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Hong Kong Baptist University 1998 Superannuation Fund 

Rollover Procedure Guide 

Important Note 

 To obtain the forms/procedure, please contact the hotline of HSBC Global Asset Management (Hong

Kong) Limited at 2284 1281 for enquiry.

 The  leaving Member  (the  “Member”) must  have  an Active  Individual HSBC  Personal  Investment

Account  (i.e. ordinary  investment account or HSBC Advance Account or HSBC Premier Account or

HSBC  SmartVantage Account)  registered under his/her own name  for his/her  rollover  request  for

his/her  entitlements.    Joint  account will  not  be  accepted.  The  Hongkong  and  Shanghai  Banking

Corporation Limited (i.e. HSBC Bank) will have their own documentation requirements to open the

Investment Account. The member will need to work with their Relationship Manager on this.  If the

member already has an investment account then the same one can be used.

 It should be noted that the processing time for unit rollover may require at  least 30 calendar days

after Bank Consortium Trust (“BCT”) submits the rollover  instruction to BCT of the member’s HSBC

Personal Investment Account.

 HSBC  Investment  Funds  (Hong  Kong)  Limited  (“HIFH”)  will  place  the  switching  order  once  they

received the form from BCT. The purpose of the rollover form is to instruct BCT to place a switching

order from the provident/institutional class (i.e. P Share Class) to the retail class (i.e. A Share Class)

of the relevant fund.

 If the form is received not on a dealing day for the relevant fund, the order will be placed on the next

dealing date.

 Rollover arrangement  is not available for the following  investments, holdings  in these  investments

will be redeemed and paid in cash:

1. HSBC HKD Money Market

2. HSBC USD Money Market
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Rollover Procedure 

I. Phrase One 

 Member needs to complete the following document and submit to Bank Consortium Trust (“BCT”)

through HKBU.

1) Rollover Form (Annex A) – Action taken by Member, HKBU, and BCT

The purpose of this Form is to facilitate the member to give instruction to HKBU and BCT for the rollover.  

BCT should pass the completed form directly to HIFH to execute the switch trade from P to A Share Class. 

Please refer to Appendix A for the Rollover Form. 

i. Member to fill in and sign the Rollover Form and submit it to HKBU

ii. HKBU to sign the Rollover Form and give it to BCT

iii. BCT  to  sign  the  form  and pass  the Rollover  Form  to HIFH  to process  the  switching  trades of

Share Class

II. Phrase Two

 Once the switching trade completed, Member and BCT is required to take below action.

2) Instrument of Transfer Form (Annex B) – Action taken by BCT

The purpose of this Form is to enable the Member to transfer units to our HSBC Branch.  Please refer to 

Appendix B for the Instrument of Transfer Form. 

i. Once  the  switching  trades  are  completed, HIFH will  send  a  contract  note  to  BCT, which will

confirm the number of units of A Share Class received.

ii. BCT or HKBU should inform the member the number of units of A Share Class received.

i. BCT  can  instruct HIFH  to  transfer out  the  shares  from  the Scheme  to  the Member, using  the

"Instrument of Transfer Form".

ii. BCT should return the original form to HIFH for processing.
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3) Transfer In/Out of Unit Trusts Instruction Form (For Personal Customer) (Annex C) ‐ Action taken by

Member 

The purpose of this form is to transfer the unit trust holdings to Member’s Personal Investment Account 

at HSBC Bank.  Member is required to fill in this form to instruct HIFH to match up the transfer.  

i. BCT or HKBU should advise the member the number of A Share Class units received so that the

member is able to instruct the HSBC Bank to receive these units.

ii. This should be done on HSBC Bank own form.

iii. Please refer to Appendix C as a sample.

iv. However, it is very important to note that the member should go to the Bank to get this form

to complete and NOT use a print out of the attached form.   (If necessary, they can take this

form  to  the  branch  and  show  it  as  an  example  to  clarify  with  the  branch  Relationship

Manager).   The  reason  for  this  is because  this  is  the  form  is  subject  to changes, which we  in

Asset Management would not be aware of.

 If the relationship manager in the bank is not clear, they can ask for help from calling our hotline at

2284 1281.
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To:      HSBC Investment Funds (Hong Kong) Limited 
Fax:    3409 2667 

From: HKBU 1998 Superannuation Fund – Bank Consortium Trust Co. Ltd. As Trustee 

Investment Rollover to Personal Investment Account of Leaving / Retiring Member 
DO NOT complete this form if Member would like to SELL ALL FUNDS and receive cash for his/her retirement settlement 

PART 1 – PARTICULARS 

Name of Retirement Scheme :
Hong Kong Baptist University 1998 Superannuation Fund-Bank
Consortium Trust Company Limited as Trustee [AHKRA0015157] 

Full name of leaving / retiring Member :

Member’s HKID no. & contact phone no. : HKID - Phone - 

Member’s personal Investment Account number at 
The Hongkong and Shanghai Banking Corporation Limited 

:

Transaction Date (to be completed by administrator) :

PART 2 – MEMBERS BENEFIT ENTITLEMENT 

Existing Holdings 

To be completed 
by administrator 

To be completed 
by administrator 

Number of units 
entitle to member 

Switching and Rollover Arrangement 

1. 
HKBU 1998 – High Growth Fund 
(HSBC Managed Growth Fund Provident Class) 

_________ to HSBC Managed Growth Fund A class 

2. 
HKBU 1998 – Growth Fund 
(HSBC Managed Balanced Fund Provident Class) 

_________ to HSBC Managed Balanced Fund A class 

3. 
HKBU 1998 – Balanced Fund 
(HSBC Managed Stable Growth Fund Provident 
Class) 

_________ 

__________(50%) to HSBC Managed Balanced 
Fund A class   
__________(50%) to HSBC Managed Stable Fund 
A class 

( ** rounding as 3 d.p. for units ) 

4. 
HKBU 1998 – Stable Fund 
(HSBC Managed Stable Fund Provident Class) 

_________ to HSBC Managed Stable Fund A class 

5. 
HKBU 1998 – Asia ex Japan High Div Fund 
(HGIF - Asia Pac ex Jap Eq High DIV-IC(USD) 

_________ to HGIF - Asia Pac ex Jap Eq High DIV-AD(USD)

Note: - 
1 By completing this form, the Retirement Scheme instructs HSBC Investment Funds (Hong Kong) Limited to act on the instructions indicated by the Member 

under the title of the Retirement Scheme.  The Retirement Scheme will switch the provident units of the relevant funds into the retail units (A Classes) of those 
funds.  Subsequently, the Retirement Scheme will transfer those retail units into the member’s investment account with the Hongkong and Shanghai Banking 
Corporation Limited.  The procedure might involve opening of sub-account(s) for the Retirement Scheme for unit conversion and transfer purposes. 

2 I (the Member) confirm that I have read the latest offering documents relating to the Funds (available from your Human Resources / Personnel / Finance 
Department) and agree to be bound by the terms therein (as amended from time to time). I acknowledge that the decision to invest is based on my own 
judgement without relying on any materials provided or advice given by any person, and I am fully aware of the nature of the Funds and the risks associated. 
All Funds in the member’s personal investment account are subject to management fee rate of the relevant retail class. I declare that I am not a resident in the 
United States of America or Canada. I understand that I should allow 30 days for the units / shares to be transferred from the Retirement Scheme to my personal 
Investment Account at The Hongkong and Shanghai Banking Corporation Limited. 

3 For price information, please check www.assetmanagement.hsbc.com/hk. HSBC Members’ Choice Enquiry Hotline – 2284 1281. 

Signature of leaving / retiring Member Authorized signatory of Employer Authorized signatory of Scheme 
Administrator 

Date signed - Date signed - Date signed - 
Important notes for rollover arrangement: 

1. For rollover from the provident / institutional class to the retail class of the relevant fund, the redemption from the
provident / institutional class and the subscription into the retail class of the corresponding fund will be placed on 
the date the form is received by HSBC Investment Funds (Hong Kong) Limited. 

Annex A
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2. If the date the form is received is not a dealing day for the relevant fund, the order will be placed on the dealing date
immediately following the date of receipt.

3. Rollover arrangement is not available for the following investments, holdings in these investments will be redeemed
and paid in cash:
 HSBC HKD Money Market
 HSBC USD Money Market Version Date:  17 August 2015 
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