
1 Relationship Documents

1.1 This Services Schedule is a schedule to and  
 incorporates the terms of the Master Services  
 Agreement.

1.2 This Services Schedule sets out the specific terms  
 that apply to Corporate Cards Services.

1.3 Capitalised terms used but not defined in this  
 Services Schedule are as defined in the Master  
 Services Agreement.

1.4 Where the Customer only has Corporate Cards  
 Services with the Bank and does not have an  
 Account with the Bank, the following in the Master  
 Services Agreement shall not apply to the Customer:  
 Communications, Instructions and Security  
 Procedures, Credits and Debits, Interest, Security  
 Interest, and the third paragraph of the Performance  
 and Liability Clause.

2  Card issue and renewal

2.1 The Bank will issue Cards and renew and replace  
 them unless cancelled and, if appropriate for the Card  
 type, issue a PIN or other identifier to each  
 Cardholder. Cards may be issued to anyone the  
 Customer requests, unless the Bank objects or  
 refuses in its absolute discretion.

2.2 The Customer shall be responsible for delivery of  
 Cards to Cardholder(s).

2.3 The Customer shall:

 (a) ensure that a Card is used solely for the  
  Customer’s business purposes;

 (b) ensure compliance by Cardholders with any  
  Conditions of Use; and

 (c) notify the Bank prior to issuing Cards to persons

  employed by an entity other than the Customer:  
  (i) which is less than fifty percent (50%) owned by  
  the Customer or its group or (ii) if such Cards are  
  intended to be used otherwise than for the  
  Customer’s own business purposes, whereupon  
  the Bank may request additional information. The  
  Bank may decline to issue such Cards and  
  recommend that such entity applies for its own  
  cards programme.

3 Credit limits and initiation of transactions

 3.1 The aggregate credit limit of all the Customer’s  
  Card programmes shall not exceed the Customer  
  Limit.

 3.2 The Customer will ensure, unless prior approval  
  has been provided by the Bank, the aggregate of  
  balances outstanding on all Cards at any time  
  shall not exceed the Customer Limit. The Bank  
  may make changes to the Customer Limit and  
  Card Limits from time to time, shall give the   
  Customer written notice as soon as practicable  

 and, where changes lead to an outstanding balance  
 above the revised Customer Limit or Card Limit, the  
 written notice will include the period within which the  
 Customer must make a payment to the Bank to  
 reduce such balance so that it is equal to or less than  
 the revised Customer Limit or Card Limit.

3.3  If any Customer Limit or Card Limit is exceeded  
 without the Bank’s approval, the Customer shall  
 immediately repay the excess upon the earlier of (i) a  
 demand by the Bank or (ii) otherwise becoming  
 aware of exceeding such limit.

3.4 The Bank is authorised to debit each Card with the  
 value of all transactions and cash advances initiated  
 by use of the Card (whether with or without use of a  
 PIN or other identifier) whether or not properly  
 authorised by the Cardholder or the Customer in  
 accordance with the Relationship Documents and  
 any other procedures instructed by the Bank,  
 including (without limitation) all transactions and  
 cash advances for which a merchant does not require  
 express authorisation from the Bank and any  
 transactions and cash advances which may exceed   
 the Card Limit or the Customer Limit.

3.5 When asked to authorise a transaction or cash  
 advance, the Bank will take into account any other  
 transactions or cash advances already initiated on the  
 relevant Card, whether that transaction or cash  
 advance has been completed or not. This may lead to  
 the transaction or cash advance being declined. The  
 Bank may refuse to authorise use of a Card if it  
 considers that the Card has been or is likely to be  
 misused. The Bank may refer an authorisation request  
 back to the merchant for further information from  
 Cardholder. This may also be done for fraud  
 prevention purposes.

3.6 A payment made by use of a Card cannot be stopped  
 upon request. If a merchant agrees to make a refund,  
 the Bank will credit the relevant Card only upon  
 receipt of a written instruction in a form acceptable to  
 the Bank from the merchant. The Bank cannot be  
 held responsible for any delay in the receipt of such  
 instructions.

4 Statements and Payment

4.1 The Customer, and the Cardholder where requested,  
 will be provided with Statements by the Bank. The  
 Customer must notify, and ensure that any  
 Cardholder notifies, the Bank immediately of any  
 change to contact details.

4.2 The Customer shall pay to the order of the Bank, in  
 immediately available funds in the currency in which  
 the Card is denominated:

 (a)  an amount equal to the entire balance of each  
  Card; and

 (b) all applicable interest, fees and charges which  
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  apply for the relevant Card type(s) in accordance  
  with the Pricing Letter or on such basis as agreed  
  between the Bank and the Customer in writing  
  from time to time;

  as specified on the Statement by the Payment  
  Date. This may include charges payable if the  
  Bank does not receive a payment in full by the  
  Payment Date or if an outstanding balance  
  exceeds an applicable Customer Limit or Card  
  Limit.

5  Liability for transactions

5.1  The Customer shall be solely liable to and pay the  
 Bank for payment of the value of all transactions  
 made by use of a Card whether or not that  
 transaction has been made for the purposes of the   
 Customer’s business or with the authority of the  
 Cardholder or Customer, together with any charges,  
 fees, and interest payable. This will include any  
 transactions made after the cancellation of a Card,  
 except as provided in Clause

5.2 Notwithstanding Clause 5.1 and subject to Clause  
 5.3, the Customer shall have no liability for  
 unauthorised transactions after a Card has been  
 reported to the Bank that the Card has been lost or  
 stolen, that the Card details may be known by a third  
 party or that unauthorised or fraudulent use is  
 suspected. The amount of any transactions that have  
 been debited in these circumstances will be  
 provisionally credited to the relevant Card, including  
 any related interest or charges. The Bank shall have  
 no further liability to the Customer. The Bank may  
 require written notification that an item on the  
 Customer’s Statement is not a recognised transaction  
 on the Card before the Bank can process any refund.

5.3 Upon a report being made under Clause 5.2, the  
 Bank will follow its procedures to cancel or block use  
 of the Card, but if any Loss, theft, fraudulent or  
 unauthorised use of a Card or the disclosure of the  
 Card details is attributable to the fraud or negligence  
 of a Cardholder or of the Customer (or of any agent,  
 representative, employee or officer [collectively,  
 ‘Representative’] of a Cardholder or the Customer),  
 the Customer shall remain liable for any transactions.  
 For the purpose of this clause, ‘negligence’ shall  
 include any relevant failure by the Cardholder or the  
 Customer (or by any Representative) to observe any  
 Conditions of Use.

5.4 In no event shall a Cardholder be liable to the Bank  
 for Card transactions, and any credit extended  
 hereunder is extended solely to the Customer.

5.5 The Customer must continue to pay the Bank any   
 money outstanding under the Relationship  
 Documents without any deduction, set-off or  
 withholding and the Customer shall remain liable to  
 make payments required under the Relationship  
 Documents even if the Customer is in dispute with or  
 has a claim against a merchant over a transaction or  
 a cash advance.

5.6 The Bank shall have no liability if any merchant, cash  
 machine, terminal, bank or approved travel  
 management company refuses to or cannot accept a  
 Card transaction or for the way in which such refusal  
 is communicated.

6 Portal(s)

6.1 By accessing the Portal(s) the Customer agrees on its  
 own behalf and on behalf of each of the Card  
 Administrator(s) and Cardholders to be bound by all  
 the terms and conditions contained in such Portal(s),  
 in the Relationship Documents and/or in any  
 agreement with a Third Party Portal Provider (if  
 applicable).

6.2 The Customer acknowledges and agrees that:  
 (a) in using the Portal(s), the Customer shall be bound  
 by all actions of the Card Administrator and  
 Cardholder taken in respect of the Corporate Cards  
 Services and ratifies hereby (and, at any time upon  
 the Bank’s request, shall ratify and confirm) all  
 actions of the Card Administrator and Cardholder  
 taken on its behalf;

 (b) whenever the Customer instructs the Bank to  
  provide the Card Administrator and Cardholder  
  with access to its Corporate Cards Services via  
  the Portal(s), the Customer (but not the Bank)  
  ust notify the Card Administrator and Cardholder  
  of such instruction details;

 (c) whenever the Card Administrator instructs the  
  Bank to add or amend the Corporate Cards  
  Services via the Portal(s), the Bank is under no  
  obligation to notify the Customer;

 (d) the Customer shall, and shall ensure that the  
  Card Administrator and Cardholder shall: (i) keep  
  security credentials issued to them for the  
  Portal(s) confidential and secure from  
  unauthorised use; (ii) comply with all directions  
  issued by the Bank or Third Party Portal Provider  
  (as applicable) pertaining to such security  
  credentials and/or the Portal(s); and (iii)  
  immediately notify the Bank or Third Party Portal  
  Provider (as applicable) if the Customer suspects  
  that a security credential has been compromised;  
  where the Portal(s) is provided or operated by a  
  Third Party Portal Provider, neither the Bank nor  
  any member of the Group shall be liable for any  
  Loss resulting from the Customer’s, Card  
  Administrator’s or Cardholder’s use of or access  
  to the Portal(s) or from the acts or omissions of  
  the Third Party Portal Provider. The Bank makes  
  no representations and warranties with regard to  
  the Portal(s) express or implied; and

 (f) the Bank or Third Party Portal Provider (as  
  applicable) can immediately limit or suspend the  
  Customer’s, Card Administrator’s and/or  
  Cardholder’s access to and use of the Portal(s)  
  where it: (i) is of the opinion that the terms and  
  conditions referred to in Clause 6.1 have been  
  breached; or (ii) determines that such action is  
  appropriate, desirable or necessary due to any  
  person’s use or actions in connection with the  
  use of the Portal(s).

6.3 The Customer hereby provides the following  
 consents:

 (a) the Bank is permitted to disclose any Customer  
  Information relating to the Customer’s Corporate  
  Cards Services to the Card Administrator and any  
  Communication to the Card Administrator  
  regarding the Corporate Cards Services, will  



  constitute notice to the Customer; and

 (b) the Bank is permitted to disclose the Customer  
  Information including information relating to its  
  Corporate Cards Services to any third party  
  nominated by the Customer. The Bank is entitled  
  to continue to share information with such third  
  parties until the Customer or the Card  
  Administrator submits instructions to terminate  
  such arrangement. The Bank shall not be  
  responsible for the selection of such third parties  
  nor shall it be liable for any Losses as a result of  
  such arrangement.

6.4 The Customer hereby indemnifies the Bank against  
 any loss, damages, liability, costs, claims, demands  
 and expenses incurred by the Bank of any kind when  
 acting in accordance with instructions from the Card  
 Administrator in relation to the Customer’s Corporate  
 Cards Services.

6.5 The Customer confirms that the appointment of the  
 Card Administrator and all of the above consents in  
 this Clause 6 shall remain in full force and effect until  
 the Bank has received written notice of revocation of  
 such appointment from the Customer in form and  
 substance acceptable to the Bank and the Bank has  
 had a reasonable opportunity to act on it.

7  Termination

 Clauses 5 and 8 shall survive termination of all or any  
 part of the Relationship Documents.

8  Cancellation and surrender of Cards

8.1 Cards remain the Bank&#39;s property and it may  
 suspend or cancel a Card at any time. The Bank will  
 use reasonable endeavors to notify the Customer  
 prior to such suspension or cancellation but in any  
 event shall inform the Customer of such suspension  
 or cancellation as soon as practicable.

8.2 The Bank will cancel a Card once it has had a  
 reasonable opportunity to act upon receipt of a  
 request to cancel from the Customer or the Card  
 Administrator. The Customer shall notify the Bank  
 immediately (or use the Portal(s) to cancel a Card   
 immediately) if a Cardholder is no longer authorised  
 to use a Card.

8.3 Upon a request by the Customer to cancel a Card or  
 on notice that the Bank has cancelled a Card or on  
 termination of the Relationship Documents in  
 accordance with their terms, the Customer shall  
 return to the Bank the Card(s), cut in half vertically, or  
 destroy such Cards and give written confirmation to  
 the Bank that this has occurred.

8.4 In cancelling Card(s), the Bank will follow its usual  
 procedures to block use of the Card(s) (whether or  
 not returned to the Bank), but if transactions or cash  
 advances are made by use of a Card or its details  
 after cancellation, the Relationship Documents shall  
 continue to apply in relation to that Card and  
 transactions and cash advances made under it until  
 the receipt by the Bank of all sums outstanding in  
 respect of the Card.

9 Governing law

 The Customer agrees that the Corporate Cards  
 Services shall be deemed to be provided in the  
 jurisdiction where the Bank is located, irrespective of  
 the Customer’s location or where a Cardholder uses a  
 Card (if such location or use is in a different  
 jurisdiction).

10 Definitions

 • Card means any card issued by the Bank in  
  physical or electronic form

 • Card Administrator means any administrator  
  notified by the Customer or by an existing  
  administrator to the Bank under the Relationship  
  Documents, in accordance with the Relationship  
  Documents via the Portal(s), in respect of the  
  Corporate Cards Services

 • Card Limit means a credit limit applicable to a  
  Card as initially determined by the Customer or  
  as notified by the Bank to the Customer in writing  
  from time to time

 • Cardholder means any person to whom the  
  Bank has agreed to issue a Card under the  
  Relationship Documents or via the Portal(s)  
  following receipt from the Customer of a duly  
  completed cardholder application or nomination  
  form in a format specified by the Bank

 • Conditions of Use means any terms or  
  conditions issued by the Bank from time to time  
  for a relevant Card type, to be provided by the  
  Customer to each Cardholder to whom a Card of  
  that type has been issued

 • Corporate Cards Services means the corporate  
  cards services supplied to the Customer in  
  accordance with this Schedule

 •  Customer Limit means the maximum allowable  
  outstanding balance on all Cards, as notified by  
  the Bank to the Customer in writing from time to  
  time

 • Payment Date means the date specified in the  
  Statement by which payment of the balance is to  
  be received by the Bank

 •  PIN means personal identification number

 • Portal(s) means the electronic communication  
  channel(s) made available to the Customer by the  
  Bank or a Third Party Portal Provider for  
  management of the Corporate Cards Services

 • Pricing Letter means any guide or facts  
  statement related to fees, charges, interest,  
  pricing and/or related matters that the Bank  
  agrees with the Customer from time to time

 • Statement means the periodic statement issued  
  by the Bank which sets out details of the Card  
  balance and any interest, fees and charges

 • Third Party Portal Provider means a provider or  
  operator of the Portal(s) that is not the Bank



Corporate Card Country Conditions
The following are the specific terms which amend and/
or supplement the Corporate Card Services Schedule in 
respect of Services by the Bank to the Customer in India 
only (‘India Corporate Card Country Conditions’). These 
documents should be read together.

1. Account and Cards

 Notwithstanding any provisions in the Services  
 Schedule to the contrary, the Bank may elect in the  
 Bank’s sole discretion to deliver Cards by courier/ 
 registered post/such other medium as the Bank  
 deems fit, directly to the Cardholder or the Customer.  
 The Card will be deemed to have been duly received  
 by the Cardholder or the Customer, as applicable, and  
 the Bank will not incur any liability to the Cardholder  
 or the Customer once the Bank places it in the mail.

2. Sharing of Information for Marketing/ 
 Promotional Offers

 If, at the time of application for a Card, the Customer  
 agrees to share contact details for communication of  
 marketing/promotional offers, then the Customer  
 expressly authorises the Bank to use information or  
 data relating to the Customer/Cardholder including  
 credit information, in connection with the offer, sale  
 or distribution of the Bank’s products and services to  
 the Customer. Accordingly, from time to time, the  
 Bank will communicate various features/products/ 
 promotional offers which offer significant benefits to  
 the Customer and may use the services of third party  
 agencies to do so. The Customer will inform the Bank  
 if the Cardholder does not wish to be informed about  
 such benefits through telephone calls/SMS.  
 Alternatively, the Cardholder may enroll on the Do  
 Not Call (DNC) registry.



Schedule of charges (In `)

Standard joining fees (per card) `2,000
Standard annual fees (per card) `2,000
Finance charges on extended credit and cash advances 3.3% p.m. (39.6%* p.a.) computed from the date of 

transaction Below is an illustration on how late payment/
finance charges for Corporate Cards are calculated on 
due date in case of no/partial payment.
Outstanding due in 4th March statement `20,000
Payment made on the due date of 
26 March

`10,000

Balance carried forwarded to next cycle `10,000
Interest calculation at 3.3% on outstanding 
balance for 10 days i.e from 26 March to 
4 April

`106.45

Late payment charges `500
GST @ 18% calculated on interest and late 
payment charges

`109.16

Outstanding due in 4th April statement `10,715.61

Minimum payment due on extended credit usage All amounts need to be paid in full
Duplicate statements (older than 3 months) `100 per statement
Charge in case of cheque bounce, standing instruction 
dishonoured or unsuccessful payment through ECS

`350

Cash advance limit (against Corporate card account) As communicated to you in the Cardholder’s monthly 
Card statement

Transaction fee for cash advances against your Corporate 
card

2.5% of the transaction amount (subject to a minimum of 
`300)

Overlimit fee Nil
Late payment fee (charged if the full amount due does 
not reach HSBC by payment due date)

`500

Charge slip retrieval/charge back processing fees `225
Out-of-town cheque processing/collection charge `50 per instrument (up to `10,000 )

`100 per instrument (`10,000 - `1 lakh)
`150 per instrument (greater than `1 lakh)

Corporate card replacement fee (within India/outside 
India)

`100

Currency conversion charge for foreign value currency 
transactions

3.5% of transaction

Surcharge on purchase of railway ticket 1.8% per transaction if booked through internet (IRCTC)
Surcharge/Convenience Fee on fuel purchase For fuel transactions up to `399: `10 For fuel transactions 

between `400 and `4,000 (both amounts inclusive): Nil 
For fuel transactions over `4,000: 2.5% of the transaction
amount

Smart Data Annual Fee (per company) `10,000
Smart Data Implementation Fee (per company) `7,000
Repayment period 22 days from the statement generation date
Or as decided by the Bank from time to time.
*Finance charge per month at the prevailing rate will also be applicable.
Please note that basis Goods and Services Tax (GST) regulations and notified GST rates, Central GST and State/Union 
Territory GST or Inter-State GST, as applicable, would apply on our fees and charges with effect from 1 July 2017.

Issued by The Hongkong and Shanghai Banking Corporation Limited, India. Incorporated in Hong Kong SAR with limited liability. 


