing the balances, and reconciling
the balances of Nostro accounts. It is sufficient to indicate
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INTERNATIONAL TRADE DEPARTMENT

The International Trade Department is composed of three
functional areas. They are Documentary Credits, the Bank
Guarantee area, and Correspondent Banking.

DOCUMENTARY CREDITS

The Documentary Credits Department provides import and
export letter of credit services and import and export
collection services.

Letters of Credit

All letters of credit are processed at Headquarters in
Prague. Credit authority required to issue letters of credit
is granted by the specific area responsible for the credit
relationship of the client. This is most frequently at the
Branch level. Branches are not allowed to issue letters of
credit, but only initiate applications for them. There are
written instructions provided to relationship officers in the
form of "Operating Procedure No. 155" detailing the credit
approval process and procedures to follow to request the
issuance of letters of credit by the Documentary Credit area.
A copy of this Operating Procedure is attached under the
title: APPENDIX A. Each application for the letter of credit
bears appropriate signatures and signature verifications prior
to issuance of the letter of credit. Should the amount of the
application exceed the credit authority available in the
Branch, written procedures are in place to indicate how to
obtain approval from the next level of authority.

Collateral control and all other documentation supporting
the application is the jurisdiction of the area of credit
responsibility. Each branch office maintains its own records
of customer liability. There is no central liability control
for the Bank. A standard counter indemnity form given to the
Bank by the client for issuing a letter of credit is in
preparation, but is not currently available for use.

here that there are delays in clearing the Transit Account from
seven(7) to ten(10) days. While instructions are sent to
correspondent banks to charge Nostro accounts through the
S.W.I.F.T. Department, the accounting information related to the
transaction is delayed in reaching the Assets and Liabilities
Department and the Financial Accounting Department. Consequently,
Nostro balances are not in strict control, and the Nostro
balances on the General Ledger are also delayed in posting. A
more thorough discussion and recommendations for improving this
system is the subject of another paper.



Most letters of credit are issued in foreign currencies.
On Thursday of each week, personnel in the Documentary Credit
area submit a balance outstanding, by currency, of letters of
credit outstanding to the Assets and Liabilities Department.
Assets and Liabilities personnel prepare entries to the
General Ledger of the Bank with this data and send them to the
Financial Accounting Department. Thus, outstanding
liabilities under letters of credit are seven days in arrears
on the General Ledger. Only individual letter of credit files
reflect the true Bank liability outstanding. Crown balances
are not maintained in General Ledger memorandum accounts, but
are converted at current rates when reports are required in Kc
equivalents.

Branch personnel have instructions concerning their
responsibility to seek appropriate cover for foreign exchange
payments.

International Collections

All international collections are processed at Head
Office in Prague. Written procedures for processing import
and export documents are being finalized. Senior Management
approval is anticipated in May, 1993. At that time it will be
assigned an official "Procedure Number". Meanwhile,
accounting and control procedures recommended in that
document, have been implemented to the greatest possible
extent under existing authority.

Since there is no Bank credit exposure on collection
transactions, except in the case where the Bank adds its
guarantee or aval to the bill of exchange or other debt
instrument, there are no liability accounting entries to
prepare. In the case where a Bank liability is created, the
debt instrument will continue to be maintained in the
collection files under appropriate reference numbers.
However, the guarantee or aval will be identified by number
assigned by and recorded in the Guarantee Department. The
item will be accounted for in the same way as other Bank
guarantees, including all required credit approvals.

Accounting and Control Procedures

Action has been taken in the Documentary Credit area to
create separate files and appropriate issuance registers to
control the liability and fee income associated with each
letter of credit issued and any foreign exchange liability
associated with the letter of credit. Similar files and fee
income accounting procedures are in place for import and
export collections. There are no subsidiary ledgers for
customers however.

There is no central liability control system within the
Bank. Branch offices are expected to maintain their own
accounting records for direct and indirect liabilities
outstanding. Ingquiries from branches directed to the
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Documentary Credit Department indicate that accounting for
these liabilities and associated fees require improvement in
accuracy and consistency. It is not clear that the branches
distinguish one type of credit liability from another under
the aggregate line available for a customer, i.e., guarantees,
loans and letters of credit may all be added together and not
monitored individually under the accounting procedure.
Likewise, from inquires made, it is not clear that all income
is being properly charged to clients’ accounts on a timely
basis, or that if it is charged on a timely basis, that it is
being properly applied to the right customer. The same is
true for payments of principal amounts due on drawings under
letters of credit.

ALL RECOMMENDED ACCOUNTING AND PROCESSING PROCEDURES
BELOW MUST BE REVIEWED AND APPROVED BY THE BANK'’S
ACCOUNTING DEPARTMENT AND OTHER DEPARTMENTS AS
DEEMED APPROPRIATE TO DETERMINE APPLICABILITY AND
COMPLIANCE OF THESE RECOMMENDATIONS WITH ACCOUNTING
AND STATUTORY REQUIREMENTS OF THE BANK AND THE CZECH
REPUBLIC.

RECOMMENDED ACCOUNTING PROCEDURES FOR LETTERS OF CREDIT(L/C)

Lacking a central liability accounting system, it is
imperative that the outstanding liabilities recorded through
the system of customer and subsidiary ledgers described below
be verified with branch records, in writing, at least monthly,
and more frequently should management require it.

Balances in subsidiary ledgers should be verified with
balances in the General Ledger at least weekly. Subsidiary
ledger entries should be processed by the end of the day the
transaction was initiated, provided all deadlines are met to
allow such work to be accurately accomplished. All General
Ledger entries should be presented to Financial Accounting at
the close of each business day for posting on the next
business day. 2all transit accounts used to record inter- and
intra-departmental entries must be reconciled daily.

General Ledger and Subsidiary Ledger Accounts Required

In order to implement the accounting recommendations
below the following specific accounts must be available.

GENERAL LEDGER LOAN-ASSET ACCOUNT
Own Acceptances Purchased
GENERAL LEDGER UNEARNED INCOME-LIABILITY ACCOUNT

Unearned Discount-Own Acceptances Purchased



GENERAL LEDGER CONTRA-ASSET ACCOUNTS

Customer Liability Outstanding-Bankers Acceptances
Customer Liability Outstanding-Deferred Payment
Obligations

GENERAL LEDGER CONTRA-LIABILITY ACCOUNTS

Bank Liability Outstanding-Bankers Acceptances
Bank Liability Outstanding-Deferred Payment Obligations

GENERAL LEDGER: OFF BALANCE SHEET (memorandum) ACCOUNTS
ASSETS

Customer Liability Outstanding-Commercial Letters of
Credit (L/C)

Import L/C’s-Sight

Import L/C’s-Time

Import L/C’s-Deferred Payment

Export L/C’s-Confirmed Sight
Export L/C’s-Confirmed Time
Export L/C’s~Confirmed Deferred Payment

LIABILITIES

Bank Liability Outstanding-Commercial Letter of Credit(L/C)
Import L/C’s-Sight
Import L/C’s-Time
Import L/C’s-Deferred Payment

Export L/C’s-Confirmed Sight
Export L/C’s-Confirmed Time
Export L/C’s-Confirmed Deferred Payment

Appropriate Income and Expense Accounts as deemed necessary
for all of the products noted above.

SUBSIDIARY LEDGERS
Individual customer ledgers in various currencies.

Customer (NAME) Liability Outstanding-Bankers Acceptances
Customer (NAME) Liability Outstanding-Deferred Payment
Obligations

Import L/C’s-Sight (APPLICANT NAME)
Import L/C’s-Time (APPLICANT NAME)
Import L/C/s-Deferred Payment (APPLICANT NAME)

Export L/C’s-Confirmed Sight (ISSUING BANK NAME)
Export L/C’s-Confirmed Time (ISSUING BANK NAME)
Export L/C’s-Confirmed Deferred Payment (ISSUING BANK
NAME)



Daily Entries
(To be completed by the close of every business day)

Issuance and Amendment(increase) of Letter of Credit

(Issuance is defined as the day the L/C leaves the
Department to advise beneficiary.)

Complete all letter of credit file entries.
Deliver file with following entries to Supervisor for
final approval.

Debit: Customer Liability for L/C
Outstanding(subsidiary ledger). Amount of the
entry should be for the customer’s liability
under the L/C, including 10% increase for the
term "about" on the application.

Credit: Bank Liability for L/C Outstanding(subsidiary
ledger). Amount must be the same as debit
above.

The individual debit entries should be posted to each
customer liability ledger in the Department. After
posting, these entries should be added by currency. The
total in each currency will be used to prepare General
Ledger entries, by currency.

For efficiency, individual credits in the same currency
may be added and the total (batch) should be posted to
the Bank liability ledger. The total in each currency
will be used to prepare General Ledger entries, by
currency.

CAUTION: WHEN PROCESSING BATCH ENTRIES, MAKE SURE
SUM OF INDIVIDUAL DEBITS EQUAL CREDITS.

Subsidiary ledger entries will stay in the Department.
They should be filed chronologically.

Debit: Customer account at Branch for issuance fee
through Transit Account No.209%%*,

Credit: Fee income account for L/C issuance.

These entries will be sent at the close of business to
the Financial Accounting Department for processing the
next business day.

The General Ledger debit entries prepared in No. 2 above
should be totalled. The General Ledger credits should
also be totalled. The totals should agree by currency.
The General Ledger entries should be delivered to the
Financial Accounting Department. They will be processed
the next business day.



Drawing, Cancellation and Amendment (decrease) of Letter of
Credit
(Defined as the day above action occurs to reduce the
outstanding balance of the L/C or payment to beneficiary
occurs.)

1. Consult, if necessary, with the Foreign Exchange Division
to determine if a forward foreign exchange contract is
outstanding to cover payment under this particular
customers letter of credit liability. Rate of exchange
must be determined in consultation with traders in every
case, unless the letter of credit file indicates
otherwise. If a contract is outstanding for the payment,
then accounting must be adapted to retire the contract
and make payment with the proceeds.

2. Complete all letter of credit file entries.
Deliver file with following entries to Supervisor for
final approval.

3. Credit: Customer Liability for L/C
outstanding(subsidiary ledger). Amount of the
entry should be for the decrease in customer’s
liability under the L/C.

Debit: Bank Liability for L/C Outstanding(subsidiary
ledger). Amount must be the same as debit
above.

For efficiency, individual credits in the same currency
may be added and the total (batch) then posted, by
currency, to the Bank subsidiary ledger entitled:Bank
Liability for L/C Outstanding . The total in each
currency will be used to prepare General Ledger entries,
by currency. The individual debit entries should be
posted to each customer liability ledger in the
Department. After posting, these entries should be added
by currency. The total in each currency will be used to
prepare General lLedger entries, by currency.

CAUTION: WHEN PROCESSING BATCH‘ENTRIES, MAKE SURE
SUM OF INDIVIDUAL DEBITS EQUAL CREDITS.

Subsidiary ledger entries will stay in the Department.
They should be filed chronologically.

4. Debit: Customer account at Branch for negotiation
commission, cancellation fee, acceptance fees
and/or discount charges on draft as required
through Transit Account No.209%%*,

Credit: Fee income account for L/C issuance.



Payment of Sight Draft or Maturing of Time Draft

5.

Debit: Customer account at Branch for amount of
drawing by beneficiary of credit through
Transit Account No.209%%*,

Credit: Transit Account No.209** for amount being paid.
to foreign beneficiary.

THESE ENTRIES REPRESENT PAYMENT OF PROCEEDS OF LETTER OF
CREDIT. AN OFFSETTING DEBIT SHOULD BE PREPARED TO THE
TRANSIT ACCOUNT No.209%** AND DELIVERED WITH THE PAYMENT
INSTRUCTION TO EITHER THE FOREIGN EXCHANGE DIVISION OR TO
THE CLEAN PAYMENTS DEPARTMENT. THEY WILL BE REQUIRED TO:

debit: Transit Account No.209*%* (USING DEBIT
COPY SENT TO THEM FROM DOCUMENTARY
PAYMENT DEPARTMENT, NOTED ABOVE)

credit: Nostro account

These entries should be submitted within the deadlines
for receipt of entries as determined by the Clean
Payments and S.W.I.F.T. departments.

The General Ledger credit entries prepared in No. 3 above
should be totalled. The General Ledger debits should
also be totalled. The total of all debits compared to
the total of all credits, by currency, should agree. The
General Ledger entries should be delivered to the
Financial Accounting Department. They will be processed
the next business day.

Verify on next business day after General Ledger entries
have been passed that they were properly recorded.
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Acceptance of Time Draft (Bill of Exchange)

The acceptance of a time draft should be done by the
following wording typed or stamped on the face of the draft
and signed and dated by an authorized signatory of the Bank:

ACCEPTED:
(date)
CZECH SAVINGS BANK, A.S., PRAGUE, CZECH
REPUBLIC
BY:

(authorized signature)
Payable at maturity at the Czech
Savings Bank a.s.
Prague, Czech Republic
The transaction which give rise to this
instrument is the import/export of:

(goods description)

from:
to:
Acceptance No.
1. Debit: Customer Liability-Acceptances Outstanding
Credit: Bank Liability-Acceptances Outstanding
2. Debit: Customer account at Branch for acceptance fee

through Transit Account No.209%*%*.
Credit: Fee income account for acceptance fee.
Discount of Accepted Time Draft (Bankers Acceptance)

The discount of a bankers acceptance creates a loan that
must be funded by the Bank. It must, therefore, be accounted
for in the loan department where it is possible to accrue the
unearned income from the discount. The Assets and Liabilities
Department should control this asset and the loan income.

However, the Documentary Credit Department is the source
of the transaction and the place where knowledge of the
details of the transaction reside. Therefore, the Documentary
Credit Department must prepare the appropriate instructions to
the Assets and Liabilities Department. Usually discounts occur
at the time of acceptance, so the person who prepares the
debit and credit above will prepare a transmittal note to the
Assets and Liabilities Department.

Entries by Assets and Liabilities Department
With information on the transmittal note, Assets and

Liabilities Department will prepare the following debit and
credit entries:
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Debit: Own Acceptances Purchased Account (Face amount
of the acceptance)

Credit: Customer’s account with discounted
proceeds (Face amount of acceptance minus
discount). If the account is in the branch, a
credit should be done by normal procedures. If
funds are to be remitted elsewhere, follow
normal clean payment procedures.

Credit: Unearned Discount-Own Acceptances
Purchased (Amount of discount) NOTE: The
discount rate will be determined by the
Treasury for Kc items and the Foreign Exchange
Division for foreign currency items and a
spread established by the Loan Officer, to be
communicated to the Documentary Credit.

Each debit entry to the account "Own Acceptances
Purchased (OAP)" will be posted to individual customer
subsidiary ledgers as record of a loan transaction. At the
end of the day, all debit entries to OAP for discounted
acceptances will be totalled. A single aggregate debit entry
to the General Ledger account will be given to Financial
Accounting together with the credit entries for posting.

Maturity of Discounted Bankers Acceptance

At maturity of the acceptance, both the discount loan
must be paid and the customer and Bank liability for the
outstanding acceptance must be removed from the balance sheet.
The following entries will be passed:

Entries by Assets and Liabilities Department - Step One

Debit: Overnight Transit Account(Face amount of
acceptance, include acceptance control No.)

Credit: Own Acceptances Purchased(Face amount of
acceptance)
Debit: Unearned discount (for the remaining amount that

has not already been credited to income) No
entry will be required if fully accrued.

Credit: Discount income earned No entry will be
required if fully accrued.

Entries by Documentary Credit Department - Step Two

Credit: Overnight Transit Account(Face amount of
acceptance, include acceptance control No.)

Debit: Bank Liability Outstanding-Bankers
Acceptances (Face amount of acceptance)
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Debit: Customer’s Account (Face amount of acceptance,
include acceptance control number)

Credit: Customer Liability Outstanding-Bankers
Acceptances (Face amount of acceptance)

All credits to the Customer Liability Outstanding Account
will be totalled and a single entry prepared. This entry,
together with individual debits to the customer accounts, will
be processed through Financial Accounting at the end of the
day for posting to the General Ledger the next business day.
The individual customer liability credit entries will be
posted to the subsidiary customer ledgers and held in the
department in chronological order. The individual credit
entries to the transit account will be totalled and an entry
prepared. That total entry will stay in the Department with
the total entry prepared from adding all Bank Liability
Outstanding-Bankers Acceptances debit tickets. The individual
entries will go to Financial Accounting for posting to the
General Ledger. These will clear the entries passed by Assets
and Liabilities.

RECOMMENDED ACCOUNTING FOR INTERNATIONAL COLLECTIONS

On occasion the Bank may be requested to aval or
guarantee the bill of exchange associated with an
international collection which is to be paid at a future date.
In this case, it is recommended that the bill of exchange
reside under the control of the Documentary Credits
Department. The Guarantee Department should assign a control
number and maintain the customer liability outstanding in the
Commercial Guaranty category. Accounting will be as noted
below.

Creating an Aval or Guaranteed Bill of Exchange

Once appropriate credit authority to add the Bank’s
obligation to the bill of exchange, in writing, and a control
number from the Guarantee Department is obtained, the
Documentary Credit Department should indicate on the back of
the bill "pour aval" or "guaranteed by the Czech Savings Bank"
and obtain an authorized signature on the instrument. (The
exact legal form and language requirement of this indication
should be verified with legal counsel.) The following entries
will be made to Off-Balance-Sheet Accounts:

Debit: Customer Liability Outstanding-Accepted
Commercial Bills of Exchange

Credit: Bank Liability Outstanding-Aval/Guaranteed
Commercial Bills of Exchange

13



Payment of an Aval or Guaranteed Bill of Exchange

Credit: Customer Liability Outstanding-Accepted
Commercial Bills of Exchange

Debit: Bank Liability Outstanding~Aval/Guaranteed
Commercial Bills of Exchange

Debit: Customer’s Account
This could be through the Transit Account #209
to the branch of account, or to a loan account
if the drawee(customer) is unable to pay at the
time of maturity.

Credit: Drawer of the bill of exchange.
This will be done by normal payment procedures
through the remitting bank.

GUARANTY DEPARTMENT

The Bank Guarantee Department is responsible for issuing
all Bank guarantees and also approving all guarantees provided
by others to the Bank. This area is also responsible for

foreign currency loans and discounts, including i forfait
transactions.

Standby Letters of Credit

It is recommended that standby letters of credit be
prepared jointly by the Documentary Credit Department and the
Guarantee Department. Since issuing such credits is rare in
the Bank, while the credit itself should be prepared with the
help of the Documentary Credit Department, the liability
should be accounted for and monitored in the Guarantee
Department of the Bank. This cooperative effort is needed due
to the peculiarities of the instrument and its close tie to
the International Chamber of Commerce Rules for Documentary
Credits, Publication No. 500. A cross-reference file should
be maintained in the Documentary Credit Department together
with copies of the credit as issued.

Guarantees

All Bank guarantees should be prepared, accounted and
monitored in the Bank Guarantee Department. Balances in
customer and bank liability subsidiary ledgers should be
verified with each other and balances in the General Ledger at
least monthly. Subsidiary ledger entries should be processed
by the end of the day the transaction was initiated, provided
all deadlines are met to allow such work to be accurately
accomplished. All General Ledger entries should be presented
at the close of each business day for posting on the next
business day. All transit accounts used to record inter- and
intra~departmental entries must be reconciled daily.
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A’ Forfait Transactions

A’ forfait transactions are loan transactions. They are
a discount purchase by the Bank of non-recourse medium term
obligations in support of international trade transactions.
Individual customer files should be maintained in the
Department. Since this is a loan asset, accounting for the
customer balance and accrual of interest should be done in the
Assets and Liabilities Department responsible for loan
accounting and accrual. All standard loan policies and
procedures should apply.

RECOMMENDED ACCOUNTING PROCEDURES FOR GUARANTEES?> AND STANDBY
LETTERS OF CREDIT(L/C)

Lacking a central liability accounting system, it is
imperative that the outstanding liabilities recorded through
the system of customer and subsidiary ledgers described below
be verified with branch records, in writing, at least
guarterly, and more frequently should management require it.

General Ledger and Subsidiary Ledger Accounts Required

In order to implement the accounting recommendations
below the following specific accounts must be available. The
importance of distinguishing between commercial and financial
guarantees is based upon the inherent risk of each. This risk
is reflected in the risk-based asset to capital ratios agreed
in the Basel Agreement.?

2 For a detailed description and recommendations on the
policies and procedures of the Bank’s Guarantee Department see:
Appendices B and C.

’ Financial guarantees and standby letters of credit carry
100% of the 8% capital requirement whereas commercial guarantees
and standby letters of credit (such as bid, performance and
advance payment bonds), only carry 50% of the 8% capital
requirement.
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GENERAL LEDGER: OFF BALANCE SHEET (memorandum) ACCOUNTS
ASSETS

Customer Liability Outstanding-Commercial Guarantees
Customer Liability Outstanding-Commercial Standby L/Cs
Customer Liability Outstanding-Financial Guarantees
Customer Liability Outstanding-Financial Standby L/Cs

LIABILITIES

Bank Liability Outstanding-Commercial Guarantees

Bank Liability Outstanding-Commercial Standby L/Cs

Bank Liability Outstanding-Financial Guarantees

Bank Liability Outstanding-Financial Standby L/Cs

Bank Liability Outstanding-Commercial Letter of Credit(L/C)

Appropriate Income and Expense Accounts as deemed necessary
for all of the products noted above.

SUBSIDIARY LEDGERS
Individual customer ledgers in various currencies.

Customer (NAME) Liability Outstanding-Commercial
Guarantees

Customer (NAME) Liability Outstanding-Commercial Standby
L/Cs

Customer (NAME) Liability Outstanding-Financial Guarantees
Customer (NAME) Liability oOutstanding-Financial Standby
L/Cs

Daily Entries
(To be completed by the close of every business day)

Issuance and Amendment(increase) of Guarantee
(Issuance is defined as the day the Guarantee is
dispatched to the beneficiary.)

1. Deliver guarantee file with following entries to
Supervisor for final approval.

2. Debit: Customer Liability for Guarantee
Outstanding(subsidiary ledger). Amount of the
entry should be for the customer’s liability
under the guarantee.

Credit: Bank Liability for L/C Outstanding(subsidiary
ledger). Amount must be the same as debit
above.

The individual debit entries should be posted to each
customer liability ledger in the Department. After
posting to each customer’s account, these entries should
be added by currency. The total in each currency will be
used to prepare General Ledger entries, by currency.
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For efficiency, individual credits in the same currency
may be added and the total (batch) posted to the Bank
liability ledger. The total in each currency will be used
to prepare General ledger entries, by currency.

CAUTION: WHEN PROCESSING BATCH ENTRIES, MAKE SURE
SUM OF INDIVIDUAL DEBITS EQUAL CREDITS.

Subsidiary ledger entries will stay in the Department.
They should be filed chronologically.

3. Debit: Customer account at Branch for issuance fee
through Transit Account No.209%%*.

Credit: Fee income account for Guarantees in accordance
with existing policy.

These entries will be sent at the close of business to
Assets and Liabilities Department for processing the next
business day.

4, The General Ledger debit entries prepared in No. 2 above
should be totalled. The General Ledger credits should
also be totalled. The totals should agree by currency.
The General Ledger entries should be delivered to
Financial Accounting for processing the next business
day.

Drawing, Cancellation and Amendment(decrease) of Guarantee
(Defined as the day above action occurs to reduce the
outstanding balance of the L/C or payment to beneficiary
occurs.)

1. Deliver guarantee file with following entries to
Supervisor for final approval.

2. Credit: Customer Liability for Guarantee
outstanding(subsidiary ledger). Amount of the
entry should be for the decrease in customer’s
liability under the guarantee.

Debit: Bank Liability for L/C Outstanding(subsidiary
ledger). Amount must be the same as credit
above.

The individual credit entries should be posted to each
customer liability ledger in the Department. After
posting to each customer’s account, these entries should
be added by currency. The total in each currency will be
used to prepare General ledger entries, by currency.

For efficiency, individual debits in the same currency
may be added and the total (batch) posted to the Bank
liability ledger. The total in each currency will be used
to prepare General Ledger entries, by currency.
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CAUTION: WHEN PROCESSING BATCH ENTRIES, IT IS
IMPORTANT TO VERIFY THAT THE SUM OF
INDIVIDUAL DEBITS EQUAL THE SUM OF
CREDITS.

Subsidiary ledger entries will stay in the Department.
They should be filed chronologically.

3. Debit: Customer account at Branch for issuance fee
through Transit Account No.209%*%*,

Credit: Fee income account for Guarantees in accordance
with existing policy.

These entries will be sent at the close of business to
the Financial Accounting Department for processing the
next business day.

In the event that a customer does not have funds with
which to pay the guarantee, then a loan must be created.
This will be branch responsibility.

4. The General Ledger credit entries prepared in No. 2 above
should be totalled. The General Ledger debits should
also be totalled. The totals should agree by currency.
The General Ledger entries should be delivered to the
Financial Accounting Department. They will be processed
the next business day.

FOREIGN EXCHANGE DIVISION

Foreign Exchange Traders are responsible for trading spot
and forward foreign currencies, and for the purchase and sale
of foreign bank notes. They are also responsible for euro-
currency deposits placed and taken. The Traders operate under
written guidelines from Management and in compliance with all
foreign currency position requirements imposed by the National
Bank. The written guidelines include specific dealer limits,
currency limits, daily settlement limits and overall Bank
limits. Accounting for trading activity of the Foreign
Exchange Division is performed by the Back Office.

ASSETS AND LIABILITIES DEPARTMENT/FOREIGN EXCHANGE "BACK
OFFICE"

The Assets and Liabilities Department is an internal
control unit. It has responsibility for loan accounting and
requesting that amounts be transferred to Nostro accounts
where balances are required to meet payment requirements.
These transactions are processed through Financial Accounting
to the General Ledger accounts. Transmission is through
S.W.I.F.T.

This Department is also the "Back Office" for the Foreign

Exchange Division. Modern foreign exchange trading procedures
require that accounting functions associated with trading be
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maintained and managed by personnel separate from the traders.

To accomplish this, the following General Ledger and
Subsidiary Ledger accounts be maintained.

General Ledger and Subsidiary Accounts for Trading Activity

General Ledger Accounts
Assets
Demand Deposits in Foreign Banks
Time Deposits Placed-Foreign
Valuation Account-Foreign Exchange Gain/Loss
Transit Account-Foreign Currency Purchases/Sales
Liabilities

Demand Deposits from Foreign Banks
Time Deposits Taken-Foreign

Subsidiary Ledger Accounts
Assets

Demand Deposits in Named Banks(Nostro Accounts)
Time Deposits Placed-Named Foreign Banks

Liabilities

Demand Deposits from Named Foreign Banks(Loro Accounts)
Time Deposits Placed-Named Foreign Banks

Off-Balance Sheet (memorandum) Accounts
Assets

Customer Liability for Foreign Exchange Sold
Customer Liability for Foreign Exchange Purchased

Liabilities
Bank Liability for Foreign Exchange Purchased
Bank Liability for Foreign Exchange Sold

Spot Purchase/Sale Transactions

A spot purchase or sale of foreign currency is for
settlement two to five days forward. This depends upon date
lines, the time of the transaction during the day, weekends
and holidays. Within the Bank, the transaction should be
accounted for on the day the trade occurs. The following
account entries are required:
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Bank Sells Foreign Currency(Customer has credit line)

Day of Sale

Debit: Customer Liability for Foreign Exchange
Purchased
Credit: Bank Liability for Foreign Exchange Sold

Day of Settlement

Credit: Customer Liability for Foreign Exchange
Purchased

Debit: Bank Liability for Foreign Exchange Sold

Debit: Customer Account(or Nostro Account for Kc)

Credit: Nostro Account

Customer Liability on FX Purchased or Sold must be put on
a separate subsidiary ledger by customer. Purchases and Sales
should be added, not netted, by currency, by customer. A
summary General Ledger entry for all customer purchases and
sales should be submitted to Financial Accounting on a daily
basis. A summary entry to both the subsidiary and General
Ledger for Bank Liability should be entered daily. Individual
entries should be filed chronologically in the Back Office.

Bank Sells Foreign Currency({Customer has no credit line)
Day of Sale

Debit: Customer Account(or a Nostro account if
customer is another bank)

Credit: Transit Account-Foreign Exchange
Purchases/Sales

Day of Settlement

Debit: Transit Account-Foreign Exchange
Purchases/Sales
Credit: Nostro Account

Bank Buys Foreign Currency(Customer has credit line)
Day of Sale

Debit: Customer Liability for Foreign Exchange Sold

Credit: Bank Liability for Foreign Exchange Purchased
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Day of Settlement

Credit: Customer Liability for Foreign Exchange Sold
Debit: Bank Liability for Foreign Exchange Sold
Credit: Customer Account (or Nostro Account for Kc)
Debit: Nostro Account

The Settlement date is the date currencies are exchanged.
The Bank will have to send appropriate instructions through
S.W.I.F.T. Department. This is not a problem when the Traders
are dealing bank to bank. However, should entries to
customers have to be through Transit Account No.209, the
inefficiency of this system would inhibit doing foreign
exchange trading with customers in the branches.

Customer Liability on FX Purchased or Sold must be put on
a separate subsidiary ledger by customer. Purchases and Sales
should be added, not netted, by currency, by customer. A
summary General Ledger entry for all customer purchases and
sales should be submitted to Financial Accounting on a daily
basis. A summary entry to both the subsidiary and General
Ledger for Bank Liability should be entered daily. Individual
entries should be filed chronologically in the Back Office.

Forward Purchases and Sales

Entries above for customers with credit lines are
applicable for forward foreign exchange purchases and sales.
The difference is in the time between trading date and
settlement date which may extend to one year. Revaluation
accounting will have to be established in the cases where a
portfolio of forward deals are on the books. Hence the
reference to the valuation account.
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DOCUMENTARY CREDITS IN FOREIGN TRADE

{appendixes)

In 1991 Ceska Sporitelna a.s., (CS, a.s.} spread services for their clients in foreign payments area for
documentary credits processing done through the mediation of domestic correspondent banks.

After SBCS granted license (Clause No. 3 to foreign exchange license No. 310007 as at June
15.1992) for these services practiced directly in CS, a.s., the documentary credits' group processed
the procedures manual for providing this bank product.

Regarding to the fact, that the documentary credit operations require to pick up the basic
knowledge, it is useful to present characteristics of documentary credits.

1. Characteristics of documentary credits (Letter of credits)

Letter of credit (L/C) is one of the payment instrument which is used for goods export and
import financing. This payment instrument is more and more used in domestic payments. Credit
transactions are used in accordance with the "United Rules and Customs document" for L/C,
which are published and reviewed by the International Commerce Chamber in Paris. Nowadays
the revised version from 1983, printout No. 400 is valid. In Czech and Slovak Republic, the
legal regulations for L/C are included in Commercial Act No. 513/1991 (88 from 682 to 691). In
the "United Rules and Customs document” the L/C is defined as the general agreement, of any
kind of name or description, on a basis of which the bank dealing according to the customer
instructions should:

a) process payments to the beneficiary or in his order, or pay or accept drafts drawn by
beneficiary or

b) authorized another bank to proceed these payments or pay, accept or negotiate these bills
{drafts) against prescriptive documents provided that the L/C conditions are met.

From partners point of view in the business transaction, the L/C differs:

A.  L/C for goods import
Importer's order to open the L/C in favor of foreign suppiier.

B. L/C for goods export

The buyer's bank sends the L/C to the bank of the seller with the request of advice or
confirmation. After meeting L/C's conditions, the supplier draws the credit amount through the
mediation of the bank, which advised (confirmed) the L/C.



Participants of L/C are

PBWN -

From

Buyer, who gives order to his bank for opening the L/C,
bank opening and establishing L/C (bank of the buyer),
beneficiary (seller),

bank, which advise or confirm opening of L/C.

bank legal liability point of view, the L/C differs:

Revocable L /C

Revocable L/C doesn't establish legal liability between the bank and the seller, because this L/C
can be canceled or changed anytime without advance announcement to the seller or without

his agreement. This kind_of L/C doesn't appear in practice.

Irrevocable L/C

Irrevocable L/C found a legal obligation of the establishing bank against the seller, that after

meeting predscripted conditions in requisite period, the bank will provide him with the

respective fulfillment (payment, bill of exchange acceptance, etc.). Canceling or changing of

this kind of L/C is possible only with both parties agreement. Irrevocable L/C is the only one
ractice. Irrevocable L/C must be everytime indicated, otherwise it is dealt as revocable.

Advised L/C (Unconfirmed)

The bank of the buyer - the bank establishing the L/C has a legal obligation against the seller.
This bank sends the L/C to the bank of the seller with request of advice. The bank of the seller
has no liability against its client.

Confirmed L/C

Confirmed L/C is used when the selier asks his bank to take his legal obiigation. Order to
confirmation is given by the bank {which establish L/C) in irrevocable form on a basis of his
client's requirements. Both banks have an obligation for fulfillment, which can be required by
the seller from one of them.

For L/C following time periods and documents are used:

time period of L/C - maximum period in which the seller has to present required documents to
his bank,

note:

Period of L/C's validity isn't usually equal to the period in which the bank is obliged. Period, in
which documents have to be reviewed, or due date of fulfillment or due date of draft can
exceed period of L/C validity.

time period for presenting documents for goods shipping,

loading document (according to the mean of transport it can be bill of lading, air loading list,
certificate of mailing),

various other documents {insurance, certification for the goods origin, weight slip, packing slip).



a)

b)

Bank is obliged to check the consequence of documents, timeliness of their presenting, it
means before the end of L/C validity and in required period from the date of the loading
document. Bank doesn't investigate neither goods nor content of the purchase agreement.

In the case that supplier meets all conditions required by L/C (- conditions, which can be
checked according to presented documents), the bank has to fulfill its commitment:

payment of amount determined by L/C against presented documents - sight payment or
deferred payment credit. The deferred payment credit is a specific form of supplier's credit,
what is presented in the L/C as; L/C is payable x days {e.g. 30, 80, 180...) from/after the loading
document date;

acceptance of draft with the determined due date which can be drawn:

for the bank of buyer or seller, this determined bank accept the draft (or discount) after
fulfilment L/C conditions,

for the buyer, in this case the draft is accepted by the buyer (drawer) and transfered to his
bank;

remittance (negotiation) of drafts drawn according to L/C conditions by the seller to the buyer
and presented together with requested documents. Negotiation is usually done by the bank on
the beneficiary side, which didn't confirm the L/C, but only advised. This bank has been
authorized by the drawer bank to negotiation, this means that in the L/C this bank has been
appointed as the bank where the L/C is usable by negotiation. The term negotiation is used in
banking for transfer of ownership of the draft not yet accepted (ownership transfer of drafts
already accepted is called discount). Use of the discount is to provide cash to beneficiary after
presenting required documents and draft. Transfer of the draft ownership from beneficiary to
the bank is charged.

L/C sometimes contains obligation of establishing bank that it will provide reimbursement to
each bank, which negotiated responsible draft according to the L/C's conditions. This L/C is
called Commercial L/C.

Note:
Only term drafts can be accepted (drafts, which are due in x days [30, 60, 90...] from the date
of acceptance, or the date of establishment).

Individual L/C's operations are shown on pictures No. 1 and 2

Picture no. 1. - L/C establishing

requires L/C establishing opens L/C and requires advice
buyer ¥ | bank of the % | bank of the
< buyer seller
announces L/C opening or confirms
announces L/C opening
or confirms
seller




Picture No. 2. - L/C using {settlement, drawing)

presents sends documents, for
documents and | bank of the confirmed L/C posted | bank of the
seller seller to foreign bank Dr buyer
requires 2
payment for non confirmed
L/C
asks for creditnote
For confirmed L/C payment accord. sends documents
documents, advised is paid through, and posting on
or announcement about payment buyer's debit
after crediting its account posting of confirmed ‘
buyer l€ J
< <

Except already mentioned kinds of L/C {L/C for import and export goods, confirmed L/C,
advised L/C) there exists number of other more or less practiced used L/C e.g. transferable,
revolving etc., which are often mixed together.

Transferable L

It's a kind of irrevocable L/C, which can be used by original beneficiary and transferred to other
person but only in the case when this L/C is significantly marked as transferable.

Revolving L

lt's a kind of irrevocable L/C, which is not canceled after drawing, but automatically is renewed
to original level of L/C It's used for repeated supplies, when the L/C doesn't open not for
whole business's value, but only for a part which present one or more supplies. Nowadays this
kind of L/C is going not to be used any more, because whole amount of business must be fixed
on the client's account in advance. Problem of repeated supplies can be solved by the L/C
validity prolongation and renewal of L/C amount, in so doing the amount on the client's account
shall be fixed only for next supply.

ignifican fL in

Payments using L/C have advantages both for the seller and for the buyer. The biggest L/C
importance for business partners is the certainty of payment. Payment risk is influenced by the
theritory risk and L/C opening (confirming )} bank's liquidity risk. Conditions, which have to be
met before payment, are known to the seller in advance. From the seller's point of view the
returnability of money is quick, it depends on the business settlement speed. Business can be
done without warning, that buyer doesn't accept goods.



L/C is important also for the buyer. Goods is send before payment. The buyer can minimize risk
by establishing L/C's conditions. The buyer can open L/C at the moment when the goods is
prepared by the supplier to be shifted, so it's not necessary for the buyer to fixed cash for a
long time.

For banks, the L/C means clear regulations for payments and profit from fees for L/C
processing. Providing with this service also means increasing of foreign prestige.

2. Import Documentary Credits

2.1

a)

b)

c)

CS, a.s. procedure for settlement of L/C opening application

Client {buyer) apply for L/C opening at particular CS's branch, where is maintained his current
crown (foreign exchange) account. By L/C opening the CS, a.s. is obliged for its client against
the seller. Before L/C accepting there has to be sufficient cash to cover the future obligation.

L/C amount can be covered by crowns or foreign exchange. Also collateral or other bank
counter guarantee can be considered.

Security of L/C amount's remittance in Czech crowns
Crowns financial covering - basic variances:

client’s current {bank) account balance is sufficient to cover L/C amount plus reserve for fees
and exchange rate movements. The branch can fixed reasonable volume of cash on the client's
current account to secure the L/C covering ;

client applying for L/C opening hasn't sufficient balance on his current account, at this case he
can ask branch to provide loan for covering the L/C amount. At this moment the branch follow
the loans' providing regulations (evaluate client's solvency, loan securing etc.) and decides
about loan granting. After positive decision, the branch shali sign loan agreement with the
client. L/C's conditions are included in the loan for L/C remittance agreement. Establishing of
L/C's conditions in the loan agreement is necessary especially because the exact date of the
loan drawing can't be determined in advance.

Only purpose loan can be used for covering L/C. Only in the case that overdraft has been
agreed with the client, it can be used for the L/C covering. When situation appears, that
current overdraft limit is not sufficient to cover L/C, it is possible to increase it temporarily.

In the case, that the client applying for L/C opening at CS, a.s, and he has his financial sources
located at other bank, the client is asked to open account at particular CS's branch to which
required amount of money is transferred. Other possibility is the client's bank counter
guarantee. This guarantee has to be in abstract form, must be payable on the first request and
without objections (see internal decree (‘obeznik" 13-12/91 - providing of bank guarantees in
CS, as).

if client hasn't sufficient volume of cash on his _account or _he doesn't meet the loan
ndition he L n' n_for him.




a)

b)

2.2

Note:

Reserve for foreign exchange difference has to established differently in recommended range
10 - 30 % to L/C amount. The reserve amount is determined by the date of L/C payment - it
depends on the kind of L/C and on the foreign exchange in which the L/C is opened and
development of its exchange rate.

Security of L/C amount's remittance in foreign exchange

{concerns licenses granted by the State bank on the base of Foreign Exchange Act or foreign
exchange accounts, which stay in use till their drawing or which belong to foreign exchange
non-resident [according to &8 51, paragraph 2 revised version of Foreign Exchange Actl).

Foreign exchange financial covering - basic variances:

L/C amount value is stated in the same currency as the client's account. The reserve for L/C
will be equa!l to the L/C amount plus fees for L/C processing. Amount for fees can be
calculated according to the current pricelist. Except the fees, CS, a.s. can also charge foreign
banks' costs to client (if costs are not held by beneficiary).

client has his foreign exchange account in other currency than the L/C amount is. It is
necessary to make conversion from foreign exchange account’s currency to L/C's required
currency and than make a reserve of particular amount including reserve for fees.

Important announcement:

In some cases the L/C amount is introduced by the word "about” or similar expression. Individual
habits and regulations for L/C allow price deviation 10 % more or less than the L/C amount.
This means than L/C covering has to be secured maximum on 110 % of L/C amount plus
reserve for foreign exchange rate and fees for financial services provided.

Application for L/C opening procedure in CS, a.s.

If client applying for L/C opening meets the L/C conditions (mentioned in section 2.1), he'll fill
himself or with the help of the branch employee the application form "Order for opening import
L/C " and state conditions of L/C remittance. "Order", which consists of more than one page,
must have all pages signed. L/C conditions have to be established exactly and completely but
without unnecessary details.

Client will present the "order" and the payment documents, the most suitable is the copy of
part of the contract including payment conditions or invoice.

The branch employee shall check, if the "order" contains all details which are necessary for the
L/C opening, he will compare it to the payment conditions, stated in the contract {or in invoice).
if shortages in documents appear, client is announced to correct L/C's conditions. The branch
employee check the signatures to the signature specimen. On the “order”, there has to be
obligatory stated: FINANCIAL COVERING OF CLIENT'S L/C IS SECURED BY.:...... On the
‘order” form, there have to be stamp of the branch and two signatures according to the
signature specimen, which is also available in the head office. Two copies are sent to the head
office - department of foreign business contacts (sample of the filled "order" and conditions
which have to be stated in the "order" are enclosed in the Appendix No. 1).



2.3

2.3.1

23.2

The branch will keep copy of the “order” and all documents presented by client together with
the "order” for its evidence.

In extraordinary situation the "order" can be sent to the department of foreign business
contacts (here in after FBC dept.) by fax. At the same time the original of "order" is send by
mail. To prevent double processing, the branch is obliged to mark the original by the sign: sent
by fax and date. This procedure will be used only exceptionally for clients, where the branch is
interested in business contacts. The client should be announced about additional fees paying,
10 cover this procedure.

Processing and evidence of “orders” received for L/C opening_in CS, a.s. head office

FBC dept. of CS, a.s. head office shall check completeness and correctness of received L/C
‘orders". To speed up “order” settiement, the branch will contact directly client to clear
appropriate shortage in L/C's conditions. Responsible employee of the FBC dept. will establish
separate file for each individual "order" and give identification {reference) number. This file will
follow and evidence all L/S operations till its complete settlement.

The CS, a.s. head office will follow received L/Ss either in the FBC dept. (according to their
current possibilities) or the "order” will be presented to settlement to other bank {e.g. CSOB).

If the "order" for L/C opening is processed directly in CS, a.s. head office, the following
procedure will be used. Responsible employee of the FBC dept. will establish the L/C on the
credit of foreign supplier and send it (by the way requested by client} to foreign bank. Copy of
established L/C will be send to the client - orderer and to the responsible CS, a.s. branch
employee.

If the CS, a.s. head office presents "order" for L/C opening to other bank, which has been
contacted for this reason, the already known procedure will be used. CS, a.s. will take a role of
intermediary between client and establishing bank. Information about L/C's operations will
depend on particular bank's practice.

After L/C opening the CS, a.s. head office charge fees for this service to the client (this fee is
chargeable for the period of following 3 months from the date of L/C opening} and the
telecommunication fees as well. Posting of fees will be done the same way as in section 2.6.

Paralle! with the L/C opening or the L/C presenting to other bank, the responsible employee of
the FBC dept. announce to the department of foreign exchange assets and liabilities (here in
after FXAL dept.) L/C reference number and L/C amount in particular currency (in the form of
posting order to off balance sheet evidence). Value of the L/C will be included into items,
which show CS's liabilities in particular currency. At the case of the L/C with deferred payment,
the payment schedule currently actualized will be attached.

For the use of control, the FBC dept. will transfer the list of total CS, a.s. liabilities split into the
currencies weekly to the FXAL dept.

Continually the FXAL dept. will be given by the FBC information about L/Cs already paid which
should be taken out from the off balance sheet liability list.



Liability Postings

a)

b)

2.4

L/C opening

Head office will keep open L/C in corresponding currency on the off balance sheet liability
accounts; currency code - 931 01.. When L/C is opened, at the same time liability is posted:

currency Dr 931 01 - (L/C reference number);
L/C payment

After L/C payment, it means after nostro debiting by L/C amount, this liability account will be
decreased by the value of L/C and posting will be made:

currency Cr 931 01 - (L/C reference number)

Application for changing of open L/C's conditions {or canceling) at CS, a.s. branch

Client is obliged to make a written application for the prolongation of the L/C validity period or
change of conditions. Application is asked to be written on the headed paper, or on the normal
paper and given to the particular branch. L/C reference number and L/C amount have to be
filled in the application form.

Responsible CS, a.s. branch employee will check client's signatures according to the signature
specimen, mark the application by the branch stamp and two signatures from signature
specimen. For changes, which concern L/C amount increasing or L/C validity prolongation is
necessary to state financial covering of L/C. For L/C secured by the loan_is necessary to adjust
the loan conditions as well. Confirmed application is send to the FBC dept. and application copy
is kept in the branch.

if the L/C is opened directly by head office, the FBC dept. send requested changes to foreign
bank applying to announce these changes to the seller. Copy of announcement is send by the
FBC dept. to the client and to particular CS, a.s. branch.

If adjusted L/C is opened by other bank, the application will be after the FBC dept. checking
given to be proceeded in particular bank.

After adjustment the client will be charged by the fee.

Branch will be informed about all correspondence concerning the L/C opened by the head
office.

Note:

Before the client give the L/C "order’. he must be noticed by the branch emplovee about
adiustments procedure, He must be alsg instructed, that change of irrevocable L/C's conditions
is possible only with the beneficiary (seller) agreement. When change of conditions is applied, it
is assumed, that business partners this change already agreed between themselves. Requested
change is advised to the beneficiary bank. The seller has possibility to refuse change till 10 days
from sending advice. This period is announced in the letter asking seller's bank for change
processing.




2.5

a)

b)

c)

Check of the foreign bank's documents presented to be paid when L/C established after CS,
a.s. client "order" is drawn

(It concerns only L/C established directly in the head office FBC dept.)

Responsible employee of the FBC dept. check the documents, which has been obtained by the
head office from foreign bank. Documents have to correspond to the L/C's conditions. Other
checking procedure as follows:

Received documents agree with the L/C's conditions.

At this case the FBC dept.:

- original of the list of documents presented by the foreign bank will be enclosed with the L/C
file and:

L/C with immediate payment:

all fees for L/C settlement and other operations and telecommunication costs are charged to
the client. (Fees are calculated according to the price list);

if the client is obliged {according to the L/C's conditions) to pay the foreign bank fees as well,
the chargeable amount will be increased;

posting advice and input data document for the FBC dept. will be prepared;

copy of the foreign bank letter and L/C document with CS's covering letter of r. will be send to
the client;

L/C with postponed payment {(or with installments)

after checking the correctness of payment schedule calculation, schedule is confirmed to the
foreign bank;

in the schedule file, the date of payments and amounts are written; actualized payment
schedule for each L/C is given to the FXAL dept.;

particular fees are charging, posting advice and input data document are prepared;

copy of the foreign bank letter and L/C document with CS's covering letter of r. will be send to
the client;

L/C covered by draft, which should be accepted by the buyer

draft will be send to the buyer to be accepted, after receiving accepted draft he will obtain
L/C's documents. Accepted draft will be deposited at the department of foreign and foreign
exchange deals till its due date, if there are no other instructions from foreign bank. Further
procedure is same as at b);
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There are particular shortages in received documents

Responsible employee will prepare a brief list of shortages and advise it to CS's client and call
to client for statement, that although shortages are realized, he agrees with L/C payment. If
the client give a written agreement with the payment, other procedure is as at 1). If client is
not willingness to pay L/C because of shortages, CS, a.s. will object at foreign bank, that
payments don't agree with the L/C's conditions and the buyer object to pay requested amount.
This message will include notice, that documents are hold to be available for the bank.

Note:

A written client’s statement to announced incorrectly completed L/C documents must be again
properly signed and signatures must be confirmed by the ordinary procedure in the appropriate
branch of the CS, a.s. This obligatory will be emphasised in advice sent to the client.

Payment of L/C amount from the debtor's account
{further presented accounting procedure are sued also in case when the fees for opening
the L/C and for particular operations with L/C are recorded}.

a) from client's current account (loan)

If all conditions determined by L/C are followed then CS, a.s. is obliged to pay L/C amount
to the customer. The proper employee of FBC dept. will prepare accounting advice in 3
copies, on which is presented the foreign exchange rate of the day of payment
(accounting for the fees}, total L/C amount and final recording of fees and reimbursement
for providing of this bank service pius telecommunication fees. The L/C amount including
the fees and reimbursement will be transferred by the foreign exchange rate as at day of
payment of L/C according to the valid foreign exchange listing by rate "deviza" sale on
crown value, if something else is not agreed (the sample of advice see the appendix no. 2).
The original of advice will be sent for letting know to the client and one copy will be filed in
documents supporting certain business matter. Further the FBC dept. will prepare
{according to the demands) the supporting documents for acquisition the input data and
together with the second copy of accounting advice. these will be transferred for
recording to department "ZPS". The appropriate employee of department *ZPS" will amend
the accounting advice, on which he will highlight the date of recording and then he will
send this to the appropriate branch. The accounting on its own is following:

Debit 21983 -908 "KDP" Credit currency 2260199 -908 "KDS"
or Credit currency 2340199 -908 "KDS"

Credit 7980291-908 exchange rate budget

Turnover: '
Debit currency 2259091-908 "KDS"  Credit 1994-2259091-908 "KDS"

The department "ZPS" will collect itself through "JEP" from account 219..-"OP" relevant
amounts, about this the branch is informed by advice (see above mentioned). The branch
will debit the client's account according to the advice.

*JEP": Debit 219...-"OP" (L/C amount) Credit 219 ... .-908
*JEP": Debit 219...-"OP" (fees) Credit 7212591..-908



In case that the L/C will be opened straight by central CS, a.s. the appropriate branch of
CS, a.s. will deal by 25% on fees calculated for this service. About this reality it will be
remind by accounting advice in following way:

Sample:
L/C amount 50,000 DEM (L/C is valid for 1 month)

the rate of fee (bonus) is in accordance with price list of CS, a.s. 4%

on accounting advice will appear

we debit your account for: FOREX currency amount
opening of L/C 920811 DEM 200.00
Kc 3,716.00

On advice further will be presented: Your fees: 929.00 Kc (that means 25% of amount
calculated for opening of L/C).

That means that account 219 .. - "OP" will be debited by amount 2,787.00 Kc. The client
account will be debited by amount 3,716.00 K¢ and amount 929.00 Kc will be credited to its
revenue account.

Note:

In case of covering the L/C by loan the presented foreign exchange rate as at day of
payment of L/C is the first day of drawing the loan and using the interest rate in
accordance with loan agreement.

b) from foreign currency client's account

After payment of L/C amount in favor of foreign creditor the appropriate employee of
FBC dept. will prepare the accounting advice in three copies. In this accounting advice is
presented paid amount in foreign currency with value date of payment and shown fees
and reimbursement for provided financial services in particular items. The total amount
debited to the clients account is result of total L/C amount and fees and reimbursements
in the foreign currency. The total amount will be calculate by rate "deviza" average in
accordance with valid foreign exchange listing to crown value. The original advice will be
sent to client to inform him, one copy is filed in documents to appropriate business matter
and one copy is sent the "ZPS" branch for further procedure.

The recording follows:

Debit - currency 29381- O P(L/C including the fees and reimbursement) "VS" or "KDS"
Credit - 2260199.. -908 "KDS"
Credit - 2340199.. -908 "KDS"
Credit - 7212591 -908

The appropriate employee of "ZPS" will highlight the date of recording on advice and send
it to the proper branch. In accordance with advice the branch will debit the client's
account. {For splitting of fees between "OP" and central are valid the same conditions and
procedures as in case of payment of L/C amount from client's current account).



Note:
if program for foreign exchange accounts is not able to operate with back value, then it is
necessary to perform recording manually.

2.7 Salary balancing between CS., a.s. and beneficient bank

The way of salary balancing will depend if L/C order to be processed is passed to another bank or if
L/C is issued in CS, a.s.

2.7.1 The L/C will be issued and opened by the third bank

In this case the premiums for individual operations starting with the opening of L/C till complete
liquidation and certain L/C amount will be recorded on debit side of CS, a.s. Nostro and central office
will receive the supporting documents for performed payments.

2.7.2 Opening of L/C order will be processed straight in central office of CS, a.s.

In accordance with general valid procedures there will be presented the way of reimbursement of
debt amount in light of issued L/C. This way will depend on existing contacts with advising/issuing
bank. In consideration there are following ways of reimbursement:

a) there will be presented the authorization in L/C to debit our account with foreign exchange
of 5 working days from the date of sending advice about processing this payment to CS, a.s.
in case of following the L/C conditions and paying documents (negotiation);

b) if there is not straight connection with the beneficient bank, then in the certain part in L/C
this bank will be asked to determind the correspondant through whom the debt amount
should be paid. This benficiary bank can get also authority in light of L/C to be reimbursed
from the third bank, so called reimbursement bank. This third bank will be authorised in writing
by CS, a.s. to provide reimbursement on beneficiary bank request;

c) if the documents for reimbursement will be sent to CS, a.s. {this means without previous
advanced payment of LC amount to the beneficiar by foreign bank), then in that case that
the documents will not show incompletness or in case that client will agree with payment in
spite of incompletness, there will be sent authorization into the foreign bank to debit our
account or to reimburse from the third bank.

In all cases indicated in 2.7.2. immediately after receiving advice on payment or after documents
control (depends whether foreign bank of beneficiant will pay the documents in advance or send the
documents for payment to CS, a.s.) the FXAL dept will be sént the order for the subsidy of debt
amount was passed to the appropriate account in foreign bank.

The document supporting total amount of debts will be letter of foreign bank which is sent to CS,
a.s. together with L/C documents. This letter will contain information about the exact L/C amount and
eventually listing of premiums and reimbursement for services of this bank in the case that all
expenses (also expenses of foreign bank) are to be reimburst by remmitant (importer).

12
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3. EXPORT DOCUMENTARY L/C

3.1 Methodical instruction for consulting with clients

If client - exporter asks the branch CS, a.s. for consultation how to go on in case that the client
intends to realize business case through L/C, there is necessary to inform the client with following
procedures used for ensuring the payments through this payment instrument;

- client (supplier) will announce to his debtor the bank connection, that means that determines the
bank, which advises him the opening of L/C. The branch gives to the client simplie printed form
(see appendix no. B), which is transferred back in time of realisation of the business case filled in
accordance with payment conditions together with appropriate documents to the bank which
advised him the L/C.If the advising bank is CS, a.s.. then these documents will be delivered
directly to the head office of CS, a.s. in FBC dept. (that means without branch as mediate),

- the branch will inform client with conditions connected with providing this service, that means
emphasise the valid rates of fees and reimbursements paid for providing the L/C,

- in case that client of the CS, a.s. will demand the straight liability following from irrevocable L/C
to be transferred to CS, a.s., then is necessary to ask the business partner for ensuring the
opening of confirmed L/C. Connected to this service it is necessary to inform the client that CS,
a.s. at first will review the fees of the issuing bank and on bases of this statement they will
decide whether they will come in common liability with this bank due to their client.

- after opening the L/C by bank of debtor the advising bank will obtain following documents:

1. advice with respect to opening of L/C - this advice will be issued by central CS, a.s. {on
advice will be presented the declaration that CS, a.s. is coming in common liability by
statement that advised L/C is confirmed),

2. original (or copy) of L/C issued by debtor's bank

- the above mentioned documents has to contain two reference numbers, that means
the reference number of the debtor's bank and reference number of the creditor's
bank. These numbers presents identification number of certain L/C, under which it is
recorded in both participating banks,

- the client must be informed that in his own interest he has to immediately after
obtaining the above mentioned documents check the conditions of L/C whether they
agree to conditions negotiated in the contract. In case that he finds some discrepancy
he has to immediately ask their business partner about performing the changes in
conditions, '

- if the text of L/C agrees to agreed conditions the supplier is obliged in term
determined in L/C to prepare the prescribed documents and prepare their listing on
printed form "Export L/C". He has to present on this listing both above mentioned
reference numbers and then properly signed with by L/C prescribed documents he will
send this to advised bank {in our case to the head office CS, a.s.).



3.2

3.3

Note:

Simultaneously, when CS, a.s. reatises for its clients the export L/C mainly through CSOB, it is
necessary to remind clients of presenting besides the number of their account also the
address of branch, which is keeping their account. In practise the client sends the documents
for payment directly to CSOB, that means without CS, a.s. as mediator.

The documentation of the export L/C in head office of CS, a.s.,

{this procedure will be used only in case when CS, a.s. is advising/confirming bank)

The department FBC dept. after obtaining the L/C from foreign bank will prepare the copy of
arrived L/C and files it under its reference number in documents concerning the export L/Cs,
kept for these purposes.

The original L/C (if the L/C is sent by wire, then its copy) with printed form, which will be used
by CS, a.s. head office as advice, will be sent to the client. In advice will be presented
reference number of L/C of both participating banks (that means the bank issuing the L/C
and CS, a.s.) and briefly described the conditions of the certain L/C.

The appropriate employee of FBC dept. simultaneously confirms the receiving of L/C to
foreign bank and its remitting to the client. (If the foreign bank applied for confirmation, the
advice to foreign bank will also contain the statement if they agree with confirmation or not).
In case that it is type of L/C with postponed payment, then they announce to foreign bank
the term of maturity and further this term is recorded in due listing of export L/C. In records
concerning the appropriate L/C all correspondence will be kept, course of all procedures till
L/C settlement will be recorded.

Letter of credit confirmation issued by a foreign bank in favor of CS' client

If a branch of CS,a.s. agrees with a L/C confirmation application of issuance bank, it will mark
an appropriate column on an advice note (i.e. on a usual form which is sent by FBC dept. to a
client) which says: "This is a irrevocable L/C of issuing bank which is being confirmed by us."

By confirming the L/C, liability to a client arises (i.e. a liability to settle the amount of L/C, when
L/C conditions will be fulfilled) and at the same time a foreign currency receivable abroad and
a duty to account for it in off-balance accounts.

Because of these reasons, a responsible person of FBC dept. will announce a reference
number of export L/C, the amount in an appropriate currency and a due date to FXAL dept.
in a form of posting order.

Posting of export L/C liability

a) while confirming an export L/C (or while accepting a bill of exchange issued by
beneficent to CS, a.s.)

A section of foreign contacts of the head office will keep the amount of confirmed
export L/C in appropriate currency on off-balance sheet account No. 931-02 and it is
accounting for as follows:

currency Debit 931-02 .. reference number of L/C

14



3.4

b)  after receiving an advice note about payment from a foreign bank

The L/C amount will be taken out from a off-balance sheet account in this way:

currency Credit 931-02 .. reference number of L/C

Taking over of documents destined for letter of credit drawing by head office

An appropriate person from FBC dept. will check presented documents according to a list
made by client and then check conditions of L/C issued by a foreign bank fulfiiment based on
a copy of the L/C which is kept in FBC dept. In accordance with the result of checking he/she

follows:

a) L/C conditions were fulfilled sufficiently, then the appropriate employee in case of:

aa)

ab)

ac)

b)

advised L/C

- he/she issues an incidental letter to L/Cs documents and sends the whole file
of documents with this letter to the foreign bank with a repayment application.
After receiving an advice note confirming a repayment from a foreign bank
he/she will issue an advice note and a basis for input data getting following
usual procedures and transfers it to FXAL dept. to accounting for.

confirmed L/C

- he/she issues an incidental L/Cs documents and sends the whole file of
documents with this letter to the foreign bank for a repayment. There will be a
repayment date mentioned in the letter. Contemporary he/she prepare an
accounting for the L/C amount. Commissions will be deducted from this
amount. Prepared advice note and a document for input data preparation will
be transported to FXAL dept. to be posted for.

draft submitted by a beneficiary to discount or negotiation (it means to a colliection

of the financial amount before due date)
- the same concept is used in relation to a foreign bank

- the following approach will be used in relation to a client. Because the bank
provides a discount loan by discounting a draft this service can be provided
only 10 a very good client whose ability to pay has to be investigated as in the
case of normal loan. As for CS, a.s. would accept a draft to discount, an
agreement about the discount will be concluded and the amount will be
credited to client's account. A discount rate and commission will be deducted
from this amount. The discount rate will be ruled with commercial conditions
designed for loans provision and will be calculated for a period between
discount and maturity date;

mistakes were found in submitted documents

15
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1. L/C documents were submitted to repayment in time
(i. e. in due period), then according to a range of defects:

a) either the appropriate employee sends these documents with a cover letter
of the CS, a.s. without foreign bank calling attention to defects,

b) or calls attention to these defects in the letter sent to foreign bank
declaring that the commercial partner was notified in advance by CS's ciient and
sends documents to a foreign bank.

2. Documents were submitted to CS, a.s. after due date of L/C. In this case the
documents are sent to foreign bank for collection {it means the L/C is changed
to a documentary collection).

Note:

If the CS, a.s. confirmed a L/C in which fulfilment any defects were found it is not
obliged to repay it. The CS, a.s. proceeds as by advised L/C, it means it sends
documents to foreign bank for repayment and L/C amount will be debited to client's
account after receiving foreign bank's credit note.

3.2 L/C payment in favor of client account

a) payment credited to client's current crowns account
After checking documents L/C amount minus fees and commissions will be credited to
client's account in appropriate time (depending on whether it is L/C payable immediately
after documents being presented, or it is L/C with postponed repayment and further
depending on whether the L/C will be only advised or confirmed).
A responsible person of FBC dept. issues three copies of a document - accounting
advice note on which the total L/C amount and a breakdown of individual commissions
and fees connected with processing of this bank service including telecommunication
fees. The L/C amount and fees and commissions will be recalculated with a value of
repayment date according to exchange rate table to the amount in crowns. The original
of advice is sent to client, one copy is sent to files and third is handled to FXAL dept.
for further processing.
The accounting is as follows:

Debit currency 2260199...-908 ‘KDS" Credit 219....-908 "KDN"

{Debit currency 2340199...-908) Credit 7980291 -908 rate.

As a turnover following will appear:

Debit 1994-2259091...-908 Credit currency -2259091-908

"JEP" Debit 219....-908 Credit 219... -"OP"

{minus fees and commissions)

Debit 219....- 908 fees and commissions Credit 7212591 ... 908

16
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The appropriate person from FXAL dept. records date of entry on accounting advice
and sends it to an appropriate "OP". A branch credited the amount on client's account.

b) credit entry in foreignh currency

In a case that L/C amount is to be credited to foreign currency account of client, the
CS, a.s.head office proceeds as foliows:

An appropriate employee of FBC dept. works out an accounting advice note in three
copies on which the whole amount is stated and individual fees and commissions for
provided services. The final amount for crediting to client's account is equal to the L/C
amount minus fees and commissions. The L/C amount, fees and commissions will be
transferred with current exchange rate value as payment date (midrate) to Czech
currency. The original of L/C is sent to the client for information, one copy is filed to an
appropriate trade case an one copy is transferred to FXAL dept. for further
processing.

FXAL dept. using following posting practice:

Debit entry - change 22601 (234-) 908 Credit entry - change 2938094-"OP" "VS"
(minus premium)
Credit entry - 721 25 - 908
(premium)

Responsible employee of FXAL dept. will indicate date of posting on accounting advice and this
advice will send to appropriate branch of CS, a.s. "OP" on the basis of this advice will credit
amount to client account.

Note:

in case that back value can't be posted to foreign exchange program, will be posted manually.

4. Responsibility of branches and head office for effecting L/C

Order correctness, completeness, sending in time and covering of customer obligations is fully in
responsibility of relevant branch of CS, a.s. In case that client will be without adequate financial
covering of his account, the branch of CS, a.s. is obliged totally paid up the sum of L/C in due date to
head office of CS, a.s. For these relations concerning L/C obligations are used the same principles as
for relations between CS, a.s. and other bank.

Head office of CS, a.s. is responsible for time and fault accuracy, maximum efficiency of

documentary payment and settlement. In this respect is responsible for preparation of orders
received from CS, a.s. branches and from foreign banks.

{Ing. Fejt, ing. Vyskocilova)

Miroslav Horyna

Director of foreign exchange and
foreign trade department

A
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Abbreviations used in text:

FBC dept. Department of foreign business relations (czech original - ZOS)
FXAL dept. Department of foreign exchange assets and liabilities {czech original - DAP)
CS, a.s. Czech Saving Bank, joint venture {(czech original - Ceska Pojistovna, a.s.)

Abbreviations of CS, a.s. in original, used in text:

"ZPS" Department of foreign payment contacts

"KDN" Exchange rate for purchase (czech original - kurs deviza nakup)
"KDS" Exchange rate for average (czech original - kurs deviza stred)
‘OP" District branch

‘VS" Variable symbol

"JEP" unknown abbreviation
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KPMG PEAT MARWICK
POLICY ECONOMICS GROUP

CZECH SAVINGS BANK, A.S.
BANK GUARANTEE DEPARTMENT

The Bank Guarantee Department is responsible for issuing
all Bank guarantees and also approving all guarantees provided
by others to the Bank. This area is also responsible for
foreign currency loans and discounts, including & forfait
transactions. The issuance and acceptance of bank guarantees
are subject to written policies and procedures. While these
policies and procedures are considered proprietary, the
substance of these policies and procedures is reflected in the
answers to the questionnaire in APPENDIX C.

Credit

All guarantees in foreign currency and all guarantees
extended to benefiaries outside the Czech Republic must be
issued by the Guarantee Department based at Headquarters of
the Bank in Prague. Credit authority required to issue
guarantees is granted by the specific area responsible for the
credit relationship of the client. This is most frequently at
the Branch level. Branches are not allowed to issue the
actual guarantee, but only initiate application for their
issuance. Should the amount of the application exceed the
credit authority available in the Branch, written procedures
are in place to indicate how to appeal to the next level of
approval authority.

Each application for a guarantee bears the appropriate
signatures and signature verifications prior to issuance of
the guarantee. Collateral control and all other documentation
supporting the application and the credit is the jurisdiction
of the area of credit responsibility. Each branch office
maintains its own records of customer liability. There is a
standard counter indemnity form given to the Bank by the
client for issuing a guarantee. A sample is provided in
APPENDIX C.

As regards the approval of guarantees issued by others to
the Bank, there is no standard procedure for reviewing the
contlnued credit worthiness of other 1nst1tut10ns that provide
guarantees to the Bank.

Trading

Since the Guarantee Department issues guarantees in
foreign currencies, personnel have customary procedures to
follow to report these figures to the Assets and Liabilities
Department and the Foreign Exchange Department. Currently,
every change in guarantee liability is reported and, in
addition, a summary report is submitted monthly. These
procedures are not in writing at this time. Branch personnel
have instructions concerning their responsibility to seek
appropriate cover for foreign exchange risk. Similar
procedures govern guarantees received by the Bank.



As regards foreign currency loans and discounts,
including a’ forfait transactions, the Department coordinates
closely with the Foreign Exchange Division in all cases.

Operations

Action has been taken in the Guarantee Department to
create separate files to control the liability and fee income
associated with each guarantee issued and any associated
foreign exchange liability. Since fee income is shared with
the Branches, there is a constant interchange with the
Branches as regards outstanding amounts and collection
procedures.

RECOMMENDATIONS

. Procedures followed for the processing, recording
and maintaining the guarantee portfolio should be
put into a written manual.

o Procedures should be established for at least an
annual review of guarantees issued to the benefit of
the Bank to assure their continued credit
worthiness. It is suggested further that this
procedure be included in the overall Bank procedure
for collateral control, since it is possible that
domestic guarantees could be issued that stand
outside the jurisdiction or the Guarantee
Department.

° Liability for guarantees outstanding should be
verified in writing with the area of credit
responsibility at least quarterly. This should be
done in addition to the normal communications
concerning guarantees with the branch responsible
for the client.
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Memo:

Date:

From:

KPMG PEAT MARWICK
POLICY ECONOMICS GROUP

Guarantee Department
March 26, 1993

Frederick J. Zamon, Advisor

Subject Policy and Procedure for Issuance of

Guarantees by the Czech Savings Bank and
also Policy and Procedure for Accepting
Guarantees Issued by Other Institutions as
Collateral for Credit Facilities Granted by
the Czech Savings Bank.

What are the policies and procedures associated with
obtaining credit approval for the issuance of
guarantees?

Credit approvals are obtained from the area with
responsibility for the relationship and with the
delegated authority adequate to approve the amount of
the guarantee requested. This authority usually
resides in the Branches. This means that a Branch
Office can approve an application for a guarantee if:

a. it is responsible for the relationship,
b. it has performed the required financial analysis

of the applicant and decided that the applicant
is credit worthy, and

c. the Branch possesses the required 1level of
authority to approve the size of the facility
requested.

The Branch must check the payment conditions of the
contract before issuing the guarantee and payment
conditions of the contract must be included in the
financial analysis. A copy of the contract must be
sent to the Guarantee Department with the application.

What are the policies and procedures associated with
obtaining credit approval for accepting the guarantee
of another party in favor of the Czech Savings Bank,
whether or not that party is a bank or some other
corporate organization or an individual?

The Head Office, Guarantee Department is responsible
for the review and approval of all guarantees issued
in favor of the Bank in foreign currencies and all
guarantees issued by guarantors resident outside the
Czech Republic. Specifically, the Foreign Business
Contacts Department is required to collaborate with
the area of primary credit responsibility. This
Department must verify signatures and determine the



legal ability of the guarantor to extend its
guarantee. The specific wording must also be approved
by the Guarantee Department. Clients are encouraged
to contact the Foreign Business Contacts Department
prior to issuance of guarantees so that the Bank can
suggest any improvements in wording.

What types of guarantees are granted?

Guarantees are issued for bid bonds, performance
bonds, advance payment bonds and warranty bonds.
Guarantees are issued as part of contracts or they
stand alone. In the latter case, they are payable on
demand. Guarantees are also issued to induce other
banks to issue their guarantee. In this case, the
Bank indemnifies the institution issuing the
guarantee. Guarantees are also issued as security for
custom’s bonds and payment of court outlays.

Who is responsible for determining the fee to be
charged for the guarantee?

Fees are determined by the Branch or Office
responsible for the relationship. Head Office will be
involved when it is appropriate.

Who is responsible for collecting fees on a timely
basis?

The Branch or Office responsible for the relationship.
Fees are paid quarterly in advance on a per annum
rate. It is possible for the Branch to collect the
entire fee in advance.

Is there a standard agreement form between the Bank
and the Client of the Bank that provides a counter-
indemnity from the Client to the Bank?

Yes, this 1is called a BANK GUARANTEE PROVISION
AGREMENT. A sample is attached as Appendix No.2 on
the Bank Guarantee Policy and Procedures statement.
It includes, as an integral part of the form, another,
more detailed form for providing the counter-indemnity
agreement.

Is there a procedure for reviewing the adequacy of
guarantors of the Bank on an annual basis?

No, but one is being discussed.

Is there a central file that totals the outstanding
guarantees to the Bank on an annual basis?

Yes, the total outstanding amount of guarantees is
reported by the Department every time a change occurs
and on a weekly basis.

Are there procedures for allocating capital under



risk-asset to capital ratios by the type of guarantee
and is there a procedure for calculating the cost
associated with that allocation?

The amount of guarantees outstanding is reported to
the Assets and Liabilities Department for regular
reporting to the National Bank. The National Bank
monitors the total capital adequacy of the Bank.
Those responding to this question did not know if
costs associated with this allocation were known.

Is the cost of allocation of capital included in the
fee structure charged for guarantees?

Fees are usually determined by competitive
circumstances and the Bank’s relationship with the
customer.
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KPMG PEAT MARWICK
SKUPINA HOSPODARSKE POLITIKY
CESKA SPORITELNA

POSTUPY RIZENI ZAHRANICNICH PLATEB
UCEL

Utelem této zpréavy je vydat manual postupd fizeni zahrani¢nich plateb v Ceské
Spofitelné (dédle jen Spofitelna). Tento manudl je zamé&fen na b&Zné postupy pro
zpracovani zahraniCnich plateb hrazenych nebo pfijatych Spofitelnou.

METODIKA

Udaje uvedené v této zpravé byly ziskdny bdhem osobnich rozhovorti s vedenim.
mezindrodniho a devizového oddéleni Spofitelny a se zaméstnanci pobocky. V
nékterych pfipadech témto rozhovorim pfedchazely podrobné dotazniky v CeStiné a
angli¢ting. SluZby tlumocnika byly poZadovany asi pro 40 % pohovort a provadénych
pozorovani. To zahrnuje pfeklady oficidlnich tlumo¢nikd a bezprostfedni pfeklady
respondenti pro své kolegy. KPMG ovéfilo informace ziskané v t&chto rozhovorech
jak jednostrannym pozorovénim denni prace provadéné zaméstnanci Spofitelny, tak
ndslednymi rozhovory s kliCovymi managery. Ve viech pfipadech byly respondenty
ovéfeny pisemné zapisy ze schiizek z hlediska pfesnosti pozorovani.

DEFINICE ZAHRANICNICH PLATEB

ZahraniCni platby jsou pro uCely této zpravy definovany jako jakékoli pohyby
fondi vstupujici nebo vystupujici ze Spofitelny. JelikoZ takovéto pohyby jsou vé&tsinou
doprovazeny riznymi placenymi sluZbami poskytovanymi klientiim, platebni styk bude
provadén spole¢né s 8mito sluzbami. Ugelem tohoto spojeni je zdtiraznéni koordinace
poZadované uvniti Spofitelny kontrolovat a idit proces zahrani¢nich plateb vyvolanych
témito sluZbami. Rzné placené sluzby mohou byt identifikovany podle b&Znych ndzvi
produkta:

« Hladké platby (placené a inkasované)

» Dovozni a vyvozni akreditivy

» Dovozni a vyvozni dokumentirni a hladk4 inkasa

» Mezin&rodni zéruky a "standby" akreditivy

» Niakupy a prodeje zahrani¢ni mé&ny

* Vklady v Euro-méné pfijaté a uloZené

 Zahrani¢ni Gvéry a slevy (vCetng forfaitovych obchodi)
* SluZby zahrani¢nich partnerskych bank

Kazda z &chto sluZeb vyZaduje specifické Gcetni a kontrolni postupy zaji$tujici
platnost a v€asnost vlastni platby do nebo ze Spofitelny. Tato zprava definuje tyto
z&kladni poZadavky, které jsou nezbytné pfi platebnim styku.



ORGANIZACNI STRUKTURA A TOK ZAHRANICNICH PLATEB
Struktura pobodek

V3echny vkladové Gty zdkaznikl jsou vedeny u pobocek Spofitelny. V Ceské
republice je pfes 2000 jednotlivych pobolek a kanceldfi Spofitelny. Jsou Fizeny
prostfednictvim 80 stfediskovych pobocek, které jsou déle koordinovany 8 krajskymi
pobo¢kami. T&chto 8 pobofek zodpovidé centrale v Praze.

Pozadavky na mezindrodni sluzby vychazeji od z4kazniku prostfednictvim tohoto
systému veSkeré zadosti o zahrani&ni sluZby, které vychézejf od zdkaznikd, jejichZ GCty
jsou vedeny u bank pod krajskou drovni, musi byt zracovény krajskou pobockou a pak
odesl4ny prazské centrdle. Mezindrodni platby zdkaznikim Spofitelny ze zahranici
plynou nejdiive do centraly a poté do systému pobocek.

Struktura centrily: Mezinidrodni a devizové odd&leni

U centraly nejsou vedeny Zddné vkladové ucty. Pri centréle je vSak zfizeno
mezinarodni a devizové oddgleni. Techni&ti pracovnici, systémy a postupy pro vSechny
zahrani¢ni platby do a ze Spofitelny prochézeji timto odd€leni. K 1. dubnu je v tomto
oddéleni 103 zamdstnanci na plny Gvazek. Ve vedeni oddéleni je jediny feditel. Dale se
oddé&leni d&li do pé&ti hlavnich organizagnich jednotek. T&chto pé&t hlavnich
organiza¢nich jednotek a souCasny stav zamésmanct je uveden dale:

JMENO JEDNOTKY POCET ZAMESTNANCU
Kancel4r feditele feditel plus 2 zaméstnanci
Odbor hladkych plateb vedouci plus 46 zaméstnanci
Odbor Mezindrodniho obchodu vedouci plus 18 zamé&stnancti
Odbor aktiv a pasiv vedouci plus 20 zaméstnanch
Devizové oddéleni vedouci plus 5 zamé&stnanch
S.W.ILE.T. vedouci plus 5 zaméstnanci

ODDELENI HLADKYCH PLATEB

V podstat& kaZd4 zahrani¢ni operace Spofitelny prochizi oddélenim hladkych plateb
(déle jen OHP). Pravé tady, v OHP, je umist&€n potitaC, ktery spojuje Gltovani o
zdkaznicich s hlavni knihou Spofitelny. Jakmile zdkaznik vyhotovi Z4dost o
mezindrodni pfevod zdroju, nebo je tieba provést platbu spojenou s jinou mezinrodni
sluZbou, nastdvaji nasledujici operace:

v



1. Zaméstnanci pobo¢ky provéfi podpisy a vy¢leni prostfedky na pfevodovém a¢té
209, tj.:

Ma dati: Ucet zékaznika
Mize byt v korundch nebo v zahrani¢ni méné. Spofitelna
vede ucty vkladateli v osmi konvertibilnich mé&néch.

Dal: Pievodovy ucet €. 209xyz-OP
("xyz" je k6d m&ny; "OP" je kéd pobocky)

2. Prikaz k uhrad€ je zasldn do centrdly OHP, nebo k autorizaci jiné strané
mezindrodniho odd€leni k provedeni platby, kter4 se G&astni vy3e uvedenych operaci
prostfednictvim OHP nésledujicim zpsobem:

Ma daiti: Pievodovy ucet €. 209xyz-OP
Dal: Pohledavka za (jmenovitou) zahrani¢ni bankou (Nostro
ucet)

JestliZze korespondenc¢ni banka nebyla zdkaznikem specifikovana, pracovnik OHP
vybere banku co nejvyhodnéjii pro piijemce a pfikaz k tihradé je dopraven do odboru
S.W.LE.T., ktery provozuje mezinarodni komunikaéni sit Spofitelny a posil4 piikazy.

Toto jsou zékladni GCetni piedpisy pro viechny platby Spofitelny do zahranidi.

Platby ze zahraniC{ jsou zpracovany prostfednictvim OHP a zG&tovaci predpisy jsou
reverzni k vySe uvedenym!

ODBOR MEZINARODNIHO OBCHODU

Odbor mezindrodniho obchodu je zodpovédny za tfi funk&ni oblasti. Jsou to
dokumentérni platby, oblast bankovnich zaruk a korespondencni bankovnictvi.

DOKUMENTARNI PLATBY

Odbor mezindrodnich plateb poskytuje dovozni a vyvozni akreditivy a dovozni a
vyvozni inkasa.

1 PrestoZe zdpisy na stranach M4 dAli a Dal se zdaji byt jasné, nezabrafiuji nedostatkiim systému
zabezpetujiciho potitatové spojeni s hlavni knihou ani problémum spojenym s fizenim zistatku a
sesouhlasenim zistatki Nostro GZtd. Pro tyto Zely postali uvést, Ze &as potfebny k vyrovnani
ptevodového Gt je 7 aZ 10 dni. Zatimco ptikazy jsou zasilany korespondenZnim banksm k zatiZeni
Nostro ¢t prostfednictvim odboru SWIFT, G&etni informace vztahujici se k operaci jsou zpoZdeny,
neZ se dostanou do odboru aktiv a pasiv a do finan¢ni uttAmy. Nostro zistatky nepodléhaji striktni
kontrole a Nostro zastatky v hlavni knize maji také zpoZd&ni pfi zaG&tovani. Podrobngj¥i diskuse a
doporudeni pro zlepieni tohoto systému jsou pfedmétem jiné zpravy.



Akreditivy

Vsechny akreditivy jsou zpracovany v centrile v Praze. Oprévnéni pro dv€rovou
ginnost vyzaduje, aby vystavené akreditivy byly garantovany specifickou oblasti
odpovédnou za styk s klientem. Tento postup je velmi ¢asty na drovni poboCek.
Pobo¢ky nemohou akreditivy vydavat, mohou pouze podepisovat Zadosti o jejich
vystaveni. Pro Z4dosti o vystaveni akreditivu byly vydéany pfislu§nym pracovnikim
pisemné instrukce ve formé "Pracovniho postupu &. 155", ktery detailn€ upravuje
proces potvrzovani akreditivii. Kopie Pracovniho postupu je pfipojena pod nazvem
Piiloha A. Kazd4 z4dost o vystaveni akreditivu obsahuje pfislu§né podpisy a podpisové
vzory predchédzejici vydani akreditivu. V pfipadg, Ze poZadovany akreditiv pievysi
mozZnosti uvérového opravnéni poboc€ky, uplatni se pisemné postupy pro ziskani
souhlasu vy33i urovné opravnéni.

Pravidla zaji§t&ni a vSechna Dal3i dokumentace podporujici Zadost je v pravomoci
oblasti odpov&dnosti za avéry. Kazd4 pobocka udrZzuje vlastni zdznamy o zdvazcich
zdkaznik . Spofitelna nem4 Zadnou centralni kontrolu zdvazkt. Standardni formular
pfedany klientem Spofitelng za GCelem vydani akreditivu se pfipravuje, ale zatim nenik
dispozici.

Vétsina akreditivi zni na cizi ménu. Ve ¢tvrtek kaZzdého tydne predkléda odpovédny
pracovnik z oblasti dokumentérnich plateb do odboru aktiv a pasiv pfehled
nesplacenych ztstatki v ¢lenéni podle mény. Pracovnici tohoto oddé&leni pfipravi z
téchto dat vstupy do hlavni knihy Spofitelny a ode§lou je do finan¢ni u¢tarny. Takto
tvoifi nesplacené zdvazky z akreditivit v hlavni knize dluh 7 dni. Pouze soubory podle
jednotlivych akreditivd odréZeji pravdivé nesplacené zdvazky Spofitelny. Korunové
zastatky nejsou vedeny na Gétech hlavni knihy, ale jsou pfevadény v b&€Zném kursu,
kdyz je vyZadovéana zpréva, v korunovych ekvivalentech.

Zaméstnanci pobofky maji piikazy tykajici se jejich zodpovédnosti najit vhodné
kryti pro devizové platby.

Zahraniéni inkasa

V3iechna zahrani¢ni inkasa jsou zpracovédvéana v centrile v Praze. Pisemné postupy
pro zpracovani dovoznich a vyvoznich dokumentt se dokonCuji. Osv&dCeni vedeni
bude pfijato v kvétnu 1993. V t¢ dob&é mu bude pridéleno oficidlni "Cislo postupu”.
Zatim byly dCetni a kontrolni postupy doporuené v tomto dokumentu zavedeny v
nejvétsi mife, jakd byla moZnd za dosavadnich predpisa.

JelikoZ pii inkasnich operacich neexistuje Zadna iv€rova angaZovanost, neni nutné
s vyjimkou pfipadd, kdy Spofitelna pfidava ke sménce nebo jinému platebnimu
prostfedku svou zaroku nabo aval, pfipravovat Zddny dCetni z4pis na strané Dal. V
pfipadé, kdy je vytvoren zévazek Spofitelny, platebni prostiedky budou déle vedeny v
inkasnich souborech pod pfislu§nym referen¢nim &islem. Garance nebo aval budou
viak identifikovany podle ¢isla pfid€leného a zaznamenaného v odboru zéruk.O
poloZce se bude ¢tovat stejnym zplsobem jako o jinych zarukach Spofitelny, véetné
vSech pozadovanych tvé&rovych osvédéeni.
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Uletni a kontrolni postupy

V oblasti dokumentarnich plateb byly zahdjeny prace potfebné k vytvofeni
oddélenych soubori a rejstiikt pfisluSnych vydanych akreditivi, aby bylo moZno
kontrolovat zévazky a trZby z poplatkl vazanych na kazdy akreditiv a jakékoli devizové
zdvazky s nimi spojené. Podobné soubory a postupy actovéani o trzb4ch z poplatki
existuji pro dovozni a vyvozni inkasa. Pro zékazniky nejsou v3ak vedeny Zidné
analytické Gcty.

Spofitelna nemé Zadny centrdlni kontrolni systém zdvazki. Od pobolek se ofekava,
Ze budou vést své vlastni ucetni z4znamy o pfimych a nepfimych nesplacenych
z4vazcich. Informace z poboCek adresované odboru dokumentérnich plateb indikuji, Ze
uctovani €chto zdvazkd a navazujicich poplatktl vyZaduje zdokonaleni v pfesnosti a
konzistenci.

Neni jasné, zda se pro pobolky rozliSuje jeden typ uvérového pasiva od druhého podle
souhmu dostupného z&kaznikovi, tzn. garance, Uvéry, akreditivy mohou byt vSechny
seCteny a nemusi byt sledovdny samostatn€ a¢etni procedurou. Podobné& z
poskytnutych informaci neni zifejmé, zda viechny pfijmy jsou spradvné€ Gltovany na
klientské GCty na zadkladé Casového hlediska a pokud byly zatétovany na zékladé
Casového hlediska, zda byly sprdvné zaslény pravému zékaznikovi. To samé plati pro
spléatky jistiny vzhledem k Cerpani akreditivi.

VSechny navrhované dcletni a provadéci procedury musi byt
kontroloviany a schvileny iGdetnim oddé&lenim, coZ pripadné znameni
ureni moZnosti uplatnéni a souladu téchto doporucéeni s Gletnimi a
statutirnimi pozadavky banky a Ceské republiky.

DOPORUCENE UCETNI PROCEDURY PRO AKREDITIVY

Ucetni systém pro centrdlni vedeni zdvazkil je nespolehlivy, a proto je nutné
nezaplacené zdvazKy zaznamenané zikaznickym systémem a systémem analytickych
acta, ktery je popsan niZe ovérovat alespoii jednou za &tvrt roku pisemnym ziznamem
poboCky a pokud vedeni vyZaduje i Castéji.

Zustatky v analytické evidenci by mé&ly byt odsouhlaseny se zastatky v hlavni knize
nejméné jednou tydné. Vstupy do analytické evidence by mély byt zpracovany na konci
dne, v kterém byla transakce provedena, s tim, aby viechny terminy byly splnény, aby
bylo umoZnéno takovou préici spravné provést. Viechny vstupy do hlavni knihy by
mely byt uvedeny ve finan¢nim Gletnictvi v uzavérce pfisluiného pracovniho dne, aby
se tyto Castky objevily v pocateCnim zistatku dne nésledujictho. V3echny Glty, pres
které byly zaznamenany vstupy v ramci odd€leni a vstupy mezi odd&lenimi, musi byt
odsouhlasovany denné.

PoZadované ucty hiavni knihy a ¢ty analytické

Z divodu zavedeni uCetnich doporu¢eni musi byt k dispozici nasledujici specifické
ucty.

HLAVNI KNIHA - UVEROVY UCET AKTIVNI

Vlastni nakoupeni sménky (akreditivu).



HLAVNI KNIHA - NEVYDELANY PRIJEM, PASIVNI UCET
Nevyd@lany diskont - vlastni nakoupeni sménky (akreditivu)
HLAVNI KNIHA KONTRA - AKTIVNI UCET

Zékaznikiv zdvazek - bankovni sménky (akreditivy)
Zikazniklv zévazek - Casové rozliSeni platebnich zdvazkt

HLAVNI KNIHA KONTRA - PASIVNI UCET

Bankovni zivazek - bankovni sménky (akreditivy)
Bankovni zdvazek - Casové rozliSeni platebniho zavazku

HLAVNI KNIHA: PODROZVAHOVE UCTY
AKTIVA
Zikaznikova pasiva - obchodni akreditivy
Dovozni akreditiv - potvrzené strany
Dovozni akreditiv - Casovy _
Dovozni akreditiv - €asové rozliSené platby
Vyvozni akreditiv - potvrzené strany
Vyvozni akreditiv - potvrzeny ¢asovy
Vyvozni akreditiv - potvrzené Casové rozliCeni plateb
Prisluiné nékladové a vynosové ti¢ty jsou nezbytnosti pro viechny vy3e uvedené Gcty.
ANALYTICKE UCTY

Jednotlivé klientské aCty v riznych ménéich.

Klient (jméno) nesplacené zdvazky - bankovni sménky (akreditivy)
Klient (jméno) nesplacené z4vazky - Casové rozli§ené zdvazky z plateb

Dovozni akreditiv - potvrzené strany (jméno Zadatele)

Dovozni akreditiv - €asovy (jméno Zadatele)

Dovozni akreditiv - ¢asové rozliSené platby (jméno Zadatele)

Vyvozni akreditiv - potvrzené strany (jméno vydévajici banky)

Vyvozni akreditiv - potvrzeny Casovy (jméno vydavajici banky)

Vyvozni akreditiv - potvrzené ¢asové rozli¢eni plateb (jméno vyd4vajici banky)
KAZDODENNI VSTUPY

(maji byt dokonCeny ke konci kazdého pracovniho dne)

Vydani a doplnéni (zvySeni) akreditivu
(Vydini je definovéno dnem, kdy akreditiv opousti oddélent)



1. Zkompletovat vSechny vstupy do souboru akreditiva
Predat soubor s nasledujicimi vstupy nadfizenému ke kone¢nému odsouhlaseni.

2. Ma dati: Zékaznikliv zdvazek z akyeditivu
' Nesplaceny (analyticky tG&et). Castka vstupu by mé&la byt tvofena
zékaznikovym z4vazkem, ktery je kryt akreditivem a méla by zahrnovat
10% zvy&eni, pokud je na Zadosti slovo "pfibliZng".

Dal: Zavazek banky za akreditiv (analyticky G&et). Céstka musi byt stejna,
jako astka na strané M4 dati.

Jednotlivé zapisy na strané M4 dati musi byt zautovany na kaZdy Gcet zékaznika v
oddé&leni. Po zaG¢tovani by se mély jednotlivé vstupy se€ist podle mén. Soucet za
kazdou ménu bude pouZit pro sestaveni hlavni knihy.

Kvuli efektivnosti mohou byt se€teny do divky podle jednotlivych mé&n a soucet
(ddvka) pak mizZe byt zad¢tovéna na acet Zavazky banky. SoucCet podle mény bude
pouZit pro pfipravu hlavni knihy.

POZOR: PRI ZPRACOVAVANI DAVEK JE POTREBA
SE PRESVEDCIT, ZE JEDNOTLIVE CASTKY
NA STRANE MA DATI SE ROVNAJI
CASTKAM NA STRANE DAL.

Analytické z4pisy zistanou v oddé€leni a mély by byt vypliiovany chronologicky.

3. Ma dati:  Klientsky Gcet na pobocce v E4stce poplatku za vydani pfes Pfevodovy
ucet €. 200%*,

Dal: Ucet vynost z poplatkfi za vydavani akreditivi.

Tyto vstupy budou odeslany do oddé€leni finan¢niho G&etnictvi pfi uzavfeni ptipadu,
aby byly nésledujici den zpracoviny.

4. Z4pisy na strané M4 dati v hlavni knize, které byly pfipraveny v bodé 2, musi byt
seCteny. Zapisy na strané Dal hlavni knihy také. Jednotlivé souty musi souhlasit
podle mén. Zépisy v hlavni knize musi byt pfeneseny do oddéleni finan&niho
ucetnictvi, kde budou nésledujici den zpracovany. '

Vydavani, ruSeni a zmény (sniZovani) akreditivi
(Definovéno jako denni ¢innosti pro redukci zistatkt akreditivii nebo plateb
ptileZitostnych)

1. Konzultovat, pokud je to nezbymé, s odborem zahrani¢nich m&n schopnost smlouvy
v zahrani¢nich ménéch pokryt konkrétni splatku pomoci akreditivu. Sménny kurs musi
byt v kazdém piipad€ urlen po dohod€ s piislunymi pracovniky, pokud neni v
akreditivu urCeno jinak. Pokud kontrakt neni splacen, je tfeba upravit uéetnictvi tak,
aby bylo moZné platbu provést pozdéji.

2. Zkompletovat viechny vstupy do souboru akreditivii. Dorugit soubor s néasledujicimi
zapisy k nadiizenému ke kone¢nému odsouhlaseni.
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3.Dal:  Zakaznikuv zdvazek vyplyvajici z akreditivu
Zustatek (analyticky tcet). UCtovana ¢4stka by méla sniZovat zdkazniklv
zévazek vyplyvajici z akreditivu.

M4 diti Z4vazek banky z aktuélnich akreditivii (analytické G&ty). Castka musi byt
tatdZ jako Castka vyse uvedenA.

Kvili efektivnosti mohou byt jednotlivé ¢4stky na strané Dal seteny (pokud jsou ve
stejné méné) a jejich soucet (davka) zaictovény, podle mény, na prislusny analyticky
ucet, ktery se jmenuje Zavazky banky vyplyvajici z akreditivii. Celkové Castka ze
jednotlivé mény bude pouZita k piipravé vstupl do hlavni knihy, podle jednotlivych
mén. Zatétovani na stranu M4 dati by méla byt vstupem pro kazdy zdvazkovy tcet
zékazniki v tomto oddéleni. Po zatGCtovéani by tyto vstupy mély byt selteny podle
jednotlivych mé&n. Soucet za kaZdou m&nu bude pouZit pro pfipravu vstupf do hlavni
knihy.

Pozor: Pri zpracovavani davkovych vstupt se presvédéte, Ze jednotlivé
strany M4 dati a Dal jsou si rovny.

Analytické Gty zistavaji v oddélenich a mély by byt napliiovany chronologicky.

4. M4 dati: Ucet zskaznika v poboCce, vyjedndvaci poplatky, stornovaci poplatek,
pfijimaci poplatek, diskontni poplatky na Pfevodovém ucté €. 209 **

Dal: Uget vynost z poplatkii za vyd4véni akreditivi
Splatka sménky na vidénou nebo uplynuti ¢asové sménky

5. M4 dati: Zdkaznikidv icet na poboCce v Eastce, kterd je Cerpdna pomoci
Prevodového Gctu 209%*.

Dal: Pfevodovy dCet 209** v {4stce placené cizimu piijemci.

TATO UCTOVANI REPREZENTUJI PLATBY VYNOSU Z AKREDITIVU.
VYROVNAVACI ZAPIS NA STRANE MA DATI MUSI BYT PRIPRAVEN NA
PREVODOVEM UCTU C. 209** A POSLAN S PRIKAZEM K PLATBE BUD DO
ODDELENI ZAHRANICNICH MEN, NEBO DO ODDELENI CISTYCH PLATEB.
POZADOVANY ZAPIS BUDE NASLEDUJICI:

M4 dati:  Prevodovy tcet £.209** (S POUZITIM KOPIE
POSLANE PRO ODDELENI DOKUMENTACE
PLATEB, KTERE JE ZMINENO VYSE)

Dal: Nostro ucet

Tyto zépisy by mély byt piedloZeny do lhuty pro obdrZeni vstupu jak je to ur¢eno
Cistymi platbami a oddélenim S.W.LF.T.

6. Je tfeba seCist zapisy na stran€ Dal v hlavni knize, které jsou pfipraveny podle bodu
3. Dile je tfeba secist stranu Ma déti hlavni knihy. Oba soucty podle jednotlivych mén
musi souhlasit. Z4pisy do hlavni knihy je tfeba dopravit do oddéleni finan&niho
ucetnictvi. Budou zpracovény nésledujici pracovni den.



7. Nésledujici den se presv&dCte, Ze vstupy jsou zaznamendny spravné.
Prijeti casové sménky

Prijeti Casové sménky je tfeba udé€lat nasledujicim textem, ktery je nati$tén nebo
narazitkovén na jejim povrchu a opatfen datem a podpisem banky:

PRUJATO:

(datum)
CESKA SPORITELNA, A.S., PRAHA, CESKA
REPUBLIKA

(opravnény podpis)
Splatno datem ukongeni platnosti v Ceské spofitelng a.s.
Praha, Cesk4 republika
Transakce, na kterou je sménka vydévana, je import/export

(popis zboZi)
od koho:

ke
komu:
pfijeti ¢islo:

1. Madati: Nevyfizend sménka zdkaznikova zdvazku
Dal: Nevyfizend sménka zdvazku banky

2. Ma dati: Zikaznikv dcet na pobocce pro pfijimaci poplatek pomoci
prevodového Gctu €. 209**.

Dal: Vynosovy ucet pro pfijimaci poplatky.
Srazka z pFijatych asovych smének (Bankovni sménka)

Sréazka z pfijatych Casovych smé&nek vytvéii pujcku, kterd musi byt kryta bankou. Proto
je tieba Casové rozliSeni zuCtovat v oddé€leni Gveérd, pokud je to oviem mozné. Oddéleni
aktiv a pasiv by mélo kontrolovat tato aktiva a pfijmy z uvért.

Nicméné, zdrojem transakce je oddéleni dokumentace uvért a tim je i mistem, kde se
vyskytuji detailni informace o transakci. Proto mus{ toto oddéleni pfipravit vhodné
instrukce pro oddéleni aktiv a pasiv. Obvykle se sraZky objevuji v dobé& pfijimani, takZe
osoba, kterd pfipravuje dCtovani, miZe pfipravit i pfeddvaci zpravu pro odd&leni aktiv a
pasiv.

Vstupy provédéné oddélenim aktiv a pasiv

Pomoci informaci z pfedévaci zpréavy odd€leni aktiv a pasiv pfipravi nésledujici vstupy
na stranu M4 déti a Dal:

(A



Ma dati: Aktivni 0¢et vlastnich smé&nek (C4stka na sm&nce)

Dal: | Zikazniklv GCet se srdZkovym vynosem (Castka na sménce minus
srdzka). Pokud je tcet na pobocce je tfeba tuto operaci provést
obvyklym postupem.

Dal: Neinkasované srazky - vlastni nakupovana sménka (¢4stka srazky)
Pozndmka: Mira srdZky bude ur¢ena poloZkami korunovych reserv a
polozkami z oddé&leni zahrani¢nich m&n v rozsahu uréeném tGvéréfem a
bude pfedana do odd€leni pro dokumentaci Gvéri.

KaZzdy zapis na stranu M4 déti i¢tu Vlastni nakupovana sménka bude zaznamenan na
jednotlivém klientském analytickém GEt€ jako zdznam o GvErové transakci. Nakonec
budou v3echny vstupy na strand M4 dati, které se vztahuji ke sraZkam, seCteny.
Jednoduchy, agregujici z4pis na stranu M4 déti v hlavni knize bude pfedén do
finan¢niho dCetnictvi spolu s z4pisy na strané Dal.

Uplynuti thity splatnosti sraZkovych bankovnich smének

Pii uplynuti sménky musi byt splacena srdzkové pajCka a zdvazky banky a zdkaznika
pro zbyvajici sm€nky musi byt odstranény z rozvahy. Nésledujici vstupy budou
ucinény:

Vstupy oddélenf aktiv a pasiv - 1. krok

Ma dati: Docasny pfevodovy et (C4stka sménky obsahuje kontrolni ¢islo
sménky)

Dal: Vlastni nakoupené sménky (Castka sménky)

Ma dati: Nepfijata sraZzka (pro Castku, ktera jeSt€ nebyla zaGCtovéna jako piijem).
Pokud Castka jiz byla Casové rozliSena, neni tfeba provad&t Zadny z4pis.

Dal: Srézkovy piijem. Pokud jiZ byl pfedem ¢asové rozliSen, neni potfeba jej
znovu uctovat.

Vstupy oddéleni dokumentovani GvErt - 2. krok

Dal: Docasny pfevodovy tcet (Castka sménky obsahuje kontrolni &islo
sménky)

Ma daiti: Zustavajici bankovni z4vazky - bankovni sménky (&4stka sménky)
Ma dati: Zakaznikav et (Castka sménky obsahuje kontrolni &islo sménky)
Dal: Zustavajici klientské zdvazky - bankovni sm&nky (C4stka sménky)
V3echny vstupy na stranu Dal u¢tu Zistdvajici klientské zdvazky budou seéteny a bude
pfipraven jediny vstup. Tento vstup spolu s jednotlivymi vstupy na stranu M4 dati v
zékaznickych Gctech bude nakonec zpracovén ve finandnim G&etnictvi, aby mohl byt

nasledujici den pfeveden do hlavni knihy. Jednotlivé z4kaznické zdvazkové vstupy na
stran€ Dal budou zaneseny do analytickych z&kaznickych détd a uchovéavény v oddéleni
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v chronologickém pofddku. Jednotlivé vstupy na strang Dal na pfechodném G¢t€ budou
seCteny a bude pfipraven jejich zépis. Tento celkovy vstup zistane v oddé€leni s
celkovym pfipravenym vstupem, ktery vznikne seftenim v3ech debetnich listka ze
zastavajicich bankovnich zavazkt - bankovnich smének. Jednotlivé vstupy pijdou do
finan¢niho Gletnictvi a budou zda¢tovany do hlavni knihy. Toto zprihledni vstupy
provadéné oddélenim aktiv a pasiv.

DOPORUCENE UCTOVANI MEZINARODNICH SMENEK

Banka muZe byt pfileZitostné pozddana, aby avalovala nebo garantovala sménku
spojenou s mezindrodnim obchodem, kterd bude placena v budoucnosti.V tomto
pfipadé€ se doporucuje, aby sménka zistala pod kontrolou oddéleni dokumentace Gvert.
oddéleni zaruk by mélo pfipojit kontrolni &islo a obhospodafovat zédkaznikdv zavazek v
kategorii komer¢nich garanci. U&tovani bude vypadat nasledovné:

Vytvareni avalované nebo garantované sménky

JestliZe pfisluSny tv€rovy organ pisemné potvrdi zdvazek banky, a pokud je oddélenim
zaruk pfidé€leno kontroln{ &islo, pak oddéleni dokumentace Gvérd musi oznacit zadni
stranu sménky nipisem "pour aval" nebo "garantovano Ceskou spofitelnou” a
podpisem osoby oprdvnéné k tomuto instrumentu. (Pfesnd prdvni forma a jazykové
poZadavky by mély byt ovéfeny pravni radou). Nésledujici zdpisy budou u€inény na
podrozvahové ucty:

Ma dati: Zavazek klienta - prijaté sménky

Dal: Zavazek banky - avalované/garantované obchodni sménky

Splaceni avalované nebo garantované sménky

Dal: Zivazek klienta - pfijaté obchodni sménky
M3 dati: Zavazek banky - avalované/garantované obchodni sménky
M3 dati: Klientav dcet

Toto prochézi pfes Pfevodovy ucet # 209 na et pobocky, nebo na
tvérovy ucet, pokud klient neni schopen platit v pfedepsaném terminu.

Dal: Zékaznik sménky
Toto bude provedeno normélni splatkovou procedurou prostfednictvim
vydavajici banky.

ODDELENI GARANCI

Bankovni oddéleni garanci je zodpov€dné za vydavéni viech garanci banky a také za

odsouhlaseni viech garanci poskytnutych bance jinymi subjekty. Tato oblast je téZ
odpovédné za pljCky v zahrani¢ni méné a srdZky v cizi méné vletné transakci 4 forfait.

Stand-by akreditiv
Doporucuje se, aby byl stand-by akreditiv pfipraven spole¢n€ odd€lenim dvérové

dokumentace a oddélenim garanci. Vydédvini takovychto avért neni Casté. Zatimco Gver
sdm by mél byt pfipraven s pomoci oddé€leni dokumentace Gverd, tento zdvazek by mél
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byt zai¢tovén a monitorovin v bankovnim oddé€leni garanci. Tato kooperace je nutné
kvili zvlaStnostem tohoto néstroje a jeho té€sné vazbé na pravidla o dokumentaci dveri
Mezindrodni obchodni komory, publikace &¢. 500. Odpovidajici svazek by mé&l byt
udrZovén v odd€leni dokumentace Gv&rd spolu s kopif vydanych dvéri.

Garance

V3echny bankovni garance by mé&ly byt pfipraveny, i€tovany a sledovany v oddéleni
garanci. Zistatky na klientskych a bankovnich analytickych G¢tech musi byt ovéfovény
navzdjem a zustatky v hlavni knize nejméné jednou mé&si¢ng. Analytické uCty by mély
byt zpracovdny na konci dne, ve kterém byly iniciovany vstupy, pfi zajidténi
dodrZovéani viech termind a pfesném provadé€ni viech innosti. Viechny vstupy do
hlavni knihy musi byt presentovany pfi uzavirdni kazdého pracovniho dne jako vstupy
dne néasledujictho.V3echny prechodné G¢ty, pouzivané pro zdznam mezi-odborovych
vstupil, musi byt denng€ odsouhlaseny.

A' forfait transakce

A'forfait transakce jsou tv€rové transakce. Jde o diskontované nikupy provadéné
bankou. Banka nakupuje stfednédobé neodvolatelné zavazky na podporu
mezindrodnich obchodnich transakci. Svazky jednotlivych zdkaznikd by mély byt
evidovany v tomto odd&leni. U¢tovani zdkaznikova zistatku a Sasového rozli§eni
trokd by mélo byt d€ldno v oddéleni aktiv a pasiv, které je zodpovédné za ucétovani
pajCek a Casového rozliSeni, protoZe se jednd o dvé€rové aktivum. Mély by byt
aplikovany viechny standardni dvérové procedury.

DOPORUCENE UCETNI PROCEDURY PRO GARANCEZ2 A STAND-
BY AKREDITIVY (L/C)

Ucetni systém pro centrdlni vedeni zdvazkii je nespolehlivy, a proto je nutné
nezaplacené zdvazKy zaznamenané zékaznickym systémem a systémem analytickych
GC¢th (popsany niZe) ové&fovat alespon jednou za ¢tvrt roku pisemnym zdznamem
poboCky a pokud vedeni vyZaduje i Cast&ji.

Hlavni kniha a poZadované analytické Géty

Nasledujici specifické a¢ty musi byt dostupné, aby bylo moZné aplikovat Getni
doporuceni popsané dale. Nutost rozliSovat mezi komer¢nimi a finan¢nimi garancemi
je zaloZena na vlastnim riziku, které je spojeno s kaZdou z nich. Toto riziko se odraZi v

aktivech ke kapitdlovym pomé&ram, které jsou odsouhlasené v Basilejské smlouve.3

2 Detailni popis a doporuceni, které jsou zaloZené na politice a procedurach bankovniho
Garanc¢niho oddé@leni, je uveden v piilohdch B a C.

3 Finan&ni garance a stand-by akreditivy pfedstavuji 100% z 8% kapitdlovych
poZadavki, zatimco stand-by akreditivy (jako draZebni jistiny, zdruky za provedeni
préce a zaruky za platby pfedem) pfedstavuji pouze 50% z 8% kapitalovych poZadavka.
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HLAVNI KNIHA: MIMOROZVAHOVE UCTY
AKTIVA

Zavazek klienta - obchodni garance

Zavazek klienta - obchodni stand-by akreditivy
Zavazek klienta - finan¢ni garance

Zavazek klienta - finan¢ni stand-by akreditivy

PASIVA

Z4vazek banky - obchodni garance

Zavazek banky - obchodni stand-by akreditivy
Zavazek banky - finan¢ni garance

Zavazek banky - finan¢ni stand-by akreditivy
Zavazek banky - obchodni akreditivy

Vhodné ¢ty vynosi a nikladl jsou nezbytné pro viechny produkty zminéné vyse.
ANALYTICKE UCTY
Jednotlivé Gcty klientl v riznych ménach.

Zakaznik (jméno) zdvazek - obchodni garance

Z&kaznik (jméno) zdvazek - obchodni stand-by akreditiv
Zikaznik (jméno) zavazek - finan¢ni garance

Zikaznik (jméno) zévazek - finan¢ni stand-by akreditiv

Denni vstupy
(budou kompletovéany ke konci kaZzdého dne)

Vydavani a Gpravy (zvySovani) garanci
(Vydavani je definovéno jako den, kdy je garance odeslana piijemci)

1. Pfedéni garan¢niho svazku nadfizenému ke kone¢nému odsouhlaseni s nésledujicimi
vstupy.

2. M4 dati: Zavazek klienta z garanci (analyticky udet). Castka, kter4 je G¢tovana, by
méla z4viset na vySce zdvazku klienta, kiery je garantovén.

Dal: Zavazek banky z akreditivi (analyticky ucet). Céstka musi byt stejn4 jako vyse
zmingn4 Céstka na strané M4 dati.

Jednotlivé z4pisy na strané M4 dati by mély byt zat¢tovany na kaZzdy klientsky
zdvazkovy ucet v oddéleni. Po zatucCtovéni by tyto vstupy mély byt seCteny podle
jednotlivych mén. Soulet za kaZdou m&nu bude pouZit k pfipravé hlavni knihy, ktera je
¢lenéna po méndch.

Kvili efektivnosti mohou byt jednotlivé z4pisy na strané€ Dal seCteny podle mény a

souCet (ddvka) zauctovédna na iCet zavazkl banky. Soucet pro kazidou ménu bude
pouZit na pfipravu vstup( do hlavni knihy.
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POZOR: PRI ZPRACOVAVANI DAVEK JE POTREBA
SE PRESVEDCIT, ZE JEDNOTLIVE CASTKY
NA STRANE MA DATI SE ROVNAJI
CASTKAM NA STRANE DAL.

Analytické z4pisy zistanou v oddéleni a mély by byt vypliiovdny chronologicky.

3. M4 dati: Klientsky ucet na pobocce - ¢astka je rovna poplatku za vydani;
pfes Pfevodovy iicet ¢. 209**,

Dal: Ucet vynost z garanci podle existujicich sm&mic

Tyto vstupy budou odeslany do oddéleni aktiv a pasiv pfi uzavfeni piipadu, aby byly
nésledujici den zpracovény.

4. Zapisy na stran& M4 déti v hlavni knize, které byly pfipraveny v bodé 2, mus{ byt
seCteny. Zapisy na strané Dal hlavni knihy také. Jednotlivé souCty musi souhlasit
podle mén. Zipisy v hlavni knize musi byt pfeneseny do oddéleni finan&niho
ucetnictvi, kde budou nésledujici den zpracovény.

Vydavani, ruSeni a zmény (sniZovani) garanci
(definovéno jako akce pfedchoziho dne pro sniZeni zistatku akreditivu nebo platby
piijemci)

1. Dodat garan¢ni soubor ke kone¢nému odsouhlaseni nadfizenému s nésledujicimi
vstupy:

2. Dal: Z4kaznikiv zdvazek za garanci (analyticky Gcet). Céstka by méla
odrézet sniZeni klientova zdvazku, ktery je garantovan.

Ma dati:  Zédvazek banky za akredititvy (analyticky t¢et). Céstka musi byt stejn4,
jako Castka na stran¢ Dal.

Jednotlivé z&pisy na stran€ M4 diti musi byt zauictovany na kaZdy ucet zdkaznika v
oddéleni. Po zauCtovani by se mély jednotlivé vstupy secist podle jednotlivych mén.
Soucet za kaZzdou ménu bude pouZit pro sestaveni hlavni knihy.

Kvili efektivnosti mohou byt sefteny do davky podle jednotlivych mén a soudet
(ddvka) pak muzZe byt zauCtovédna na dlet Zavazky banky. Soucet podle mé&ny bude
pouZit pro piipravu hlavni knihy.

POZOR: PRI ZPRACOVAVANI DAVEK JE POTREBA
SE PRESVEDCIT, ZE JEDNOTLIVE CASTKY
NA STRANE MA DATI SE ROVNAJI
CASTKAM NA STRANE DAL,

Analytické zapisy ztstanou v oddéleni a mély by byt vypliiovany chronologicky.

3. M4 dati: Klientsky ticet na pobocce - ¢4stka je rovna poplatku za vydani;
pies Pfevodovy et &. 209%*,
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Dal: Ucet vynost z garanci podle soucasné politiky.

Tyto vstupy budou odeslany do oddéleni finan&niho u€etnictvi pii uzavieni pfipadu,
aby byly nasledujici den zpracovany.

Jestlize zékaznik nem4 zdroje, kterymi by zaplatil zdruku, pak musi byt uzaviena
pijcka, za kterou bude zodpovidat pobocka.

4. Z4pisy na stran M4 dati v hlavni knize, které byly pfipraveny v bod€ 2, musi byt
seteny. Zipisy na stran€ Dal hlavni knihy také. Jednotlivé souCty musi souhlasit
podle mé&n. Z4pisy v hlavni knize musi byt pieneseny do oddé&leni finan¢niho
ucetnictvi, kde budou nésledujici den zpracovény.

ODDELENI DEVIZOVYCH OPERACI

Pracovnici oddéleni jsou zodpovédni za spotové a forwardové operace a za ndkup a
prodej cizich bankovek. Déle odpovidaji za uklddéni a vybirani depozit v euromé&néch.
Pracovnici se fidi pisemnymi pokyny vedeni a kurzy cizich mé&n, které jsou
stanovovédny Nérodni bankou. Pisemné pokyny obsahuji zvl43tni dealerské limity,
ménové limity, denni dpravy limitd a v§eobecné bankovni limity. U&tovéni obchodnich
transakci oddéleni se zpracovéini v "back office".

ODDELENI AKTIV A PASIV/"BACK OFFICE" ODDELENI
DEVIZOVYCH OPERACI

Oddéleni aktiv a pasiv je vnitfni kontrolni jednotka. Je zodpov€dné za iétovani pijéek a
poZadavky na transformaci ¢4stek na nostro G¢ty, na kteych jsou vyZadovany zistatky,
aby vyhovély pozadavkam na spldtky. Tyto transakce jsou zpracovavany v oddéleni
finan¢niho GCetnictvi na uctech hlavni knihy. Pfevod se provadi pomoci S.W.LE.T.u.

Toto oddéleni je zaroveti "back officem" pro odd€leni devizovych operaci. Moderni
sménérenské procedury poZaduji, aby ucetni funkce spojené s obchodovanim byly
udrZovéany a fizeny personélem, ktery nenf totoZny s pracovniky oddéleni devizovych
operaci.

Aby se toto dosdhlo, pak musi byt zachovany nasledujici hlavni G¢etni kniha a
analytické ucty.

Hlavni acetni kniha a analytické G¢ty pro obchodni ¢innost
Uéty ve hlavni knize

Aktiva

splatné deposita v zahrani¢nich bankach
terminové vklady uloZené v cizi méné
ocenovaci ulet - kursové zisky a ztraty
prevodovy ucet - koupé a prodej v cizi mé&né

Pasiva
splatné deposita ze zahrani¢nich bank

vybrané terminové vklady v cizi méné
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Analytické iulty
Aktiva

splatné deposita ve vyjmenovanych bankéch (nostro Gcty)
terminové vklady uloZené ve vyjmenovanych zahrani¢nich bankéch

Pasiva

splatnd deposita z vyjmenovanych zahrani¢nich bank (loro u¢ty)
terminové vklady uloZené ve vyjmenovanych zahrani¢nich bankéch

Podrozvahové xicty

Aktiva

zévazky zékaznika vyplyvajici z prodeje deviz
zévazky zdkaznikl vyplyvajici z ndkupi deviz

Pasiva

z4vazky bank vyplyvajici z ndkupu deviz
z4vazky bank vyplyvajici z prodeje deviz

Spotové nakupy/prodejni transakce
Spotové nakupy nebo prodeje cizich mén jsou sjedniany podle usneseni dva nebo pét
dnt dopiedu. To zévisi na stanoveném datumu, dobé& transakci v prab&hu dne,

vikendech a svétcich. V bance by se transakce méla zaitovat v den, kdy obchodni
Cinnost probghla. PoZaduji se nésledujici vstupy:

Banka prodavi cizi ménu (z4dkaznik ma dv€rovy ramec)

Den prodeje

Ma dati: Zavazek zdkaznika vyplyvajici z ndkupu deviz
Dal: Zavazek banky vyplyvajici z prodeje deviz
Den pfevedeni prostfedki

Dal: Z4vazek zdkaznika vyplyvajici z nikupu deviz
Ma dati: Z4vazek banky vyplyvajici z nakupu deviz
Ma4 dati: Ucet zdkaznika (nebo nostro udet v K&)

Dal: Nostro acet
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Zéivazek zdkaznika vyplyvajici z ndkupu nebo prodeje deviz musi byt uloZen na
odd€leny analyticky dcet zdkaznika. Nékupy a prodeje by mély byt nacitdny, nikoliv
vzijemn€ kompenzovény, a to podle mény a podle zdkaznika. Pfehled zdpisd do hlavni
knihy za viechny ndkupy zdkaznikd by mé&l byt denné pfedklddan finan¢nimu
uCetnictvi. Hromadny zapis za zdvazky banky by se mél denné provadét jak do
analytickych G¢td, tak do hlavni knihy. Jednotlivé vstupy by se mély chronologicky
vypliiovat v kancel4fi banky.

Banka proddvé devizy (zékaznik nem4 dvérovy ramec)
Den prodeje

Ma4 dati: Ucet zdkaznika (nebo nostro d&et, pokud timto zdkaznikem je jind
banka)

Dal: Pfevodni et - nékup a prodej deviz
Den pfevedeni prostiedki
Ma dat: Prevodni Glet - nakup a prodej deviz

Dal: Nostro a¢et

Banka kupuje cizi ménu (zdkaznik mé dvErovy rimec)
Den prodeje
Ma dati: Zéavazek zékaznika vyplyvajici z prodeje deviz

Dal: Zavazek banky vyplyvajici z ndkupu deviz

Den prevedeni prostiedki

Dal: Zivazek zdkaznika vyplyvajici z prodeje deviz

Ma4 dati: Zavazek banky vyplyvajici z ndkupu deviz

Dal: Ucet zdkaznika (nebo nostro G&et v K&)

Ma dati: Nostro ucet

Datum pfevedeni prostiedki je datum, kdy jsou mény vyménény. Banka musi poslat
prislusn¢ instrukce prostfednictvim oddéleni S.W.LE.T. To neni problém, pokud ob&
obchodni strany jsou banky. AvSak, pokud vstupy zékaznikd musi byt provedeny

prostfednictvim pfevodového Gtu &. 209, neefektivnost tohoto systému by zastavila
devizové obchody se zékazniky na pobockéch.
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Zavazek zékaznika vyplyvajici z ndkupu nebo prodeje deviz musi byt uloZen na
oddéleny analyticky d&et zdkaznika. Nakupy a prodeje by mély byt nalitiny, nikoliv
vzijemné kompenzovany, a to podle mény a podle zdkaznika. Pfehled zapisti do hlavni
knihy za vSechny nikupy zadkaznikd by mél byt denné pfedkladan finan&nimu
ucetnictvi. Hromadny z4pis za zdvazky banky by se mé&l denné provadét jak do
analytickych G¢ti, tak do hlavni knihy. Jednotlivé vstupy by se mély chronologicky
vypliiovat v kanceléfi banky.

Terminované niakupy a prodeje

VysSe zmin&né vstupy pro zékazniky s dv€rovym rdmcem je moZné pouZit také pro
terminované ndkupy a prodeje. Rozdil je v dob& mezi datem obchodu a datem
vyrovndni, ktery se maZe prodlouZit aZ do jednoho roku. Bude zavedeno pfecefiovaci
ucetnictvi pro pripady, kdy je portfolio terminovanych nékupt a prodeji zaknihovéano.
Viz odkaz na ocefiovaci ucet.
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DOKUMENTARNI AKREDITIVY V ZAHRANICNiM OBCHODE

(prilohy)

V roce 1991 rozs$irila Ceskd sporitelna, a.s. pro své
klienty sluzby v oblasti =zahrani¢niho platebniho styku
rovnéz o zajisténi provadéni dokumentarnich akreditivid, a to
prostrednictvim tuzemskych korespondenc¢nich bank. Po udéleni
povoleni od SBCS (dodatek &. 3 k devizovému povoleni &.
310007 ze dne 15. 6. 1992) k provadéni téchto sluzeb primo
v CS,a.s. zpracovala skupina dokumentarnich plateb metodické
pokyny k poskytovani tohoto bankovniho produktu.

Vzhledem k tomu, ze zvladnuti operaci s dokumentarnimi
akreditivy si vyzaduje osvojeni zakladnich teoretickych zna-
losti, je Gcelné v zajmu usnadnéni prace s timto pokynem
struéne uvést v uvodni ¢asti charakteristiku dokumentarnich
akreditivd.

1.  CHARAKTERISTIKA DOKUMENTARNTCH AKREDITIVO A ZAKLADN{
VYCHODI SKA

Dokumentarni akreditiv (Letter of Credit - L/C) je jed-
nim z druh® platebnich néastrojt, slouzicich k financo-
vani vyvozu a dovozu zbozi. Stale castéji se tento pla-
tebni nastroj zac¢ind vyuzivat i jako zajistujici in-
strument v tuzemsku. Akreditivni transakce jsou prova-
dény v souladu s Jednotnymi pravidly a zvyklostmi pro
dokumentdarni akreditivy, které vydavd a podle potreby
reviduje Mezinarodni obchodni komora v Parizi. V sou-
Casné dobé je platna revize z roku 1983, publikace ¢.
400. V CSFR jsou pravni predpisy o akreditivech obsaze-
ny v Obchodnim zakoniku ¢. 513/91 Sb. (§§ 682 az 691).
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V Jednotnych pravidlech a zvyklostech je dokumentarni
akreditiv definovan jako jakékoliv ujednani, jakkoliv
pojmenované nebo popsané, kterym banka (banka vystavu-
jici akreditiv) jednajici na zadost a dle instrukci za-
kaznika (Zadatele o akreditiv)

a) ma provést plat treti strané (beneficientovi) nebo
na jeho fad, anebo mé& =zaplatit nebo akceptovat
sménky (traty) vystavené beneficientem nebo

b) zmocni jinou banku, aby takové platy provedla nebo
zaplatila, akceptovala nebo negociovala takové
sménky (traty) proti predepsanym dokumentim za
pfedpokladu, Ze podminky akreditivu jsou splnény.

Z hlediska postaveni partner® v obchodni transakci se
rozlisuji akreditivy na:

A. Akreditivy krvijici dovoz zboZi

Tento akreditiv pfikazuje oteviit kupujici (dovoz-
ce) ve prospéch zahrani¢niho dodavatele.

B. Akreditivy krviici vyvoz zboZi

Jednd se o pripady, kdy Dbanka kupujiciho =zasila
akreditiv bance prodavajiciho se zadosti o avizova-
ni, popr. potvrzeni. Prostfednictvim banky, ktera
akreditiv avizovala (event. potvrdila), ¢erpa doda-
vatel po splnéni akreditivnich podminek akreditivni

castku.
Z vyse uvedeného vyplyvd, zZe =zicastnénymi stranami

akreditivu jsou:

1. prikazce (kupujici), ktery dava své bance prikaz
k otevreni akreditivu,

2. banka vystavujici a otevirajici akreditiv (banka
kupujiciho),

3. beneficient (povéreny, prodavajici),

4. banka, ktera otevieni akreditivu beneficientovi bud
oznamuje, nebo potvrzuje (banka avizujici/potvrzu-
jici).

Z hlediska pravni zdavaznosti banky viéi prodavajicimu
se rozlisuji akreditivy:
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- Qdvolatelné akreditivy (revocable)

Odvolatelny akreditiv nezakladd pravni zavazek mezi
bankou nebo bankami a prodavajicim, nebot takovy
akreditiv mdze byt kdykoliv zrusen nebo zménén, a to
bez predchoziho oznameni prodavajicimu ¢i bez jeho
souhlasu. V_praxi se nevyskytuji.

- Neodvolatelné akreditivy (irrevocable)

Neodvolatelny akreditiv zaklada pravni zavazek vysta-
vujici banky viOc¢i prodavajicimu, Ze po splnéni pre-
depsanych podminek ve stanovené 1hidté mu poskytne
prislusné plnéni (placeni, akcept sménky .. viz da-
le). ZrusSeni nebo zmény tohoto druhu akreditivu jsou
mozné pouze se souhlasem obou zuéastnénych stran. Lze
rici, Ze v praxi se dnes vvhradné pouziva neodvola-
telny akreditiv. (Akreditiv musi byt vzdy vyslovné
oznacen jako neodvolatelny, pokud by +toto oznaceni
chybélo, byl by pokladan za odvolatelny.)

- Avizované akreditivy (nepotvrzené)

V pripadé avizovaného akreditivu je v pravnim zavazku
vaci prodavajicimu banka vystavujici akreditiv, ¢ili
banka kupujiciho. Ta akreditiv posila bance prodéava-
jiciho se zdadosti, aby mu jej avizovala. Banka proda-
vajiciho nemda viac¢i svému klientovi zadny pravni zava-
zek.

- Potvrzené akreditivy

Pokud prodavajici zada, aby primy pravni zavazek vaci
nému prevzala jeho banka, znamena to, Ze vyzaduje
potvrzeny akreditiv. Prikaz k potvrzeni dava na pod-
kladé dispozic svého klienta (Zadatele o vystaveni
akreditivu) banka vystavujici akreditiv v neodvola-
telné formé. Obe bhanky jsou pak vic¢i prodavajicimu
solidarneé zavazany a plnéni mibZe vyzZzadovat od které-
koli =z nich.

V  dokumentarnim akreditivu stanovi prodavajici zejména
tyto casové lhoty a pozaduje tyto -doklady:

- doba platnosti akreditivu (doba platnosti akreditivu
v podstaté predstavuje maximalni 1lhidtu, do které musi
prodavajici do své banky predlozit akreditivem pre-
depsané doklady).

Pozn. :
Doba platnosti akreditivu neni =zpravidla totozZna
s dobou, po kterou Je (jsou) banka(y) zavazana(y)
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z akreditivu. Doba provéreni dokumentd, prip. doba do
splatnosti vyplaty nebo do dne splatnosti sménky mize
probihat i v dobé po platnosti akreditivu.

- 1hdta pro pfedlozeni dokladt dokumentujici odesléani
zbozi,

- obchodni faktura (event. celni, konzularni),

- dopravni doklad (v zavislosti na druhu dopravy to ml-
Z2e byt napr. konosament, letecky nakladni list,
postovni podaci listek),

- rzné dalsi doklady (pojistka, osvédceni o plvodu
zbozi, vazni list, balici list apod.).

Povinnosti banky je prezkoumat, zda predlozené doklady
spolu vzajemné souvisi a zda byly predlozeny vcCas, tj.
pted skonc¢enim platnosti akreditivu a v pozadované 1lhl-
té od data vystaveni dopravniho dokladu. Nezkouma vsak
zbozi ani obsah kupni smlouvy.

V pripadé, zZze dodavatel splni vSechny podminky prede-
psané akreditivem (tj. podminky, které lze zkontrolovat
na podkladeé predlozenych dokladtl), musi Dbanka splnit
svlj zavazek, ktery mize spocivat:

1. v zaplaceni c¢astky urcené akreditivem proti predlo-
zeni dokladd, a to bud okamZitém (tzv. sight pay-
ment) nebo zaplaceni odlozeném (akreditivy s odlo-
zenym placenim - deferred payment credit). V piipa-
dé odlozeného placeni se jedna o urcitou formu do-
davatelského uvéru, coz je v akreditivu formulovano
napr. takto: akreditiv je splatny X dni (napf.30,

90, 180 ..) od nebo po (from/after) datu dopravniho
dokladu;

2. v akceptovani sménky s urcéenou dobou splatnosti,
ktera mize byt podle podminek akreditivu vystavena
bud:

a) na banku prodavajiciho nebo kupujiciho, takto

urc¢end banka pri splnéni akreditivnich podminek
sama sménku akceptuje a pripadné eskontuje (od-
koupi),

b) na kupujiciho, v tomto pripadé sménku akceptuje
kupujici (trasat) a takto akceptovanou sménku

preda do své banky;:

3. v prevodu (negociaci) smének vystavenych podle
akreditivnich podminek prodavajicim na kupujiciho
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a predlozZenych spolu s predepsanymi doklady. Nego-
ciaci veétsinou provadi banka na strané beneficien-
ta, kterda akreditiv nepotvrdila, nybrz pouze avizo-
vala. Byla vSak vystavujici bankou k negociaci
zmocnéna, tzn. Vv akreditivu jmenovana jako banka,
u niz je akreditiv pouzitelny negociaci. Oznaceni
negociace se v bankovni praxi pouziva pro prevod
vlastnictvi sménky dosud neakceptované (prfevod
vlastnictvi smének jiz akceptovanych se oznacduje
jako eskont). Ucelem negociace je poskytnout bene-
ficientovi penézni prostfedky ihned proti pfedloze-
ni predepsanych dokumentd a sménky. Prevod vlast-
nictvi sménky z beneficienta na banku se déje ovsem
za Uplatu.

Akreditiv neékdy obsahuje zavazek vystavujici banky, Ze
poskytne hojeni kazdé bance, ktera podle podminek akre-
ditivu negociovala odpovidajici sménku. Tento akreditiv
se nazyva "Commercial Letter of Credit".

Pozn. :

akceptovat 1lze pouze sménky 1lhiatni, tj. sménky které
jsou splatné X dni (napr. 30, 60, 90..) od data akceptu
sménky anebo od data vystaveni atd.

Jednotlivé operace s akreditivy znazornuji obrazky ¢&.
1 a 2

Obr. ¢. 1 Vystaveni akreditivu
otevira akred.
zada vysta- a zada
veni akred. banka 0 avizovani, banka
kupujici >4 kupuji- >4 prodava- [
< ciho pripadné jiciho
oznamuje potvrzeni

otevieni akred.
oznamuje otevieni
akred., popr.
potvrzuje

prodava-
> jici
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Obr. ¢&. 2 Pouziti (likvidace, Cerpéani) akreditivu
zasila doklady,
predklada u potvrz. akr.
prodava- doklady a banka uc¢tuje na vrub| banka
jici zada prodava-|zahr. banky, kupujici-
>1jiciho >4 ho ]
zaplaceni u nepotvrz.
zadad o dobro-
pis
u potvrz. akredit. zasila
proplaci doklady, doklady
u avizovan. bud a uctuje
propléaci, nebo na vrub
oznamuje, ze kupujiciho
zaplati po pripsani
thrady v/p jejiho provadi uc¢tovani kupuji- f<-
uctu u potvr.souhlasné ci
<
Kromé& jiz zminénych druhd akreditiva, tj. akreditiva

pri dovozu a vyvozu zbozi, akreditiv potvrzenych a ne-
potvrzenych (avizovanych) existuje rfada dalsich v praxi
vice ¢i mén¢é uvZivanych druhll, napf. akreditivy prevodi-
telné, revolvingové atd., které se cCasto i vzajemne
kombinuji.

Prevoditelny akreditiv (transferable)

Je druh neodvolatelného akreditivu, ktery mizZe byt pd-
vodnim beneficientem preveden na Jjinou osobu, avsak
pouze v pripade, pokud je tento akreditiv jako prevodi-
telny vyslovné oznacen.

Revolvingovy akreditiv (revolving L/C)

Jedna se o druh neodvolatelného akreditivu, ktery po
vyCerpani nezanika, ale automaticky se za podminek

v ném uvedenych obnovuje na plvodni vysi akreditivni
castky. Pouziva se v pripadeé opakovanych dodavek, kdy
se akreditiv neotevira na celou hodnotu obchodniho pri-
padu, ale jen na Cast predstavujici jednu, event. vice
dodavek. V soucdasné dobé se od pouzivani tohoto druhu
akreditivu upousti, nebot kryti celé ¢astky obchodniho
pripadu i v pripadé pouziti tohoto druhu akreditivu mu-
si byt predem zajisténo na uc¢teé klienta. (Problém opa-
kovanych dodavek 1lze res$Sit prodluzovanim platnosti
akreditivu a obnovovanim akreditivni ¢astky, prfricemz
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rezervace c¢astky na 1Uc¢té klienta bude provedena vzdy
jen na pristi dodavku.)

Vyznam vuziti dokumentarnich akreditivid

Placeni akreditivem ma vyhody jak pro prodavajiciho,
tak 1 pro kupujiciho. Nejvéts$i vyznam akreditivu pro
obchodni partnery je v jistoté dhrady. Inkasni riziko
je v podstaté dano rizikem teritoria a bonitou banky,
ktera akreditiv otevrela, respektive potvrdila. Vyplata
¢astky je vazana na splnéni wurditych podminek, které
znd prodavajici predem. Navratnost prostredkd je z hle-
diska prodavajiciho rychla, zavisla predev$im na rych-
losti vyrizeni zakazky. Obchod je mozné realizovat bez
obav, Ze odbératel neprevezme zbozi.

Akreditiv ma vyznam i z hlediska kupujiciho. Zbozi je
odesléano jiz pred placenim. Kupujici si mdzZe vhodnou
formou stanoveni akreditivnich podminek omezit riziko
na minimum. Dovozce se snazi otevrit akreditiv az
v okamziku, kdy ma dodavatel zbozi pripravené k expedi-
ci, aby zbyted¢né neviazal penézni prostredky na akredi-
tivni ¢astku na svém acté.

Pro banky akreditiv predstavuje stanoveni jasnych pra-
videl pro placeni a zisk =z odmén a nahrad za provedeni
akreditivd. Provadéni této sluzby pak znamena rovnéz
posileni prestize v zahranici.

DOVOZNi DOKUMENTARNI AKREDITIVY

Postup pobocky €S .a.s. pfi uplatnéni Zadosti o otevieni

dokumentarniho akreditivu

Klient (kupujici) uplatnuje svou zadost (tzv. prikaz)
o otevieni akreditivu u prislu$né pobocky sporitelny,
u které ma veden svij béZny korunovy, event. devizovy

tcet. Otevrienim akreditivu se Ceska sporitelna, a.s.
viaci prodavajicimu zavazuje za svého klienta. Tzn., zZe

jesté pred prijetim prikazu k otevieni akreditivu musi
byt zajisténo dostatecné finanéni kryti budouciho za-
vazku.

Kryti thrady akreditivni ¢éastky je mozné bud korunovou
protihodnotou, anebo z devizového ué¢tu. V uvahu pripada
rovnéz provedeni zastavniho prava na movitou véc anebo
protizaruka jiného penézniho ustavu.
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Zajisténi Ohrady akreditivni c¢astky korunovou pro-
tihodnotou

Z

hlediska finané¢niho kryti korunovou protihodno-

tou prichazeji v uvahu tyto zakladni varianty:

a)

b)

klient ma na svém bézném ucté takovy objem fi-
nanc¢nich prostredkil, Ze odpovida pozZadované vysi
akreditivni ¢astky plus rezerveé zajistfujici pri-
padnou zménu kursu a odmény a nahrady za prove-
deni akredit. prikazu. Pobocka miZe provést re-
zervaci odpovidajiciho objemu prostredkd na
klientové bézném ucté, a tim si zabezpecit fi-
nanc¢ni kryti akreditivu;

klient zada o otevrfeni akreditivu s tim, Ze nema
na svém bézZném u¢té dostatedny objem prostredka,
tzn. klient mize poziadat pobocku o poskytnuti
uvéru na finanéni kryti akreditivni castky.
V takovém pripadé postupuje pobocka v souladu
s pravidly pro poskytovani dvéru (tj. posuzovani
bonity klienta, zajis$téni udvéru atd.) a rozhod-
ne, zda klientovi poskytne dvér. V pripadé klad-
ného rozhodnuti uzavre pobocka s klientem uvéro-
vou smlouvu, soucasti této smlouvy budou podmin-
ky akreditivu, na jehoz dhradu ma byt dvér po-
uzit. Uvedeni podminek akreditivu v dané udvérove
smlouvé je nutné zejména =z divodu nemoznosti
stanoveni presného data cerpani uveéru;

Na finan¢ni kryti akreditivl je nutné pouzivat
vyhradné uvéry ucelové. Pouze v pripadé, Ze byl
jiz drive poskytnut klientovi uveér kontokorent-
ni, lze jej vyuzit. V pripadé, ze by dosavadni
uveérovy ramec kontokorentniho Wdvéru nepostaco-
val, je mozné jej (pri zajisténi navratnosti) na
nezbytné nutnou dobu prechodné zvysit;

v pripade, ze ma klient finanéni prostredky ulo-
zeny u  jiného penézniho Ustavu a zada otevreni
akreditivu v CS,a.s., pak si bud zalozi ucet
u prislusné pobocky CS,a.s., na ktery prevede
potlfebnou finan¢ni c¢astku,  anebo predlozi v po-
bo¢ce €S.a.s. protizidruku na prislusné finanéni
kryti, vystavenou jinym penézZnim dstavem. Tato
zaruka musi mit abstraktni formu, musi byt vy-
platitelna na prvni pozadani a bez namitek (viz
obéznik 13-12/91 - Poskytovani bankovnich zaruk
v CSTSP).
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Pokud nemda klient dostatek prostredkd na svém

u¢té nebo nesplruije  podminky Uvérovani., nemlize

bvt jeho zadosti o otevreni akreditivu vvhovéno.

Pozn.:

Vys$i rezervy na pripadnou zménu kursu je treba
volit diferencované, a to v doporuc¢eném rozmezi
10 - 30 % k akreditivni c¢éastce. Kritériem pro ur-
¢eni velikosti této rezervy je zejména ocekavany
termin vyplaty akreditivni c&astky - dle 1lhlty
splatnosti se zlfetelem na to, zda se jedna o druh
akreditivu, ktery mé& byt vyplacen okamzZzité po
predlozeni dokladd, anebo =zda jde o akreditiv
s odlozenym placenim. Dale se prihliZzi k druhu
volné sménitelné mény, na kterou ma byt akreditiv
otevren, resp. k vyvoji kursu této meny.

Zajisténi financéniho kryti akreditivni Castky na
devizovém Gc¢té klienta

(tyka se udélenych povoleni SBCS podle devizového
zadkona nebo devizovych actd, které dle § 51 odst.
2 novely devizového zadkona zustéavaji zachovéany do
jejich vycéerpani a devizovych cizozemci)

Pokud bude hodnota akreditivni ¢astky zajisténa re-
zervaci na devizovém Gcété klienta, je opét treba
rozlisovat tyto varianty:

a) hodnota akreditivni c¢&astky, na kterou ma byt
vystaveny akreditiv, je uvedena ve stejné meéne,
ve kterée ma klient veden svj devizovy ucet.
V takovém pripadeé se bude rezervace na devizovém
uc¢té klienta rovnat hodnoté akreditivni castky
plus rezervé na odmény a ndhrady souvisejici
s provedenim akreditivniho prikazu. Vys$i castky
na odmény a nadhrady lze vypocitat za ucelem sta-
noveni potrebné rezervy podle platného sazebniku
odmén a nahrad. Je ov$em nezbytné pocitat s tim,
2ze SDB zidc¢tuje k tizi klienta vzdy odménu podle
sazebniku CS,a.s. a mize dale zadtovat k tizi
i naklady zahranic¢nich bank (pokud nejsou hraze-
ny beneficientem) ;

b) klient ma vedeny svij devizovy tcet v jiné méné
nez je uvedend akreditivni ¢astka. Tzn., Ze bude
nutno nejprve provést konverzi z mény devizového
uc¢tu klienta do akreditivem pozZzadované mény
a ddle provést rezervaci prislusné castky vcéetné
rezervy na odmény a nahrady (viz vysSe).
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Dilezité upozornéni:

V nékterych pripadech je c¢astka, na kterou ma byt akre-
ditiv vystaven, uvedena slovem "asi" (about) nebo po-
dobnym vyrazem. Jednotné zvyklosti a pravidla pro doku-
mentarni akreditivy vykladaji, Ze uvedena castka pri-
pousti odchylku =z ceny nejvyse o 10 % vice nebo méné
nez je c¢astka, na kterou ma byt akreditiv vystaveny.
Znamena to, Z2e kryti akreditivu na ué¢teé klienta musi

byt =zajisteéno na nejvyssi pripustnou castku (tj.

110 % c¢astky uvedené v akreditivnim prikazu) plus re-
zervu na pripadnou zménu kursu (pokud bude kryti zajis-
téno korunovou protihodnotou) a odmény a nadhrady =za
poskytnuté penézZzni sluzby.

Prevzeti prikazu k otevieni akreditivu v pobocce CS.a.s

Pokud klient - Zadatel o otevreni akreditivu splnuje
podminky pro otevieni akreditivu uvedené v bodé 2.1,
vyplni sam, popi. za pomoci pracovnika pobocky tiskopis
"Prikaz k otevlieni dovozniho dokumentarniho akrediti-
vu", na kterém uvede podminky, za jakych je akreditiv
splatny. Pokud se prikaz sklada z vice stranek, kazda
z téchto stranek musi byt klientem radné podepsana. Zde
je tfeba podotknout, Ze akreditivni podminky musi byt
Uplné a presné, avSak nesmi znamenat zatizeni prilisny-
mi podrobnostmi.

Klient predlozi v pobocce CS,a.s. s prikazem i doklad
souvisejici s platbou. Nejlépe kopii c¢asti kontraktu
obsahujici platebni podminky, popr. nebyl-1i kontrakt
uzavren, predlozi klient pro forma fakturu.

Prislusny pracovnik poboc¢ky zkontroluje, =zda prikaz
obsahuje vSechny udaje potrebné k otevreni akreditivu,
a to i porovnanim s dohodnutymi platebnimi podminkami
uvedenymi v kontraktu (event. pro forma fakturfe), a po-

kud zjisti nedostatky, upozorni klienta na nutnost
upravit akreditivni podminky. Dale pracovnik pobocky
ovéri podpis(y) dle podpisového vzoru. Na prikaz
v prislusném miste uvede zavazné prohlaseni FINANCNI{
KRYTI AKREDITIVU U KLTENTA ZAJISTENO FORMOU: ..., ptikaz

ddale opatfi otiskem razitka pobocky a dvéma podpisy dle
podpisového vzoru predaného do centraly sporitelny a ve
dvou vyhotovenich ode$le do odboru zahrani¢nich obchod-
nich stykd centraly CS,a.s. (Vzor vyplné&ného prikazu
a rekapitulace podminek, které je nutné uvést v prikazu
viz pfiloha &¢. 1.)

Do své evidence si pobocka zalozi kopii prikazu
a vSechny doklady predlozené klientem spolu s danym
prikazem.
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V. mimordadnych pripadech lze s odborem zahranicénich
obchodnich stykd telefonicky predem dohodnout zaslani
pfikazu faxem. Soubézne se vSak zasle original prika-
zu postou. V zdjmu zamezeni duplicitniho zpracovani
daného prikazu je pobocka povinna takto zaslany ori-
ginal vyrazné oznacit zaslano dne ... faxem.. Tento
postup bude pouzit jen vyjimecné, a to predevsim
u klientl, na kterych mAd pobocka obchodni zéajem.
Klient by meél byt v takovém pripadé upozornén na po-
vinnost uhradit vicendklady vzniklé pouzitim tohoto
postupu.

Zpracovani a  evidence doslveh prikazd  k otevreni

akreditivu v centrale CS., a.s.

Odbor zahrani¢nich obchodnich stykd (dale Z0S) cen-
traly CS.a.s. zkontroluje uplnost a vécnou spravnost
doslych akreditivnich prikazd. V zajmu urychleni vy-
rizeni daného prikazu se v pripadé zjisténi nedostat-
ki ve znéni prikazu spoji pfimo s klientem za ucelem
vyjasnéni pozadovanych podminek. Prislus$ny pracovnik
odboru Z0S zalozi pro kazdy jednotlivy prikaz zvlast-
ni slozku a pridéli prikazu eviden¢ni (referencéni)
¢islo. V této slozce bude sledovan priabéh vsech ope-
raci s danym akreditivem az do jeho kone¢né likvida-
ce.

Centrala CS.,a.s. bude vyrizovat doslé akreditivni
prikazy bud primo v odboru ZOS centraly (dle svych
stavajicich moznosti), anebo tento prikaz pfedlozi
k vyfizeni jiné bance (napr. CSOB).

Pokud bude vyrizovan prikaz k otevtfeni akreditivu
primo v centrale CS,a.s., bude uplatnén dale uvedeny
postup. Prislusny pracovnik odboru Z0OS vystavi akre-
ditiv v/p zahranié¢niho dodavatele a odesle jej klien-
tem pozadovanym zpGsobem (tj. pisemné nebo telegra-
ficky) do zahranic¢ni banky. Kopii vystaveného akredi-
tivu zasle primo klientovi-pfikazci a pro informaci
o prubéhu obchodniho pripadu rovnéZz pifislusnému pra-
covnikovi pobocky CS,a.s.

Predlozi-1i centrdla CS,a.s. prikaz k otevieni akre-
ditivu k vyrizeni do jiné banky, s kterou navazala za
timto Ucelem spoluprdci, bude uplatriovan jiz znamy
postup. CS,a.s. bude plnit funkci zprostfedkovatele
mezi klientem a vystavujici bankou a informovanost
CS,a.s. o operacich s danym akreditivem bude zaviset
na praxi uplatfnované v prislusné bance.
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Po otevieni akreditivu zudtuje centrdala CS,a.s. k tizi
uc¢tu klienta dle platného sazebniku odménu za otevieni
akreditivu (tato odména se uctuje vzdy pro obdobi na-
sledujicich ttti mésicd od data vystaveni) plus teleko-
munikacéni ndklady. Zuc¢tovani odmén a nahrad bude prove-
deno obdobnym zplsobem jako v bodé 2.6 (viz dale).

Soubézneé s vystavenim akreditivu nebo predlozenim akre-
ditivniho prikazu do jiné banky prislusny pracovnik od-

boru Z0S oznami odboru devizovych aktiv a pasiv (dale
jen DAP) ve formé prikazu k zoc¢tovani do podrozvahové
evidence referené¢ni ¢islo akreditivu a vys$i akreditiv-
niho zavazku v prislusné méné. Hodnota akreditivu bude
v odboru DAP zarazena do polozek predstavujicich

v prislusné méné zavazky CS,a.s. vaéi zahrani¢i. K pri-
kazu bude v pripadé akreditivu s odlozenou vyplatou
prilozZzen orientad¢ni spldatkovy kalendar, ktery bude pri-
bézZneé aktualizovan.

Za ucelem kontroly bhude odbor ZOS predavat odboru DAP
pravidelne jednou tydne soupis celkovych =zavazkt
CS,a.s. v ¢lenéni dle jednotlivych mén.

Priibézné¢ bude odbor Z0OS predavat odboru DAP prikaz

k vyvedeni z podrozvahové evidence zavaznosti akrediti-

vy, které jiz byly proplaceny.

Uétovani zavaznosti

a) pri otevieni akreditivu
Centrala bude na svych podrozvahovych uc¢tech zavaz-
nosti, tj. ména-931 01.. vést otevieny akreditiv
v odpovidajici méné. Soucasné s otevrenim akreditivu
zauCtuje zavaznost vyplyvajici =z daného akreditivu
takto:

ména MD 931 01 - (referenéni ¢islo akreditivu);

b) prfi vyplate

Po vyplaté akreditivni ¢&astky, tj. po zatizZeni
nostrouctu danou akreditivni - &astkou, bude tento
ue¢et zavaznosti o hodnotu daného akreditivu v cizi

méné snizen o akreditiv bude =z podrozvahového uctu
vyveden takto:

v 2,

ména DAL 931 01 - (referen¢ni ¢islo akreditivu).
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Uplatnéni pozadavku na zménu podminek (pfip. zrusleni)
iz otevreného akreditivu v poboéce CS.a.s.

V pripadé, ze se v dobé platnosti akreditivu objevi
nutnost Jjakychkoliv zmén podminek nebo prolongace
(prodlouzeni) 1hfity platnosti akreditivu, je klient po-
vinen o provedeni takové zmény vzdy pisemné pozadat.
Pisemnou Zadost o provedeni jim pozadované zmény, vy-
stavenou na firemnim dopisnim papire, event. na bézZném
dopisnim papire, predda klient do prislusné pobocky
CS,a.s. V zadosti musi byt také uvedeno referenéni &is-
lo akreditivu a c¢astka, na kterou je akreditiv otevren.

Prislugny pracovnik pobotky CS,a.s. ovéri podpis(y)
klienta dle podpisového vzoru, zadost opatri otiskem

razitka poboc¢ky a dvéma podpisy dle podpisovych vzorth
predanych do centraly CS,a.s. U__zmen, tvkajicich se

zvvSeni akreditivni ¢Astky nebo prodlouzZeni lhuty plat-
nosti akreditivu dje nutné., aby na 2zadosti bvla rovnéz

uvedena forma finan¢niho krvti akreditivu u klienta.

V _pripadé pozZzadavku na tvio zmény je nutné u akreditivl

zajidténvch Uvérem zabezpecit rovnéz zmé€nu prislusnvch

podminek uveéru dodatkem k dvérové smlouvé. Ovérenou Za-
dost odesle obratem do odboru ZO0S centraly CS,a.s.,
pric¢emz kopii zadosti si zalozi do své evidence.

Pokud bude akreditiv otevieny primo centralou CS,a.s.,
odesle odbor Z0OS (pisemné, telegraficky..) znéni poza-
dovanych zmén do zahranic¢ni banky s zadosti o oznameni
této zmény prodavajicimu. Kopii tohoto oznameni zasle
odbor Z0OS pro informaci klientovi a rovnéz do prislusné
pobod¢ky CS.,a.s.

Jestlize bhude akreditiv, s kterym souviseji pozadované
zmény, otevien jinou bankou, bude zadost po kontrole
v odboru Z0OS preddna k  dal$imu zpracovani do prislusné
banky.

Po provedeni poZadavku na zménu bude nasledné ziuctovana
k tizi klienta odména za provedeni této sluzby.

0 veskeré korespondenci, spojené s dovoznim dokumentar-
nim akreditivem, ktery bude otevren primo centralou
CS,a.s., bude poboc¢ka vzdy informovana zaslanim kopie.

Pozn. :

Klient diZz pri  preddani prikazu k otevreni akreditivu
musi bvt pracovnikem poboc¢ky poucden o vvsSe uvedeném
postupu uplatfovaném pti  pripadné potrfebé zménit znéni
nékteré z podminek akreditivu a dale o tom., ze jakako-

liv zména podminek neodvolatelného akreditivu je mozZna

pouze se souhlasem  beneficienta (prodavajiciho). Pri
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prevzeti zadosti o zménu podminek akreditivu se pred-

poklada, ze obchodni partneri se na pozadované zméné
znéni podminek predem dohodli a pozadovanou zménu avi-
zuje bance beneficienta. Prodavajici mda vsSak moZnost

v uréité casové 1hdté danou zménu odmitnout. CS,a.s.
stanovi tuto lhGtu na 10 dni od data odeslani aviza. Na
tuto 1lhdtu vZdy upozorni v dopise, ve kterém zada
o provedeni zmény banku prodavajiciho.

Kontrola dokladd pfredlozenych zahraniéni_ bankou k pro-
placeni v ramci cCerpani akreditivu vystaveného na pri-
kaz klienta Ceské spofFitelny, a.s.

(tyka se pouze pripadu, kdy akreditiv je vystaven primo
v odboru zahranic¢nich obchodnich stykt centraly
CS,a.s.)

Prisludny pracovnik odboru Z0OS zkontroluje po strance
vécné i1 obsahové doklady, které centrala CS,a.s. obdr-
zela od zahranic¢ni banky, zda bezvyhradné odpovidaji
znéni podminek daného akreditivu a dale postupuje tak-
TO:

1. Dorucené doklady do centraly CS,a.s. jsou v souladu
s podminkami akreditivu.

V tomto pripadé provede odbor ZOS nasledujici ope-
race s danym akreditivem:

- do slozky prislusSsejici danému akreditivu prilozi
cni

original soupisky dokladi predlozenych zahranic
bankou a dale:

a) u akreditivd s okamzitou vyplatou:

- provede koneé¢né vyuctovani odmeén a nahrad,
souvisejicich s provedenim tohoto akreditivu

(tj. na zakladé platného sazebniku vypocte
prisiusnou odménu dle jednotlivych dosud ne-
zu¢tovanych operaci, které byly s timto

akreditivem provedeny, a pripoc¢itéa vsechny
dosud nezuc¢tované telekomunikac¢ni naklady),

- v pripadé, Ze dle sjednanych akreditivnich
podminek je odbératel povinen uhradit rovnéz
vylohy zahranic¢ni banky, =zvys$i se castka,
ktera bude ziuc¢tovdna na vrub dcétu klienta
také o tyto vylohy,

- vyhotovi U¢etni avizo a podklad pro pofizeni
vstupnich dat pro odbor zahraniénich obchod-
nich stykd (dale jen ZPS),
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2.

- kopii dopisu zahranié¢ni banky (soupisky)
a akreditivni doklady s privodnim dopisem
CS.a.s. zasle doporucené k dispozici klien-
Tovi;

b) u akreditivli s odloZzenou vyplatou (ev. spléat-

kovych) :

- po kontrole spravnosti vypoc¢tu termint
splatnosti potvrdi tyto terminy zahraniéni
bance,

- do 1hGtniku, ktery je za timto ucelem veden,
bude vyznadeno datum a hodnota splatek, za-
roven se zpresnény splatkovy kalendar k da-
nému obchodnimu pripadu predd do odboru DAP,

- provede dil¢i vyuctovani odmén a nahrad
a ddale vyhotovi U¢etni avizo vcetné podkladu
pro porizeni vstupnich dat,

- kopii dopisu zahranic¢ni banky (soupisky)

a akreditivni doklady s prOvodnim dopisem
S, a.s. zasle doporucené k dispozici klien-
ovi,

)

c) u akreditivd, které jsou doplnéné sménkou,
kterou md akceptovat odbératel, bude nejprve
tato sménka odeslana  odbérateli k akceptaci
a po ohdrzeni radne akceptované sménky mu bu-
dou vyddany akreditivni doklady. Akceptovana
sménka bude uloZena az do splatnosti v eviden-
ci Gseku zahraniénich a devizovych obchodi
centraly C€S,a.s., pokud nebudou =zahraniéni
bankou ddny jiné instrukce. A dale se postupu-
je obdobnéeé jako v hodé b).

V obdrzZzenych dokladech byly shledany diléi nedo-
statky.

V takovém pripade piislu$ny pracovnik odboru ZOS
vyhotovi struc¢ny popis té€chto nedostatkl a avizuje
je klientovi CS,a.s. s vyzvou, aby se ve 1lh@té& 5
pracovnich dni od data vyhotoveni oznameni vy-
jadril, =zda pres zjisténé nedostatky souhlasi
s proplacenim akreditivu. Pokud klient pisemné od-
souhlasi proplaceni akreditivu, postupuje se dale
jako v bode 1. Jestlize vsSak klient neni ochoten

z divodu uvedenych zavad akreditiv proplatit,
uplatni CS,a.s. neprodlené (dalnopisem, telegramem
.) namitku u zahrani¢ni banky, 2Zze plnéni neni

v souladu s akreditivnimi podminkami a kupujici od-
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mitd z titulu zjisténych nedostatkd v plnéni akre-
ditivnich podminek poZadovanou cd&astku proplatit.
Tato zprava bude dale obsahovat sdéleni, Ze doku-
menty jsou drZzeny k dispozici zasilajici
bance neho Ze se ji vraceji.

Pozn. :

Pisemné vyjadreni klienta k oznamenym zavadam
v akreditivnich dokladech musi byt opét radné po-
depsané a podpis(y) obvyklym zpdsobem ovéreny

v prislusné poboc¢ce CS,a.s. Na tuto povinnost bude
klient v avize upozornén.

2.6 Uhrada askreditivni ¢astky z uc¢tu odbératele

(
u

a

dale wuvedené Uc¢etni postupy se uplatnuji rovnéz pri
¢tovani odmén za otevieni akreditivd a prubézZzného
uactovani odmeén za jednotlivé operace s akreditivy)

)

z béZného korunového 0ctu klienta (Gvéru)

Pokud byly splnény vsechny podminky stanovené akre-
ditivem, je CS,a.s. povinna uhradit dodavateli
akreditivni c¢astku. Prislusny pracovnik odboru ZOS
pripravi ve 3 vyhotovenich 1ucetni avizo, na kterém
bude uvedena valuta dne vyplaty (ud¢tovani odmén),
celkovd akreditivni Cdastka a konecné vyuctovani od-
mén a ndahrad za poskytnuti této bankovni sluzby
plus telekomunikacéni poplatky. Akreditivni castka
véetne odmén a ndahrad bude prepocitana valutou dne
vyplaty akreditivu dle platného kursovniho listku
kursem deviza prodej na korunovou protihodnotu, po-
kud nebude dohodnuto jinak (vzor aviza viz priloha
¢. 2). Origindl aviza odesle na védomi klientovi
a jednu kopii aviza zalozi do evidence k danému ob-
chodnimu pripadu. Dale odbor ZOS vyhotovi (dle po-
treby) podklad pro porizeni vstupnich dat a spolu
s druhou kopii G¢etniho aviza preda k zdcétovani do

odboru ZPS. Prislusny pracovnik odboru ZPS upravi
uc¢etni avizo, na kterém vyznac¢i datum uctovani
a odesle do prislusné pobocky. Vlastni udc¢tovani

probiha takto:

MD 21983... -908 KDP D ména 2260199..-908 KDS
nebo D ména 2340199..-908 KDS

D 7980291-908 kurs. rozp.
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b)

Obrat:
MD m&na 2239091-908 KDS D 1994-2259091-908 KDS

Odbor ZPS si prostrednictvim JEP vyinkasuje sam
z Uctu 219..-0P odpovidajici ¢astky, o této skutec-
nosti bude pobo¢ka informovana avizem (viz vyse).
PobocCka soucasné zateézuje ucet klienta podle aviza.

JEP: MD 219...-0P (akr. castka) D 219 .... -908
JEP: MD 219...-0P (odmény) D 7212591..-908
Vv pripadéeé, 2Zze akreditiv bude otevfen primo cen-

tralou CS,a.s., bude se prislusna pobocka CS,a.s.
podilet 25 % na odméndch Ucétovanych za tuto sluzbu.
Na tuto skutec¢nost bude upozornéna na ucetnim avizu
nasledujicim zpdsobem:

Priklad:
akreditivni Castka 50 000,- DEM (akreditiv je plat-
ny napf. 1 mésic)

~

sazba odmény dle sazebniku CS,a.s. ¢ini 4 %o

na Ucetnim avizu se objevi:

zatczujeme vas uclet za valuta ména castka
otevieni akreditivu 920811 DEM 200, -
Kcs 3 716, -
Na avizu bude dale uvedeno: Z toho ¢ini vase odme-
na: 929,- Kés (tj. 25 % z castky uUctované za ote-
vieni akreditivu).
Znamena to, ze udet 219..- OP bude ve skutecdnosti
zatizen Castkou 2 787,- Ké&s. Klienta vsak OP zatizi
Sastkou 3 716,- Kés a &astku 929,- Kés ucétuje ve
prospéch svého vynosového dctu.

Pozn. :

V pripadé kryti akreditivu dvérem uvedena valuta
dne vyplaty akreditivu je prvnim dnem, kdy zacina
byt uvér skutedne Cerpan a urocCen dle urokové sazby
stanovené v uvéroveée smlouve.

z devizového GCtu klienta
Po uhradé akrveditivni ¢astky v/p zahrani¢niho doda-

vatele vyhotovi prislusny pracovnik odboru ZO0S
trojmo ucetni avizo, na kterém bude uvedena vypla-
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cend C¢astka ve VSM s valutou dne vyplaty a rozepsa-
né odmény a nahrady za poskytované penézni sluzby
do jednotlivych polozek. Celkova castka k zatizeni
uctu klienta je vysledkem souétu akreditivni &astky
a odmén a ndahrad ve VSM. Celkovd ¢astka bude prepo-
¢itdana kursem deviza stred dle platného kursovniho
listku na korunovou protihodnotu. Original aviza
odesle pro informaci klientovi, jedno vyhotoveni
zalozi do evidence k prislusnému obchodnimu prfipadu
a jedno vyhotoveni preda do odboru ZPS k dalSimu
zpracovani.

Zac¢tovani probiha takto:

MD - ména 29381-0OP (akr. v¢. odmén D 2260199.. -908 KDS
a nahrad) VS nebo D 2340199.. -908 KDS
KDS

D 7212591-908

Na avizu prislusny pracovnik ZPS vyznac¢i datum
uc¢tovani a odesle do prislusné pobocky. Podle aviza
pobocka zatizi ulet klienta. (Pro déleni odmén mezi
OP a centrdalou plati stejné podminky a postupy jako
v pripade vhrady akreditivni ¢astky z bézného uctu
klienta.)

Pozn.: o
Pokud nelze v programu devizovych
zpé&tnou valutou, bude nutno zddtovat ru

u¢td udtovat
cné.

Vvrovnani platl mezi CS.a.s. a bankou beneficienta

Zplsob vyrovnani platd bude zdviset na tom, zda akre-
ditivni prikaz bude pfedan k vyrizeni do jiné banky,
anebo zda bude akreditiv vystaven primo CS,a.s.

Akreditiv bude vvystaven a otevren treti bankou

V  takovém pripadeé budou odmény za jednotlivé operace
po¢inaje otevienim akreditivu az do jeho uplné likvi-
dace a dand akreditivni ¢&astka 1naé¢tovany na vrub
nostra CS.a.s. a centriala obdrzi doklad k provedenym
Uhradam. :

Prikaz k otevreni akreditivu bude proveden primo
v _centrale CS.a.s. ‘

V souladu s obecné platnymi postupy bude jiz ve znéni
vystaveného akreditivu uveden zplGsob uhrady dluzné
castky. Tento zpusob bude odvisly od existujicich
kontaktd s avizujici/potvrzujici bankou. Pripadaji
v uvahu tyto zpldsoby vyrovndani:
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a) v akreditivu bude uvedeno zmocnéni, aby v pripadé
splnéni akreditivnich podminek a proplaceni (nego-
ciaci) doklad® banka zatiZila nas$ uGcet valutou 5
pracovnich dni od data zaslani aviza o provedeni
této platby do CS.,a.s.:

b) pokud neni navdzdano primé spojeni s bankou benefi-
cienta, bude tato banka v prislusné ¢asti =znéni
akreditivu vyzvdna, aby urcé¢ila korespondenta, pres
kterého ji ma byt dluznd ¢astka uhrazena. Mize ji
byt rovnéZ ihned ve znéni akreditivu dano zmocnéni,
aby se za své vyplaty hojila u treti, tzv. hojici
banky. Tato tfeti banka bude CS,a.s. pisemné& zmoc-
néna, aby na pozdadini banky beneficienta provedla
hojeni;

c) pokud budou doklady do CS,a.s. zasléany k proplaceni

(tj. Dbez predchozi zalohové vyplaty akreditivni
castky beneficientovi zahranicni bankou), pak

v pripadé, ze doklady nebudou vykazovat nedostatky
anebo v pripadé, Ze klient pres zjisteéné nedostatky
bude souhlasit s vyplatou, bude do zahranic¢ni banky
zaslano zmocnéni  k  zatizZzeni naSeho G¢tu, anebo
k hojeni u treti banky.

Ve vsech pripadech uvedenych v bode 2.7.2 bude okamzité
po obdrzeni aviza o uUhradé, anebo po kontrole dokladt
(v zavislosti na tom, =zda zahrani¢ni banka beneficien-
tovi doklady zdalohové proplatila nebo poslala doklady
k proplaceni do CS,a.s.) odboru DAP predéan pfikaz k do-
taci dluzné cdastky na prislusny Géet u zahranic¢ni ban-
ky.

Dokladem dokumentujicim celkovou vysi dluzné castky bu-
de prOvodni dopis zahranic¢ni  banky, zaslany do CS,a.s.
spolu s akreditivnimi doklady. Tento pr@ivodni dopis bu-

de obsahovat uddaj o presné akreditivni castce a even-
tualné soupis odmén a ndhrad za sluzby této banky, a to
v pfipadé, ze veSkeré vylohy (tedy i vylohy zahranicni
banky) maji byt hrazeny prikazcem (dovozcem).

VYVOZNI DOKUMENTARNI AKREDITIVY

Metodické pokyny pro  konzultaci s klientem

Pokud klient-vyvozce pozada pobocku CS,a.s. o konzulta-
ci, jak postupovat v pripadé, Ze mad v Umyslu realizovat
obchodni pripad prostrednictvim dokumentdrniho akredi-
tivu, je tfeba tohoto klienta seznamit s nasledujicimi
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postupy, pouzivanymi pro zajisténi plateb prostrednic-
tvim tohoto platebniho nastroje:

klient (dodavatel) sdeéli svému odbérateli bankovni

spojeni, tzn. urc¢i banku, ktera mu oznami (avizuje)
otevieni akreditivu. PoboCka vyda svému klientovi

jednoduchy formular (viz priloha ¢&. 6), ktery v dobé
realizace obchodniho pripadu preda vyplnény v souladu
s platebnimi podminkami spolu s prislusnymi doklady

do banky, kterda mu akreditiv avizovala. Pokud touto
avizujici bankou bude CS,a.s., pak tyto doklady doru-
¢i primo do centraly CS,a.s. - do odboru ZOS (tj. bez

zprostredkovani pobockou),

pobocka seznami klienta s podminkami poskytnuti této
sluzby, tj. upozorni ho na platné sazby odmén a na-
hrad za provedeni dokumentdrniho akreditivu,

v pripadé, Ze klient sporitelny bude vyzZadovat, aby
primy zavazek vyplyvvajici z neodvolatelného akrediti-
vu prevzala vaci nému CS,a.s., je nutné, aby svého
obchodniho partnera pozadal o zajisténi otevreni po-
tvrzeného akreditivu. V souvislosti s touto sluzbou
je vSak nutné klienta upozornit, ze CS,a.s. nejdfive
proveéri bonitu vystavujici banky a na zadkladé tohoto
posouzeni se rozhodne, zda vstoupi do spolec¢ného za-
vazku s touto bankou vO¢i svému klientovi,

po otevreni akreditivu bankou odbératele obdrzi od
avizujici banky nasledujici doklady:

1. avizo o otevieni akreditivu - toto avizo bude vy-
staveno centrdalou CS,a.s. (pop¥. bude na avizu
uvedeno prohldaseni, ze CS,a.s. vstupuje do soli-
darniho zavazku, a4 to oznamenim, Ze avizovany
akreditiv potvrzuje),

2. original (popr. kopii) akreditivu vystaveného
hankou odbeératele

- vySe uvedené doklady obsahuji dvé referencni

tisla, a to referenéni ¢islo banky odbératele
a referencni ¢islo banky dodavatele. Tato ¢isla
predstavuji eviden¢ni <¢isla daného akreditivu,
pod kterymi je evidovan v obou zucCastnénych
bankach,

- klient by mél byt upozornén, aby ve svém vlast-
nim zadjmu okamzité po obdrzeni vys$e zminénych
dokladd zkontroloval podminky akreditivu, zda
odpovidaji podminkam dohodnutym ve smlouvé.
V pripade, ze zjisti nesrovnalosti, musi ihned
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pozadat svého obchodniho partnera o provedeni
zmény znéni podminek,

- pokud znéni akreditivu odpovidd sjednanym pod-
minkam, je dodavatel v akreditivem urcené cCaso-
vé Thaté povinen pripravit predepsané doklady
a vyhotovit jejich soupis na tiskopise tzv.

"Exportni akreditiv". Na soupis rovnéz uvede
obé vyse zminénd referenéni ¢isla a radné po-
depsany s akreditivem predepsanymi doklady

odesle do avizujici banky (v nasSem pripadé do
centraly CS,a.s.).

Pozn. :

V soucasné dobé, kdy pro své klienty realizuje CS,
a.s. vyvozni dokumentdrni akreditivy prevazné prostred-
nictvim CSOB, je nezbytné, aby u ¢&isla svého uctu
uvedli klienti rovnéz adresu pobocky, ktera mu tento
ucet vede. V praxi v takovém pripadé klient zasila do-
klady k proplaceni pi#imo do CSOB, tj. bez zprostredko-
vani CS,a.s.

Evidence vvvoznich dokumentarnich akreditivl v centrale
CS.a.s.

~

(tento postup  bude uplatnén jen v pripadé, zZe
avizujici/potvrzujici bankou bude CS,a.s.)

Odbor Z0OS po  obdrZzeni akreditivu ze zahranic¢ni banky
vyhotovi kopii dos$lého akreditivu a zalozi ji pod svym
referenCnim C¢islem do evidence vyvoznich dokumentéarnich
akreditiv, vedené zde pro tyto ucely.

Original akreditivu (pokud bude akreditiv vystaven te-
legraficky, pak event. jeho presny opis) s tiskopisem,
ktery bude pouzivan centralou C€S,a.s. jako avizo, ode-
Sle klientovi. V avizu bude uvedeno referenc¢ni c¢islo
akreditivu obou zulastnénych bank (tj. banky vystavuji-
ci akreditiv a CS,a.s.) a struc¢né popsany podminky da-
ného akreditivu.

Prislus$ny pracovnik odboru ZOS souc¢asne potvrdi zahra-
ni¢ni bance piijem akreditivu a jeho odeslani kliento-
vi. (Pokud zahranic¢ni banka Zadala o potvrzeni, bude
avizo zahranic¢ni bance obsahovat rovnéz vyjadreni, zda
s potvrzenim souhlasi ¢i nikoliv.) V pripadé, Ze se bu-
de jednat o druh akreditivu s odlozenou vyplatou, pak
zahranic¢ni bance rovneéz oznami termin splatnosti a dale
tento termin zaznamend ve 1lhitniku vyvoznich dokumen-
tarnich akrveditivid. V evidenci zalozené pro prislusny
akreditiv bude vedena veskera korespondence, tykajici
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se tohoto akreditivu a zaznamenan prubéh vsech operaci
az do jeho konec¢né likvidace.

Potvrzeni akreditivu vystaveného zahranidéni bankou ve

prospéch klienta CS.a.s.

Pokud centrala CS,a.s. souhlasi se zadosti vystavujici
banky o potvrzeni akreditivu, oznac¢i na avize o doslém
akreditivu (tj. k tomu pouzivaném tiskopise, které od-
bor ZOS centraly CS,a.s. zasilad klientovi) pfislusnou
kolonku, kde je wuvedeno nasledujici prohlaseni: "Jedna
se o neodvolatelny akreditiv vystavujici banky, ktery
vam timto potvrzujeme.”

Potvrzenim akreditivu vznika =zavazek CS,a.s. vacéi kli-
entovi (tj. povinnost uhradit klientovi akreditivni
¢astku, pokud budou splnény akreditivni podminky)
a soucdasné pohledavka ve VSM v zahranic¢i, a tim i po-
vinnost zudtovat tento zavazek do podrozvahové eviden-
ce.

Z toho dbGvodu soucasneé s potvrzenim akreditivu oznami
prislusny pracovnik odboru Z0OS ve form¢é prikazu k zu-
¢tovani odboru DAP  referenéni ¢islo vyvozniho dokumen-
tarniho akreditivu, akreditivni ¢astku v prislusné méné
a predpokldadany termin splatnosti.

UCtovani zavaznosti vyvozniho dokumentarniho akreditivu
a) pri potvrzeni vyvozniho dokumentarniho akreditivu
(eventudlné pri akceptaci sménky vystavené benefi-

cientem na CS,a.s.)

Usek zahruniCnich a devizovych obchodll centraly bu-

de nua  podrozvahovém uéteé 931 - 02 vést castku vy-
vozniho potvrzencého dokumentarniho akreditivu

v prislusne méne a ucCtuje takto:
m&na MD 931-02 .. referencni ¢islo akreditivu,
b) po obdrzeni aviza o thradé ze zahranié¢ni banky

Bude ¢astka akreditivu vyvedena z podrozvahového
uctu obratem DAL takto:

ména D 931-02... referendé¢ni ¢islo akreditivu.

Prevzeti dokladd urcenvch k cerpani  akreditivu v cen-
trale CS.a.s.

Prislusny pracovnik odboru ZOS zkontroluje dle klientem
vyhotovené soupisky predlozené doklady a ddle ovéri pl-
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néni podminek akreditivu vystaveného zahranié¢ni bankou
na zakladé kopie tohoto akreditivu vedeného v evidenci
v odboru ZOS. V souladu s vysledkem kontroly dale po-
stupuje takto:

a) akreditivni podminky byly Ffadné splnény, pak pri-
slusny pracovnik v pripadé:

aa) avizovaného akreditivu

- vystavi provodni dopis k akreditivnim dokla-
dim a odesSle cely soubor dokladd s timto do-
pisem do zahrani¢ni banky s zadosti o propla-
ceni. Po obdrzeni aviza o dhradé ze zahranic-
ni bhanky vyhotovi obvyklym zpisobem ucetni
avizo a podklad pro porizeni vstupnich dat
a predd odboru ZPS k zuac¢tovani,

ab) potvrzeného akreditivu

- vystavi pridvodni dopis k akreditivnim dokla-
dim  a odesle cely soubor dokladd s dopisem
zahrani¢ni bance k thradé. V dopise bude rov-
né¢z uvedeno datum Ghrady akreditivni castky
beneficientovi. Soucasné vyhotovi vyuctovani
dané akreditivni &éastky ve prospéch uc¢tu kli-
enta. Tato ¢dstka bude sniZzena o hodnotu od-
mén  a ndhrad ué¢tovanych za poskytnuti této
stuzhy. Vyhotovené Gc¢etni avizo a podklad pro
porizeni vstupnich dat preda odboru ZPS
k zuctovani (viz dale),

ac) smeének predlozenych beneficientem k eskontu ne-
bo  negociaci (tzn. k inkasu finanéni castky
jeste pred splatnosti sménky)

- se postupuje ve vztahu k zahraniéni bance ob-
dobnym  zpbsobem jako ve vyse uvedenych bo-
dech,

- viac¢i klientovi hbude v takovém pripadé uplat-
nén ddale uvedeny postup. Vzhledem k tomu, zZe
eskontem sménky poskytuje banka klientovi
eskontni uUvér, 1lze poskytnout tuto sluzbu
pouze v pripadé velmi dobrého klienta, jehoz
bonitu je nutné provérit stejné jako v pripa-
dé bézného Uvérovani. Pokud by CS,a.s. pri-
jala smeénku k eskontu, bude uzavrena s klien-
tem smlouva o eskontu a ve prospéch jeho uétu

pFipsana  sménec¢na Castka. Tato ¢astka bude

snizena o hodnotu eskontni sazby a odménu za

provedeni takove operace. Eskontni sazba se
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b)

3.2 Vypl

bude ridit obchodnimi podminkami stanovenymi
pro  poskytovani dvért a bude vypocitana za
obdobi mezi datem eskontu a zralosti (splat-
nosti) smeénky;

v predlozenych dokladech byly shleddany zéavady

1. Akreditivni doklady byly predlozeny k proplaceni
véas (tj. ve 1h0té platnosti daného akreditivu),
pak podle rozsahu zavad:

a) bud prislusny pracovnik odesle tyto doklady
s privodnim dopisem CS,a.s. (soupiskou) bez
upozornéni zahrani¢ni banky na dané zavady,

b) nebo v pravodnim dopise k akreditivnim dokla-
dom zasilaném do zahranié¢ni banky na tyto za-
vady upozorni s prohlasenim, Ze o zavadach
byl obchodni partner klientem CS,a.s. dopre-
du vyrozumén a doklady odesle do zahranicni
banky.

2. Dokladv do CS,a.s. byly predlozeny po lhaté
platnosti akreditivu. V takovém pripadé se posi-
laji doklady do zahrani¢ni banky k inkasu (tzn.
akreditiv se méni v dokumentarni inkaso).

Pozn. :

Pokud CS,a.s. potvrdila akreditiv, v plnéni jehoz
podminek byly shleddany zéavady, neni povinna jej
proplatit. Postupuje tedy obdobné jako u avizované-
ho akreditivu. tzn. odesle doklady do zahranicni
banky k proplaceni a akreditivni ¢astka bude pri-
psdna ve prospéch 0¢tu klienta az po obdrzeni do-
bropisu ze zahranic¢ni banky.

ata akreditivni castky v/p uc¢tu klienta

vyplata ve prospcch bézného korunového uctu klienta

Po kontrole dokladd bude akreditivni c¢astka minus
odmény a ndahrady za provedeni této sluzby v patric-
né doh& (tzn. v zdavislosti na tom, zda se jedna
o akreditiv splatny okamZité po predlozeni dokladf,
anebo o akreditiv s odlozenou vyplatou a dale rov-
néz v zavislosti na tom, zda bude tento akreditiv
CS, a.s. pouze avizovan anebo potvrzen) uhrazena
v/p uctu klienta.

Prislusny pracovnik odboru Z0S vyhotovi trojmo do-
klad - Gc¢etni avizo, na kterém bude uvedena celkova
akreditivni ¢astka a  rozpis Jjednotlivych odmén



a nahrad souvisejicich s provedenim této bankovni
sluzby véetné telekomunikacé¢nich poplatkid. Akredi-
tivni Castka a odmeény a nahrady budou dale prepocdi-
tiany valutou dne Udhrady (M¢tovani) dle platného
kursovniho listku kursem deviza nakup na korunovou
protihodnotu. Original dU¢etniho aviza odesle primo
klientovi, jednu kopii zalozi do evidence k danému
obchodnimu pripadu a treti vyhotoveni preda do od-
boru ZPS k dalf&imu zpracovani.

Zuctovani probiha takto:

MD ména 2260199 . .,.-908 KDS D 219 ....-908 KDN

(MD ména 2340199...-908) D 7980291 -908 kurs. rozp.
Jako obrat se objevi:

MD 1994-2239091.. - 908 D ména - 2259091- 908

JEP MD 219.... - 908 D 219... -0P

(minus ndhrady a odmény)

MD 219....- 908 ndhrady D 7212591 ...908
odmény

etnim avizu
islusné OP.
ospéch kli-

Prislusny pracovnik odboru ZPS na u
poznamena datum Uc¢tovani a odesle do p
Pobocka Ctuje akreditivni castku ve p
entea;

H Fe Oc

b) ve prospéch devizového G¢tu klienta

V pripade, ze akreditivni c&astka ma byt prfipsana
v/p devizového G¢tu klienta, postupuje centrala CS,
a.s. takto:

Prislusny pracovnik odboru Z0S vypracuje ve trojim
vyhotoveni GC¢etni avizo, na kterém bude uvedena
celkova akreditivni castka a jednotlivé odmény
a nahrady za poskytnuté penézni sluzby. Vysledna
castka urcena k pripsani ve prospéch détu klienta
se rovna dané uakreditivni c¢&astce minus odmény
a nahrady. Akreditivni ¢astka a odmény a nahrady
budou prepocitany dle platného kursovniho 1listku
valutou dne vyplaty (d¢tovani) kursem deviza stred
na korunovou protihodnotu. Original aviza =zas$le pro
informaci klientovi, jedno vyhotoveni zalozi do
evidence k danému obchodnimu pripadu a jedno vyho-
toveni predd do odboru ZPS k dalSimu zpracovani.



Odbor ZPS acCruje takto:

MD mé&na 22601(234-) .. 908 D ména 2938094-0P VS
(minus odmény)

D 721 25 - 908
(odmény)

Dale prislusny pracovnik odboru ZPS vyznac¢i na
ucetnim avizu datum U¢tovani a takto zpracované

avizo odesle do prislusné poboc¢ky CS,a.s. OP na
zaklade aviza uctuje prislusnou castku v/p uctu
klienta.

Pozn. :

- w

Zde opért pokud nelze v programu devizovych ¢t

uctovat zpétnou valutou, bude zUc¢tovano rucné.

ODPOVEDNOST POBOCEK A CENTRALY €S.a.s. ZA PROVADENT DO-
KUMENTARNICH AKREDITIV0

Odpovédnost za spravnost prikaztl, jejich uUplnost, vcéas-
né predani a za kryti zavazkd svych klientd nese plné
prisluina pobocka CS,a.s. V pripadé, ze klient nebude
mit na svém ucté dostateéné financéni kryti, je pobocka
CS,a.s. povinna plneé ¢dstku akreditivu v dobé splatnos-
ti uhradit centrale CS,a.s. a plati pro tento vztah
stejné podminky jako mezi CS,a.s. a jinou bankou, vy-
plyvajici z akreditivnich zavazkl.

Centrala CS,a.s. odpovidda za véasnost, bezchybnost
a maximalni efektivnost dokumentadrniho platebniho styku
a jeho zuctovani. V tomto smyslu odpovida za zpracovani

prikazlt obdrzenvch z  poboCek CS,a.s. a zahraniénich
bank.

(Ing. Fejt, Ing. Vyskocilova)

Miroslav Horyna v.r.,

reditel useku zahranicnich
a devizovych obchodd
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KPMG PEAT MARWICK
SKUPINA HOSPODARSKE POLITIKY

CESKA SPORITELNA, A. S.
ODBOR BANKOVNICH ZARUK

Odbor bankovnich zaruk zodpovid4 za vydavani viech Bankovnich zéruk a také za
potvrzeni viech zdruk poskytnutych Spofitelné jinymi subjekty. Tato oblast je také
odpovédnd za devizové Uvéry a slevy, vietné forfaitovych transakci. Vydavéni a
pfijimani bankovnich zéruk je pfedmétem pisemnych smérnic a postupli. Vzhledem k
tomu, Ze tyto zdsady a postupy jsou povaZovany za vyznamné, jejich podstata se
odrézi v odpovédich na dotaznik v Pfiloze C

Uvér

V3echny zaruky v cizi méné€ a viechny zaruky poskytnuté ve prospéch zahraniCnich
osob musi byt vydany odborem zdruk zaloZenym pfi prazské centrdle. Opravnéni k
uvérové Cinnosti poZadované k vydavéni garanci je poskytovano zvl&3tni oblasti
odpovédnou za tvérové vztahy klienta. Tento postup je velmi ¢asty na trovni pobocek.
PoboCky nemohou ziruky vydédvat, mohou pouze podepisovat Zddosti o jejich
vystaveni. V pfipadé, Ze poZadovana Cdstka pievysi moZnosti dvérového opravnéni
pobocky, uplatni se pisemné postupy pro ziskini souhlasu vy33&i drovné opravnéni.

KaZda zadost o vystaveni zdruky obsahuje pfisluiné podpisy a podpisové vzory
pfedchézejici vydéni akreditivu. Pravidla zaji§t€ni a v3echna dal§i dokumentace
podporujici Zadost je v pravomoci oblasti odpovédnosti za uvéry. Kazda pobocka
udrzuje vlastni zdznamy o zdvazcich zdkaznikli. Pro vydani zaruky predklada zdkaznik
Spofitelné vyplnény standardni formulaf. Jeho ukdzka je uvedena v Piiloze C.

Co se tyCe potvrzovani zaruk poskytnutych jinymi stranami Spofiteln&, neni k
dispozici standardni postup pro prezkoumdni priibéZné Gvérové bonity dalich instituci,
které poskytuji zdruky Spofitelné.

Obchodni operace

ProtoZe odbor zéruk vyddvé zdruky v zahrani¢ni méné, pracovnici musi postupovat
podle obvyklych postupi pfi vykazovéni t€chto idaji pro odbor aktiv a pasiv a pro
devizovy odbor. Kazdd zména v zdvazku plynouctho ze zaruky je b&Zné&
zaznamendvéna a navic je mésicné predkladana souhrnnd zpréva. Tyto postupy nemaji
zatim pisemnou podobu. Zamé&tsnanci poboCky znaji instrukce, které se tykaji jejich
odpovédnosti najit vhodné kryti pro devizové riziko. Podobnymi postupy jsou Fizeny
zaruky obdrZzené bankou.

Co se tyCe devizovych Gvérid a slev, vCetné forfaitovych transakci, odbor tzce
spolupracuje ve viech piipadech s devizovym odd¢lenim.

&



Operace

V oblasti zéruk byly zah4jeny price potfebné k vytvoieni odd&lenych soubort a
rejstifkd prisludnych vydanych zaruk, aby bylo moZno kontrolovat zdvazky a trzby z
poplatkil vézanych na kaZzdou zaruku a jakékoli devizové zavazky s nimi spojené.
ProtoZe vynosy z poplatkll se déli s pobockami, neustdle probih4 vnitfni vyména s
poboCkami tykajici se nesplacenych ¢4stek a inkasnich postupa.

DOPORUCENI

. Postupy zpracovéni, zaznamen4vani a udrZovéni portfolia zaruk by mé&ly byt
uvedeny v pisemném manudlu.

. MEly by byt ustanoveny postupy pro nejméné ro¢ni provéfeni garanci
vydanych ve prospéch banky, aby bylo moZno zjistit jejich sou¢asnou
Gvérovou bonitu. Déle je navrZeno, aby tyto postupy byly zahrnuty ve
vSeobecnych postupech Spofitelny pii kontrole zajisténi, protoZe je mozné,
Ze mohly byt vydany takové domAci zaruky, které nespadaji do pravomoci
odboru zaruk.

. MEly by byt pisemné provéfeny zavazky z nesplacenych zéruk s oblasti
tvérové odpovédnosti alespoii jednou za ¢tvrt roku. To by se mélo dit navic
k normélnimu toku informaci tykajicich se zéruk s pobo¢kou odpov&dnou
za klienta.
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Pro:

Datum:

Odpovéd:

Odpovéd:

KPMG PEAT MARWICK
SKUPINA HOSPODARSKE POLITIKY

Odbor zaruk

26. 3. 1993

Frederick J. Zamon, poradce

Zasady a postupy pro vydavani zaruk Ceskou Spofitelnou a Zésady a
postupy piijeti zaruk vydanych jinymi institucemi jako zajiSt&€ni Gvé€rovych

prostfedki poskytnutych Ceskou Spofitelnou.

Jaké jsou zdsady a postupy spojené se ziskanim dvérového oprivnéni pro
vydani zaruky?

Uvé&rova oprdvnéni jsou ziskdvana z oblasti, kterd m4 stupeii pravomoci a
odpovédnosti umoziiujici osvéd¢it Eastku poZadované zdruky. VétSinou jde o
trovenl pobo¢ek. To znamend, Ze pobotka muZe potvrdit Zadost o zéiruku,
pakliZe:

a. je odpovédnd za vztah s klientem,

b. provedla pozadovany finan¢ni rozbor Zadatele a rozhodla se, Ze klient
ma poZadovanou uvérovou bonitu, a

¢. mé poZadovonou droveii pravomoci k potvrzeni ¢4stky poZadované
sluZby.

Pobocka musi provéfit platebni podminky smlouvy pied vyddnim zéruky a tyto
podminky mus{ byt zahrnuty ve finan¢nim rozboru. Kopie smlouvy musi byt
zasldna spole¢né s Zadosti odboru zaruk.

-Jaké jsou zasady a postupy spojené se ziskdnim tve€rového osvédleni pro

ziskéni zaruky jiné strany ve prosp&ch Ceské Spofitelny, jestliZe tato strana je
banka ¢i jind obchodni organizace, nebo jednotlivec?

Odbor zéruk pfi centrile je odpov€dny za prozkouméni a potvrzeni viech ziruk
vydanych ve prospéch Spofitelny v cizi méné a viechny zéruky vydané ruciteli
sidlicimi v zahrani¢i. Zejména odbor zahrani¢nich obchodnich kontaktd mé
spolupracovat s oblasti primérni dvérové odpovédnosti. Tento odbor musi
provéfit podpisy a ur€it pravni zplsobilost rulitele prodlouZit svou ziruku.
Specifickd znéni musi také byt potvrzena odborem ziruk. Klientim je
doporucovéano obritit se odbor zahrani¢nich obchodnich kontakti pfed vydanim
zéruk, aby Spofitelna mohla navrhnout zdokonalené znéni.




3.

Odpoveéd:

4.

Odpovéd:

5.

Odpovéd:

Odpoveéd:

7.

Odpovéd:

8.

Odpovéd :

Odpovéd:

10.

Odpoved:

Jaké typy zéruk jsou poskytoviny?

Vyddavaji se zaruky na obligace nabidnuté ke koupi, provadéci zaruky, platebni
zdruky a zé&rulni (op€ni) obligace. Zaruky jsou vydavany jako soudst smluv
nebo samostatné. V druhém pifipadé jsou splatné na poz4ddanou. Zaruky se také
vydéavaji za GCelem pfimét ostatni banky vydat své zaruky. V tomto pfipadé
Spofitelna odSkodni instituci vydavajici zdruku. Také jsou vydévény zéruky
jako zajiSténi pojiSéni celnich zé4ruk a plateb celnich vyloh.

Kdo zodpovida za ur€eni vymahatelného poplatku za zaruku?

Poplatky ur¢i pobocka nebo kanceldt zodpov€dna za vztah s klientem. Pokud
bude tfeba, zicastni se centréla.

Kdo zodpovid4 za v€asnd inkasa poplatka?

Pobocka nebo kancelaf zodpovédn4 za vztah s klientem. Poplatky jsou placeny
Ctvrtletné pfedem v ro¢ni procentni sazb€. Pobofka muze inkasovat cely
poplatek napted.

Existuje mezi Spofitelnou a klientem Spofitelny standardni formulaf smlouvy,
ktery by poskytoval Spofitelné informace o klientovi?

Ano, nazyvd se SMLOUVA O POSKYTNUTI BANKOVN[ ZARUKY.
Piiklad je obsaZzen v pfiloze ¢. 2 k Vykazu zdruCnich zasad a postupi
Spofitelny. Zahrnuje jako nedélitelnou soucast formulafe dalsi, vice podrobny
formul4f pro poskytnutf smlouvy o ndhradé& 3kod.

Existuje postup pro kazdoro¢ni provéfeni adekvétnosti ruciteld Spofitelny?
Ne, ale diskutuje se 0 ném.
Existuje kaZdoro¢ni centralni soubor souctd nesplacenych zaruk Spofitelny?

Ano, celkové nesplacena Castka zéruk je vykazovana odborem vidy, kdyZ dojde
ke zméné a na tydennim zakladé.

Existuji postupy pro ¢lenéni poméru kapitédlu a rizikové vaZenych aktiv podle
typu zdruk a postup pro vypocet nkladt vyplyvajici z takového porovnini?

Castka nesplacenych zdruk je vykazovana odboru aktiv a pasiv pro tucely
fadnych zprav pro Néarodni banku. Nérodni banka monitoruje kapitdlovou
priméTenost Spofitelny. Osoby odpovidajici na tuto otdzku nevédély, zda takto
vzniklé néklady jsou zndmé.

Jsou tyto ndklady zahrnuty v kalkulaci poplatku inkasovaného za z4ruku?

Poplatky jsou obvykle determinovény konkurenénimi podminkami a vztahem
Spofitelny ke klientovi. '
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