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I. Purpose of the guide

This guide explains the actions to be taken if you wish to change
your current account in Luxembourg. It describes the services
provided free of charge by the Luxembourg banks to every client
who is a natural person', and who wishes to transfer recurring
payments (direct debit and standing orders) linked to their current
account from one bank established in Luxembourg to a current
account at another bank established in Luxembourg.

As a client, you are completely free to transfer all or part of your
banking relationship to a different bank; your old current account
can remain active or you may decide to close it. This guide, and
the free facilities which are available, do not, however, cover the
transfer of all banking services. There may be services other than
those described in this guide (perhaps linked to a current account
and possibly offered as a “package”) from which you benefit at
your present bank which cannot be transferred from one bank to
another or are not covered by this guide.

This guide for bank account switching transposes in Luxembourg
the common principles and standards on bank account switch-
ing for which the European Banking Industry Committee (EBIC)
has undertaken to obtain acceptance by all its member bodies
(the Bankers’ Associations of the Member States of the European
Union) in order to satisfy the requirements laid down by the Euro-
pean Commission.

1 Every individual acting for purposes which do not form part of their professional activity.
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Il. Action to be taken in the event of a transfer of recurring
payment transactions from one current account to an
other current account at a different bank

Two relationships must be managed, i.e. one with the new bank
and one with the old bank.

A. Opening a current account at a new bank

Before opening a current account at a new bank, you must make
sure that the latter is in fact able to provide the products and serv-
ices you wish to obtain.

If you open a current account with a new bank, that bank will
present a number of documents for you to sign, including an ac-
count opening document, the general terms and conditions and
the agreements covering the services for which you have opted.
Please read these documents carefully.

Ask for a document summarising the bank account details of your
current account with the bank. You can then use these bank ac-
count details to inform all your debtors from whom you regularly
receive payments into your current account, and all your creditors
who collect bill payments by direct debit.

B. Transfer of recurring payment services from your old
current account to your new current account
In principle, to transfer recurring payment services from your cur-
rent account at your old bank to your current account at your new

bank you have two options. You may:

e either take all the necessary steps yourself;
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e or designate the new bank as your primary contact point. In
that case, the new bank will act as an intermediary for your
relations with the old bank and will assist you with the actions
to be taken.

» You take all the actions with the old bank and the new
bank yourself

You must remember to inform your creditors and debtors of your
change of bank and current account. Here a distinction must be
made between flows of money into your current account and
those leaving your current account:

e Funds credited to your current account (incoming pay-
ments)

Draw up a list of organisations and persons who regularly transfer
funds to your current account on the basis of your account state-
ments for the past twelve months. Please find attached for infor-
mation (Annex 1, p. 11) a list, which is not exhaustive but given by
way of example, of bodies that may regularly transfer money to
your current account. Let them know the details of your new bank
account. You may use the model letter attached (Annex 2, p. 12)
for this purpose.

Bear in mind the time which the entities and persons concerned

will need to implement the changes necessitated by your new
bank account details.
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e Funds debited to your account (outgoing payments)
Direct debits

If you have authorised some of your suppliers (such as the elec-
tricity company, telecommunications operator etc.) to debit your
bills to your current account by direct debit, you must inform these
suppliers of your new bank account details. You should draw up
your own list of creditors/suppliers or ask your old bank to let you
have this list. Your old bank will supply all available information
free of charge within seven working days of receipt of your re-
quest if this information is available on an automated system and
does not reach back for more than thirteen months.

Convey your new bank account details to the creditors/suppliers
concerned. For this purpose you may use the attached model
letter (Annex 3, p. 13). Your creditor/supplier will, if appropriate,
contact you to ask you to sign a new direct debit form in consid-
eration of your new bank account details.

Bear in mind the time which the entities and persons concerned
will need to implement the changes required by your new bank
account details.

Standing orders

Similarly, you may ask your old bank to let you have a list of your
active standing orders within seven working days of receipt of
your request if this information is available on an automated sys-
tem and does not reach back for more than thirteen months.
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For some time, requests for debits to be made (direct debit) may
still reach your old current account and payment transactions may
still be made via a payment card. You must maintain a sufficient
provision on your old current account to be able to honour your
current liabilities.

R |

L - - - - - - - - - - - — 4

Do not forget to agree a precise date with your old bank after
which no further payments may be made.

The new bank will put in place the direct debits and standing or-
ders on the new current account within seven working days of
receipt of the specific information and documents needed for this
purpose.

> You ask the new bank to be your primary contact
point

In that case the new bank will get in touch with the old bank in
order to receive, within a time limit of seven working days, a list of
direct debits and standing orders. The old bank will forward this
list directly to the new bank; you may ask for a copy.

You must first authorise the new bank to take all the necessary
steps on your behalf. Because of the rules governing the protec-
tion of your personal data, your privacy in general and banking
secrecy in particular, you must give specific written authorisation
to your new bank to ask the old bank to transfer your personal
information on the basis of the attached model letter (Annex 5,
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p.15). The new bank may forward this authorisation to your old
bank.

The new bank will help you to convey your new bank account de-
tails to the entities and third parties concerned by providing you
with the attached model letters (Annexes 2, p.12 and 3, p.13) for
your creditors and debtors.

The new bank will put in place the standing orders and direct
debits which you wish to maintain on the new current account
within seven working days of receipt of all the specific informa-
tion and documents needed for this purpose. Since the old bank
may not have all the necessary information, the possibility that
you may yourself be required to supply information in addition to
that obtained from the old bank cannot be ruled out; this may be
necessary to enable the new bank to put in place direct debits
and standing orders.

The new bank will also ask the old bank to cancel your direct
debits and standing orders on your old current account from a
particular date on.

C. Closing the old account

If you wish to close your old current account, please make sure
beforehand that no future payment transaction is liable to be
processed on your old current account. For some weeks, pay-
ment transactions may still be effected via a payment card and
bank charges may still be due. In that case you must maintain an
adequate provision on this current account to enable you to hon-
our your current liabilities.
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Do not forget to

e regularise your situation if the balance of your old current ac-
count is in the red;

e check whether the other services that you would like to main-
tain with your old bank are liable to generate movements on
your current account;

e return the payment cards linked to your current account to
the old bank. Credit/debit cards are the property of the issu-
ing bank;

e order payment cards from the new bank.

The new bank may assist you with the necessary actions by sup-
plying the attached model letter (Annex 4, p.14) asking for the
current account at the old bank to be closed and for the remain-
ing balance to be transferred to the current account at your new
bank.

In principle, no charge is made to close a current account. How-
ever, costs may be charged to close an account which has been
open for less than twelve months; this is permitted by Article 74
of the law on payment services.

The client will not incur any costs which may result from an error

committed by the bank on the occasion of a change of bank ac-
count.

Switching bank accounts in Luxembourg - A guide - p 9



Should any disputes arise between a client and a Luxembourg
bank the client may refer the matter to the “Commission de Sur-
veillance du Secteur Financier (CSSF)” which, according to article
58 of the Law of 5 April 1993 on the financial sector, as amended,
shall be competent to entertain complaints by clients of persons
subject to its supervision and to approach those persons with a
view to achieving an amicable settlement of such complaints.

The CSSF can be reached at the following address:

r-— - - - - - - — — — —/ "

Commission de Surveillance du Secteur Financier
110, route d’Arlon
| L-2991 Luxembourg |
Tél. (00352) 26 25 1 -1

L - - = — — _ —_ = — 4

-8 —8—8————
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ANNEX 1

Recurring incoming payments on a current account (non-
exhaustive list):

e Salary / pension

¢ Rent received

e Healthcare refunds

e Complementary health insurance
¢ Family allowances

¢ Dividends, coupons received

e |Interests received (example: time deposit account without
interest capitalisation)

e Tax refunds

-8 —8—8————
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ANNEX 2 (Standard letter)

Communicating new bank account details for incoming pay-
ments (salary, pension, allowances, etc.)

Name First name
Address
Phone number

Name and
address of the institute
Recipient

XX, dd/mm/yy

Re: Change of bank account details

Dear Sir/Dear Madam,

Please note that my bank account details have changed.
My new bank account details are as follows :

Name of the bank

(code BIC)

account number (code IBAN)

Please use this account for all future payments to me.

Yours sincerely,

Signature
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ANNEX 3 (Standard letter)

Transferring direct debits to a new account (electricity bills,
telephone, taxes etc.)

Name First Name
Address
Telephone

Name and
address of the institution
Recipient

XX, dd/mm/yy

Re : Change of bank account details

Dear Sir/Madam,
Please note that my bank account details have changed.
My new bank account details are as follows :

Name of the bank and BIC code

Account number (IBAN code)

| kindly ask you to debit this bank account for all future payments and send me a new
authorisation form, which | will return to you signed.

Yours sincerely,

Signature
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ANNEX 4 (Standard letter)

Account closure request

Name Frsf name

Name amd
address of the retiubion

X0, chdfmmeyy

Re : Reguest for the closure of a curment account

Dear S, Madam,

| heeby kindly ask you b close my current account and fransier any oubstanding
batance an my account {IBAN code) to (name of the bank, BIC code and IBAN code).

Yours sincerely,
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ANNEX 5 (Standard letter)

Template of an instruction to be signed by the client

1 the undersigned
Mame Fust Name

Bom n

Adddress

heneby insiuct (ald bank}

in:

1. icale o {new bank) all informalion regarding my
mrent accaunt n” (IBAN CODE) y for the iamfer
of all recuning payments [diect deliiz and standing arters) of this curent sccount |
and ;

2 giaae al dired debils or slamding arters pn this sccount within & period which camnot
exceerd & manth after this ifformation has been tmnsiemed ba e new bank.

Luxembouaryy,

Siqnahure of the chient
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