CITIBANK N.A. STAFF UNSECURED LOAN CHECKLIST

Please ensure you complete and submit following supporting documents with your Staff Car / Home Improvement / Personal Loan application to Secured Loans Unit (SLU), Millenia Tower 13th floor, Attention: Approval Unit (Ref: STFL).

	Name of Staff
	

	Department

	

	Office address
	


· Original Application Form duly signed by staff and approved by Supervisor / Department Head

· Supporting documents required for:

· Staff Personal Loan

· Documentary evidence to support application (to be submitted with the Request for Loan Certificate)

· Photocopy of NRIC (both sides)

· Staff
· Joint Applicant (if applicable)
· Staff Car Loan

· Sale & Purchase Agreement (with application)
Following documents to be submitted within 2 months after funds disbursement:

· Original receipt showing that the purchase amount is not less than loan amount

· Photocopy of log card and Certificate Of Entitlement

· Re-Finance (with application)
· Original Redemption Statement from current financier

· Photocopy of log card and Certificate Of Entitlement


· Staff Home Improvement Loan

· Original contractor’s quotation issued in name of staff (with application)
· Original receipt showing the amount not less than loan amount within 2 months after funds disbursement

· Declaration Form to declare if staff is a Director of any subsidiary / affiliate of Citigroup, Inc. 

· Loan Certificate prepared/approved by HR

· Completed/Signed Account Debit/Credit Authorization Form for SLAU (only for joint bank account holders)

· Completed/Signed Account Debit Authorization Form for Country HR

* Please note that funds will not be disbursed between 12th and 19th of each month

PRIVATE 
APPLICATION FOR CITIBANK N.A.

STAFF UNSECURED LOAN 

	PRIVATE 
Important:  Please ensure that you and your Supervisor have signed and dated the application

	Tell Us About Your Desired Loan Type And Repayment Period

	Type of Staff Loan
	Loan Amount
	Repayment Period

	(  IS/Fast Car
   

(  Home Improvement  

(  Car   

(  Personal
	(S$

(S$

(S$

(S$


	
	)

)

)

)
	· 60 Months  (not applicable for
                              Personal Loan)

· 48 Months (not applicable for
                        Personal Loan)

(
36 Months

(
24 Months

(
12 Months

· Others:                           



	For Personal Loan, please state purpose:



	Personal Particulars Of Staff

	Full Name (Underline Family Name)


	NRIC/Passport No.

	Marital Status
	No. of Dependent(s)

	Home Address

	Telephone No.

	Position

	Department

	GEID
	Date of Employment
	Name of Supervisor

	Office Address

	Telephone No.








Staff signature / Date 

CITIBANK N.A. TERMS AND CONDITIONS FOR STAFF UNSECURED LOANS

seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 1.
Definitions
In these Terms and Conditions where the context so admits:-

(a)
"Application Form" means the form containing the Borrower's application for the Loan under the terms and conditions set out herein.

(b)
"Bank" means Citibank Singapore Ltd and includes its successors and assigns.

(c)
"Borrower" means the staff named on the Application Form and includes his personal representatives.

(d)
"Borrower's account" means all and any of the Borrower's accounts and deposits held with the Bank.

(e)
"Business Day" means any day on which the Bank is open for business in Singapore but excludes Saturdays, Sundays and gazetted public holidays.

(f)
“Employer” means Citibank, N.A.

(g)
"Letter of Approval" means the letter issued by the Employer to the Borrower, confirming the amount and purpose of the Loan to be granted pursuant to the Borrower's request.

(h)
"Loan" means the term loan granted to the Borrower by the Employer pursuant to the Application Form.

(i)
Words importing the singular number shall include the plural number and vice versa.

(j)
Words importing the masculine gender shall include the feminine gender.

(k)
The headings to the clauses of these Terms and Conditions are for convenience only and shall not be deemed to be part of or be taken into consideration in the interpretation or construction thereof.

2.seq level1 \h \r0 

seq level2 \h \r0 
Currency

The Loan shall be in Singapore Dollars.

3.
Disbursement

The Loan shall be disbursed by way of direct transfer into the Borrower's account with the Bank within 3 business days of the date of the Letter of Approval.

4.
Interest

(i)
Interest shall be calculated on a daily rest basis and shall be computed on the actual number of days in the year based on a 365-day year except in the case of leap years, where interest shall be computed based on a 366-day year. 


________________________


Staff signature / Date 


(ii)
Subject always to paragraph (iii) below, the interest rate is at the Bank’s Prevailing Prime Rate less 1.5% per annum.


(iii)
The Bank shall be at liberty in its absolute discretion at any time and from time to time to vary the interest rate(s) applicable to the Loan and all sums at any time outstanding thereunder.

5.seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 
Purpose and Use of Loan

The Loan shall be used for the purpose declared in the Application Form.  

6.
Repayment

(i)
The Loan and interest thereon shall be repaid by way of monthly instalments of such amount as the Employer may determine and is subject to review at the Employer’s absolute discretion.  The first instalment shall be due on the date specified in the Letter of Approval and all subsequent repayments shall be made on the corresponding day of every month thereafter. 


(ii)
In the event that the Borrower resigns, retires or ceases to be employed by the Employer for any reason whatsoever, the Borrower shall fully repay the Loan together with accrued interest and all other sums payable hereunder before the Borrower's last day of employment with the Employer.


(iii)
The Borrower hereby authorises the Bank to debit all instalments owing to the Employer from the Borrower's account with the Bank.  Where any instalments fall due on a day which is not a Business Day, then the instalment shall be payable on the preceding Business Day.

7.seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 
Overdue Payments

Where any instalment of the Loan (or part thereof) is not paid when due, additional interest shall be payable on such amount that is overdue at such rate(s) as the Employer may determine from time to time.  In addition, the Employer shall be entitled to charge an administrative fee of such amount as the Employer may decide for each month or part thereof that the instalment (or part thereof) remains overdue.

8.
Prepayment Restrictions

The Borrower may, without penalty, prepay the Loan in full or in part at any time subject to the following conditions:-


________________________


Staff signature / Date 


(a)
the Borrower shall give the Employer not less than one (1) month's prior written notice of prepayment or pay one (1) month's interest in lieu of such notice; and

(b) in the case of partial prepayments, the amount prepaid shall be in multiples of S$5,000.00.

9.
Set-off

(i)
If the Loan or interest thereon or any other sum of money payable hereunder shall not be paid when due, the Employer shall be at liberty forthwith or at any time thereafter to instruct the Bank to debit the same from the Borrower's account (whether or not the funds shall have matured) without prejudice to the rights and remedies of the Employer against the Borrower and also without prejudice to the rights of the Employer to set off the unpaid sums against any amounts payable by the Employer to the Borrower.


(ii)
The Employer shall have the right at any time and from time to time to direct the Bank to debit all monthly instalments, interest charges and/or other sums payable by the Borrower hereunder from the Borrower's account.


(iii)
The Employer shall have the right at any time and from time to time to deduct all monthly instalments, interest charges and/or other sums payable by the Borrower hereunder from any amounts payable by the Employer to the Borrower.

10.seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 
Employer’s Right of Review

(i)
Notwithstanding anything to the contrary contained herein or in the Letter of Approval, the Employer may from time to time review, alter or cancel the Loan.


(ii)
In addition and without prejudice to the generality of sub-clause (i) above, the Employer reserves the right to withdraw or recall the Loan in the event that it becomes unlawful or improper for the Employer to continue extending the Loan to the Borrower.

11.seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 
Statement Binding

A statement signed by an authorised officer of the Employer stating:-


(a)
the amount of the monies for the time being due or owing to the Employer or any part thereof; and/or


(b)
the amount of interest due and payable in respect of the Loan,


shall, in the absence of manifest error, be conclusive evidence as to its contents and shall be accepted by the Borrower as such without the Employer being required to produce any books of account or other records or any copies of any of them to the Borrower or any other person.

12.seq level1 \h \r0 

seq level2 \h \r0 
Waiver

No failure to exercise or enforce and no delay in exercising or enforcing the Employer’s rights hereunder shall operate as a waiver thereof nor shall it in any way prejudice or affect the right of the Employer afterwards to act strictly in accordance with the powers conferred on the Employer hereunder.


________________________


Staff signature / Date 

13.
Special Conditions

The Borrower shall observe and perform the special conditions (if any) set out in the Letter of Approval.

14.
Amendments

The Employer has the right to amend the terms hereof and in the Letter of Approval at its sole discretion and such amendments when made shall be deemed to be part of these Terms and Conditions and the Borrower shall be bound by the same.

15.
Governing Law

These Terms and Conditions and the Application Form shall be governed by and construed in accordance with the laws of the Republic of Singapore.  The Borrower irrevocably submits to the non-exclusive jurisdiction of the Singapore Courts.

16.seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 
Events of Default

(i)
All sums outstanding under the Loan together with accrued interest and all sums payable hereunder shall become immediately due and payable without further demand if any of the following events (collectively, "Events of Default" and individually, an "Event of Default") occurs:-



(a) 
if the Borrower fails to pay the Employer on the due date, any repayments of the Loan or interest thereon or any part thereof; or



(b)
if legal proceedings suit or action of any nature (whether criminal or civil) shall be instituted against the Borrower; or



(c)
if the Borrower shall suffer any distress or attachment of execution proceedings to be levied on the Borrower's property; or



(d)
if the Borrower shall commit or threaten to commit a breach of any of the terms, stipulations and undertakings herein; or



(e)
if any warranty, representation, statement or declaration made by the Borrower in connection with the Loan is untrue or incorrect in any respect; or



(f)
if the Borrower shall make any assignment for the benefit of his creditors or enter into any agreement with his creditors by way of composition or otherwise; or



(g)
if bankruptcy proceedings are commenced against the Borrower; or



(h)
if the Borrower for any reason whatsoever resigns or retires or is about to resign or retire from the Employer or ceases or is about to cease to be employed by the Employer; or



(i)
if the Borrower shall die or be under any legal incapacity; or


________________________


Staff signature / Date 



(j)
if any event occurs or circumstances arise which would, in the opinion of the Employer, adversely affect the Borrower's ability to repay the Employer or to perform his obligations hereunder.


(ii)seq level4 \h \r0 

seq level5 \h \r0 
Upon the occurrence of any Event of Default, the Employer shall be authorised (but not obliged) to immediately and without further reference to the Borrower debit and apply the sums standing to the credit of the Borrower in any one or more of the Borrower's account(s) with the Bank (whether current or otherwise) and any of the Borrower's time deposits with the Bank (whether or not such deposits have matured), whether in Singapore or any other jurisdictions, towards satisfaction of any sum due from the Borrower to the Employer.


I, the undersigned, wish to request for the loan indicated in my Application Form ("the Loan") of the amount indicated thereon or such other lower amount as the Employer may agree on the Terms and Conditions as stated above. 

I hereby accept the Terms and Conditions and I agree and confirm that in the event that the Loan is granted to me, it shall be subject to the Terms and Conditions and all other terms and conditions stated in the Letter of Approval.

I shall pay all costs and expenses (including legal costs on a full indemnity basis) incurred by the Employer in respect of the Loan.

I confirm that I am not an undischarged bankrupt and that no Statutory Demand has been served on me and no legal proceedings have been commenced against me as at the date of this request.

I hereby authorise the Bank to conduct checks on me and to obtain and verify any information about me as the Bank deems fit and I authorise all persons/entities from whom the Bank may request information on me to disclose all information (confidential or otherwise) so requested by the Bank without reference to me.  I further authorise the Bank to disclose at any time and from time to time any information regarding me, this request, the Loan and/or any of my accounts at the Bank as the Bank deems fit without reference to me.

I warrant that all copies of documents submitted to the Bank in respect of this request and all statements made and information supplied to the Bank in this request or elsewhere are in all respects correct, complete and accurate.


Staff signature / Date



Supervisor's signature / Date

Staff open-mail ID:



Supervisor’s open-mail ID:


DIRECTOR’S DECLARATION FOR CITIBANK N.A. 

STAFF UNSECURED LOAN

	To
	Human Resources Department

	From

	

	Date
	


· No, I am not a Director of any subsidiary / affiliate of Citigroup, Inc.

· Yes, I am a Director of the following subsidiary / affiliate of Citigroup, Inc.

	Name of Subsidiary / Affiliate
	Position

	
	

	
	

	
	

	
	


I declare the information given above is true and correct.

____________________________

Signature / Date

ACCOUNT DEBIT AUTHORIZATION FORM

Citibank N.A. Staff Unsecured Loan
(For Joint Bank Account Holders only)

The Manager

Citibank Singapore Ltd

Dear Sir

	Name Of Borrower
	

	Type of Loan
	

	Loan Amount
	


I/We hereby authorize you to act in relation to my/our CITIBANK Current / Maxi-save / Savings account number 





  as following:

	· 

	Credit the proceeds of the above loan.


	· 

	Debit the monthly installment on the above loan.


	· 

	Debit the entire outstanding loan principal and any accrued interests if above loan 

is not fully redeem on the Borrower’s last day of service with Citibank N.A.


	· 

	Others: 
	
	(Please specify)


This document will remain your property until such time when the loan is fully repaid.

Yours sincerely

	
	
	

	Name of the Borrower:

NRIC / Passport No.:
	
	Name of joint account holder

NRIC / Passport No.:

	Date: 
	
	Date:


REQUEST FOR LOAN CERTIFICATE

Citibank N.A. Staff Unsecured Loan
	Type of Loan
	· Staff Home Improvement Loan
· Staff Car Loan
· Staff Personal Loan
For Personal Loan application, please submit/fax documentary evidence together with this Request form before HR can proceed to ascertain your eligibility



	Loan Amount
	

	Tenure
	· 60 months  (not applicable for Personal Loan)
· 48 months  (not applicable for Personal Loan)
· 36 months

· 24 months
· 12 months
· Others (please specify):  ______________________


	Name
	

	NRIC
	
	Year of Birth
	

	GEID
	
	Cost Center
	

	Department
	

	Office Address
	

	Office Tel #
	

	Supervisor’s Open-mail ID
	


Please note that there is no loan disbursement between 12th and 19th of the month.

Completed form should be emailed to:

·   Employee Services ASEAN
· 
ACCOUNT DEBIT AUTHORIZATION FORM

Citibank N.A. Staff Unsecured Loan
Please note that HR will only issue the Loan Certificate upon receipt of this DDA form, duly signed by the applicant.

Attention:
Citi Employee Services 


ASEAN Service Centre



1 Temasek Avenue

Millenia Tower, 16th Floor

Singapore 039192
Dear Sir

	Name Of Borrower
	

	Type of Loan
	

	Loan Amount
	


I / We hereby authorize you to debit my / our CITIBANK Current / Maxi-save / Savings account number  
 for any outstanding loan principal and accrued interests on the Borrower’s last day of service with Citibank N.A.

This document will remain your property until such time when the loan is fully repaid.

Yours sincerely

	
	
	

	Name of the Borrower:

NRIC / Passport No.:
	
	Name of joint account holder

NRIC / Passport No.:

	Date: 
	
	Date:
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