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Introduction 

Introduction

It may be said that Banking in its most simple form, is as old as authentic history. As early as 2000 B.C. Babylonians had developed a system of banks. During the early periods, although the banking business was mostly done by private individuals, many countries established public banks either for the purpose of facilitating commerce or to serve the government. The bank of Venice, established in 1157, is supposed to be the most ancient bank. Originally, it was not a bank in the modern sense, being simply an office for the transfer of the public debt.

After the partition of British India in to Pakistan and India, Bangladesh becomes integral part of Pakistan. Immediately after independence in 1947 an export committee was appointed to study the issue of banking in the Pakistan. On the recommendation of the export committee, the reserve bank of India continued its functions in Pakistan up to 30th September 1948 and thereafter the state bank of Pakistan, having been established on 1 July 1948, started functioning and assumed the full control of banking and currency.

The number of banks in all now stands at 49 in Bangladesh. Out of the 49 banks, 4 are nationalized commercial banks, 5 specialized banks, 24 private commercial banks, 10 foreign banks and 6 Islamic banks. Sonali Bank is the largest bank. Uttara Bank is one of the largest banks in Bangladesh. It operates through 212 fully computerized branches ensuring best possible and fastest services to its valued clients. Total number of employees are nearly   4000.     

Objectives of the Report

· The primary objectives of this report is to fulfill the partial requirement of BBA degree.

· Besides fulfilling the degree requirement, this internship report intends to cover a comprehensive analysis  of banking activities of Dilkusha Branch ( Banijya Shakha) Uttara Bank limited .
· The report is aimed at studying and understanding the various products offered by the different department  of Uttara bank to its clients as well as several activities to carried out bank objectives.

· Report also studies how Dilkusha Branch ( Banijya Shakha) Uttara Bank limited . maintain growth in competitive business.

· Findings problem in the banking procedure of different department, strength and weakness, opportunity, and threats of the Dilkusha Branch ( Banijya Shakha) Uttara Bank limited .
· Providing possible solution that will increase bank profits and maintain growth in the market.

· Finally the report will also evaluate future prospects of the branch.

Scope of the Report

This report covers all the banking activities of Uttara bank limited Dilkusha Branch ( Banijya Shakha) Uttara Bank limited, such as L/C opening, L/C advising. L/C negotiation, L/C confirmation, reimbursement, payment collection, loan against trust receipt, loans and advance, recovery of loans , foreign and local remittance of bank, bills receive and collections, issuing of D.D.,P.O., M.T,,T.T.  as well as problems in banking process. These performance analysis of Dilkusha Branch ( Banijya Shakha) Uttara Bank limited . was carried out to determine the progress of ban k and prospect in future.

Methodology of the Report

Certain method and techniques were used to collect data for this report. Both primary and secondary sources were taken as effective means of collecting data relevant for this report. survey, Questionnaire, personal conversation with top executive of the bank was the basic techniques that was employed to collect primary data from the clients , and people of the organization. Distinct Questionnaire were made one for clients another for branch people. Information about the varieties of services, customer preference of the branch, people motivation to works was collected through interview. data regarding customer bank choice, location, safety, security, service range, quality of services, banking time,  customer satisfaction  were also gathered  through direct Questionnaire. Besides of the people motivation by management to rendered service also gathered through direct questionnaire. On the other hand secondary sources were also used to collect data regarding bank profits, deposits, import, export. publication and database within organization , annual and quarterly report, monthly statement enable me performing trend and ratio analysis on the branch. In addition to this information from different people, banker, personal inspection enable me appraisal management effectiveness and  operational performance  of the branch. Bank people and customer preference of branch were also measured through some open-ended Questionnaire.

Limitation of the Report

 This report may have some incompleteness due to some of the limitation .The limitation    that,I encountered while completing it that are mentioned below:

1. one major limitation was time constraint. This report could easily have been prepared in a much broader and extensive manner with more time and space availability.

2. Some essential data could not be gathered because of confidentiality concern. The raw data available in the organization database system, different reports, statement were also not organized.

3. I could not visit the difference branches of Uttara bank and had to depend on Dilkusha Branch ( Banijya Shakha) Uttara Bank limited  for all information for preparing report.

4. Another limitation was data gathered could not be verified for accuracy due to time limitation.

5. As there are not any report, literature, publication on the past so collection of different data may  not wholly representative.

6. The to use of difference of sample information may differ.
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Organizational Overview

2.0 Uttara Bank at a Glance
After liberation, the banks operations in Bangladesh were nationalized. These banks were merged and grouped into six commercial banks. Of the total six commercial banks, Pubali Bank Ltd. and Uttara Bank Ltd. were subsequently transferred to the private sector with effort from January 1985.    

Uttara Bank-one of the largest and oldest private sector commercial bank in Bangladesh, with long years of experience. Adaptation of modern technology both in terms of equipment and banking practice ensures efficient service to clients. 212 branches at home and 200 affiliates worldwide create efficient networking and reach capability. Uttara is a bank that serves both clients and country. It operates through 212 fully computerized branches ensuring best possible and fastest services to its valued clients. The bank has more than 600 foreign correspondents world wide and total number of employees nearby 4000. The head office is located at Bank’s own 18 storied building at Motijheel, the commercial center of the capital, Dhaka.

2.1 Mission: 

To establish banking through the introduction of a welfare oriented banking system and also ensure equity and justice in the field of all economic activities, achieved balanced growth and equitable development through diversified investment operations particularly in the priority sectors and less development areas of the country. To encourage socio-economic uplift and financial services to the low income community particularly in the rural areas. 

2.2 Vision: 

Their vision is  strive to achieve superior financial performance in Bangladesh.
1. To contribute the socioeconomic development of the country.
2. Try to encourage savings in the form of direct investment. 

3. To establish and maintain the modern banking techniques, to ensure the soundness and development of the financial system.

4. To establish relationship banking and improve service quality through development of strategic marketing plans.
5. To ensure optimum utilization of all available resources.

2.3 Features of UBL

Bank is an intermediary institute. Like other commercial bank UBL also has some special features. They are as follows:

· Legal Entity: It is compulsory matter for a bank to achieve legal entity. The stronger legal entity leads to effective banking program. UBL has a strong legal entity.

· Organizational Structure: UBL has a well-set organizational structure. Organizational structure is a precondition of effective banking activities.

· Financial Solvency: Though UBL is a new bank, its ratio of liquidity is well and strong. So, the clients get greater confidence in the bank.

· Location of The Bank: Location is very useful for bank. The Head Office and the branches of UBL are located in the central point of the capital and the other district towns.

· Relation with the Central Bank: As the UBL is the government-registered bank, so it maintains a friendly behavior with the Bangladesh Bank.

· Security: the UBL is totally a secured bank. The clients of the bank get a heavy security on their deposit.

· Management of the Bank: The executives and the officers of UBL are very experienced. Maximum executives are ex-government bank officers.

· Foreign Exchange: UBL operates foreign exchange business promptly. 

2.4 Nature of the business      

UBL is a progressive commercial bank in private sector in Bangladesh. It creates a new opportunities for its clients. It gives customized service and harmonious banker-client relationship. It contributes towards formation of national capital, growth of saving and investment in trade, commerce and industrial sectors. It provides different types of commercial banking and services to the customer of all strata in the society with in the stipulation laid down in the Bank Company Act 1991. Rules and regulations framed by the Bangladesh bank from time to time.

2.5 Business Operation       

UTTRA Bank Limited emerged as bank in the country on September, 1983 out of a great turbulent situation encounter by set while National Credit Limited. However the institution survived the ordeals and come out as a full-fledged commercial bank. The company raised its Authorized Capital to Tk. 750 million as per guidelines set out by the Bangladesh Bank. The paid up capital was fixed at Tk. 480.48 million as against Tk. 429.00 million.       

2.6 Organizational structure:

Organizational structure and corporate governance of Uttara Bank Limited strongly reflect its determination to establish, uphold and gain a stronger footing as an organization which is customer-oriented and transparent in its management. 

1 Board of Director:
The Board of Director of Uttara Bank formed by Chairman, Vice Chairman, Directors, Managing Director and Secretary.

2 Executive Committee:
All routine matters beyond delegated powers of management are decided by or routed through the Executive Committee, subject to ratification by the Board of Directors.  

3 Policy Committee:

All matters relating to the principles, policies, rules and regulations, ethics etc. for operation and management of the Bank are recommended by the committee to the Board of Directors.

2.7 Management Hierarchy of Uttara Bank Limited

	CHAIRMAN

	VICE CHAIRMAN

	DIRECTORS

	MANAGING DIRECTOR

	DEPUTY MANAGING DIRECTOR

	GENERAL MANAGER

	SECRETARY

	SENIOR PRINCIPLE OFFICER (SPO)

	PRINCILE OFFICER (PO)

	SENIOR OFFICER (SO)

	OFFICER


2.8 Different Wings of UBL

Head Office

· Chairman’s Secretariat



· Managing Director’s Secretariat

· Board Department




·    Share Department




Human Resources Division
· Personnel department 

· Training institute 

· Establishment department

· Stationary and Records department

· Transport department 

· Test key department 

· Disciplinary department 

Marketing Division


                               
· Business development department 

· Branches department 

· Public relations department 

· Engineering department

Credit Division

· Credit operation department 

· Recovery department 

· Lease financing unit

· C I B unit

Center accounts division

· Accounts department

· Statistics department 

· Reconciliation department 

· Expenditure control department

Audit and Inspection Division
· Internal audit department 

· External audit department 

International Division

· Treasury department 

· Dealing room

2.9 Regional Offices

· Dhaka Central Zone 

· Dhaka North Zone 


· Dhaka South Zone

· Narayangonj Zone


· Mymensing Zone 




· Chittagong Zone

· Sylhet Zone 



· Bogra Zone 




· Rajshahi Zone

· Khulna Zone 



· Barishal Zone 



· Commilla Zone

· Local office



· Corporate Branch
    



· Foreign Exchange Branch

2.10 Corporate Culture


This bank is one of the most disciplined Banks with a distinctive corporate culture. Here we believe in shared meaning, shared understanding and shared sense making. Our people can see and understand events, activities, objects and situation in a distinctive way. They mould their manners and etiquette, character individually to suit the purpose of the Bank and the needs of the customers who are of paramount importance to us. The people in the Bank see themselves as a tight knit team/family that believes in working together for growth. The corporate culture we belong has not been imposed; it has rather been achieved through our corporate conduct. 

2.11 Corporate Mission

· To provide high quality financial services in export and import trade. 

· To provide excellent quality Customer service. 

· To maintain Corporate and business ethics. 

· To become a trusted repository of customers' money and their financial advisor. 

· To make our stock superior and rewarding to the customers/share holders. 

· To display team spirit and professionalism. 

· To have a Sound Capital Base. 

2.12 Products of UBL
Before discussion about products of UBL, we have to understand what bank’s products are. Bank is a service oriented industry and deals with various financial products and services for financial gains.

Financial products and services products that a bank offers to its customers are mainly classified as under:

a) Deposit Products to generate funds.

b) Lending products for financial gains

c) Money Transmission products

d) International business products 

e) Special fee earning service3s 

f) social services products

Products that are marketing by UBL are as under

* Money transmission Product
Carrying cash money is troublesome and risky. That’s why money can be transferred from one place to another through banking channel. This is called remittance. Remittances of funds are one of the most important aspects of the Commercial Banks in rendering services to its customers. 

· Payment order/security deposit receipt (PO/SDR): This term will be discussed in the overall activities section under remittance department.

· Demand Draft (DD): This term will also been discussed in the overall activities section under remittance department.

· Telegraphic Transfer (TT): This is also a common term that in the remittance section as well. .

· Travellers Cheque

	Traveler’s Cheque

(TC)
	Issue of TC
	TC is useful to traveler abroad. Customers can encash the TC in abroad from the drawee bank. TC is alternative to holding cash and it provides better security than holding cash in hand.

	
	Buying

Of TC
	If any unused leaf of TC is surrendered bank buys it from the customer. All payments are made in local currency. Banks generally buy only those TC.


* International Business Products 

In banks when we talk of international business products, we refer to the general mechanism by which a bank converts currency of one country into that of another. Foreign Exchange Department (FED) is the international department by which a bank or an AD branch transects with other international bank or of a branch. Bangladesh Bank issues license to scheduled banks to deal with foreign exchange. These banks are known as Authorized Dealers.  If the branch is authorized dealer in foreign exchange market, it can remit foreign exchange from local country to foreign countries by transacting their international business products.  So   UBL, Principal branch is an authorized dealer.

· Letter of Credit (L/C)

· Back to back Letter of credit (BTB L/C)

· Buying and selling of foreign exchange 

· Foreign demand draft (FDD)

	Foreign Demand Draft
	Bank issue Demand Draft in favor of purchaser or any other according to instruction of purchaser. The payee can collect it for the drawee bank in which the Issuing bank of Demand Draft holds its NOSTRO Account. Bank also makes payment on DD drawn on this bank by its foreign correspondence bank through the VOSTRO Account.


· Foreign telegraphic transfer (FTT)

Outward remittance covers sales of foreign currency through issuing foreign T.T. Drafts, Travellers Check etc. as well as sell of foreign exchange under L/C and against import bills retired.

* Special fee earning products 

UBL considers the special earning product to the different consumer, as it to play a comprehensive role in financing the bank product. Among those following are some issues relate to special fee earning product: 

· Bank guarantee 

· Foreign bank Guarantee (F.B/G)

· Underwriting 

· Brokerage House and locker Service 

· Issuances of Sanchaya Patra, Wages Earners Development Bond, National Investment Bond, Prize Bond are some special earning fee product of UBL.

* Social Service Products

UBL Considers several service products by looking at the social point of view, at this competitive edge, banking might have reached to preserve its market share and to penetrate new market share through diversification of its product range. Following are the services that are designed to provide for society: 

· Sale of Lottery Tickets for collection of fund for social establishment

· Collection of Zakat Fund

· Collection of Haj Deposit

2.13 Credit policy & credit operation of UBL
Credit policy is a guideline of a financial institution to determine- 

· Who shall get credit (eligibility to get loan)

· How much to lend (Amount of lending)

· Why to lend (Purpose of lending)

· Where to finance (Portfolio Management depending upon profitability and requirement for participation on socio –economic benefits)

Credit division of a bank especially acts as a key financial machine to haunt for earning revenue of a bank to achie3ve its ultimate goal for profit maximization with minimal risk maintaining balanced portfolio management.

2.14 Financing Activities of UBL
Financial activities of a bank depend upon its portfolio management of its funds through deposit. Our lending policy would be within the broad policy frame work envisaged above. Bank’s lending activities may be classified into the following broad segments.

1. Trade and Commerce

2. Industries

3. Lease Financing 

4. Consumer Financing

5. Real Estate & Civil Construction 

6. Agro based 

7. Small Business Loans

8. Personal Loans

2.15 Security Policies

The term loans, if any extended by the bank shall gave to be secured by first charge mortgage on the fixed asset coverage leaving a margin of at leas 25% depending upon the viability of the project. Consideration in this regard will vest purely on viability criteria irrespective of bank client-relationship. The determinants in this respect are debt service coverage, debt-equity ratio, and fixed coverage to term loan with a margin of 25-30% minimum. The working capital may be additionally covered by 1st charge mortgage of the fixed asset or by sharing first mortgage ranking PARIPASU with the financial institutions providing term loan. Decision is this regard shall be at the sole discretion of the bank.

Chapter-3

 General Banking

General Banking

“Meeting day to day Banking”

General Banking Department usually performs a lot of important banking activities. General banking department is that department which is mostly exposed to the maximum number of bank customers. It is the introductory department of the bank to its customers. All business concerns earn a profit through selling either a product or a service. A bank does not produce any tangible product to sell but does offer a variety of financial services to its customers. The Dilkusha Branch ( Banijya Shakha) of UBL has all the required sections of general banking and these sections are run by manpower with high quality banking knowledge. Hence, a touch of rich customer service is prevailing in the branch.

In UBL the following departments are under general banking section:

(a) Account opening department.

(b) Local remittance department.

(c) Cash department.

(d) Clearing department.

(e) Collection department.

In the following Chapters brief discussion on the above departments are presented respectively.

(A) Account Opening Department

“Communication with the Client”

The relationship between a banker and his customer begins with the opening of an account by the former in the name of the latter. Initially all the accounts are opened with a deposit of money by the customer and hence these accounts are called deposits accounts. Banker solicits deposits from the members of the public belonging to different walks of life, engaged in numerous economic activities and having different financial status. There is one officer performing various functions in this department.

Functions of the Department

The following are the main functions performed by the department:

 (i) 
 Accepting of Deposit

(ii) 
Opening of Account

(iii) 
Check Book issue

(iv) 
Transfer of an Account

(v) Closing of Account

Accepting of Deposits

Deposits are life-blood of a commercial bank. Without deposits there are no businesses for the commercial banks of any nature (NCBs, PCBs or FCBs). In this branch the various types of accounts are offered to various customers, which are grouped into:

A. Demand deposit account.

B. Time deposit account.  

Demand Deposit Account

The amount in accounts are payable on demand so it is called demand deposit account. The following accounts are under demand deposit accounts:

1. Current account.

2. Savings account.

3. Short Notice Term Deposit (STD).

1. Current account:
This type of account is opened by  both  individuals and business concerns. Frequent transactions (deposits as well as withdrawal) are allowed in this type of account. A current a/c holder can draw checks  on  his account for any  amount  for  any  numbers of  times  in a day as the balance in his account permits. This account provides no interest. The minimum balance to be maintained is Tk.   2000. No new account can be opened with a check.

2. Savings Account

Individuals for savings purposes open this type of account. Current Interest rate of these accounts is 5.50 % per annum. A minimum balance of Tk. 1000 is required to be maintained in a SB account interest on SB account is calculated and accrued monthly and credited to the account half yearly. Interest calculation is made for each month on the basis of the lowest balance at credit of an account in that month. A depositor can withdraw from his SB account not more than twice a week up to an amount not exceeding 25% of the balance in the account.

3. Special Notice Term Deposit (STD):

The deposits in this account are withdrawal on prior notice varying from 7 to 29 days and 30 days or more. The interest is paid on the balance of the account. Current interest rate is 6.50% per annum. 

Opening Procedure
For opening such A/C, application in the prescribed form along with a set of specimen signature duly verified by Bangladesh mission abroad or by a reputable bank of any other person known to the bank, should be obtained by the brandies. In case of persons, already maintain any F.C A/C or N.F.C.D. A/C with them, reference to that F.C A/C will serve, the purpose of introduction, the branch may verify the signature from the specimen signature and already available with them. Only one such F.C A/C can be maintained   and the balance in the A/ C should not exceed $ 30.000/- or equivalent   pound sterling at any one time. The A/C holder is also required to submit photocopies   of passport, visa, and work permit/contract.  As this is a current account no Interest is paid to the A/C holder.

Time Deposit Account

The amount in this a/c is payable only after stipulated time. The following a/cs are under time deposit a/c:

(a) Fixed Deposits which are repayable after the expiry of fixed period and are negotiable.

(b) Bearer Certificate of Deposits (BCD) ,which are repayable after expiry of fixed period


but are negotiable. These are not renewable.

(c)  Non-resident   Foreign   Currency deposits are term deposits maturing after 1 month, 3months, 6months and 1 year. This a/c’s can be opened either in U.S. dollar or pound sterling. No interest is paid in case of premature encashment. 

Fixed Deposit Account

These are deposit, which are made with the bank for a fixed period specified in advance. The band need not maintain each reserve against these deposits and therefore, bank gives high rate of interest on such deposits. A FDR is issued to the depositor acknowledging receipt of the sum of money mentioned therein. It also contains the rate of interest and the date on which the deposit will fall due for payment. 
	Particulars
	Rate of Interest

	Interest Rate on Deposits:

Savings Deposits

Special Notice Deposits(STD)


	5.50%

6.50%



	Fixed Deposit(Time Deposits)

a) 3 (three  ) Months

b) 6  (six)Months

c) 1(one) Year 

d) 2(two) Years and above

e) 3(three) years 
	7.00%

7.50%

8.00%

8.25%

8.25%


Table: Interest rate on deposits

Opening of Account
  It includes the following stages:

1) Account opening procedure

2) Classification of customers 

1) Account opening procedure

Documents needed for each Accounts Separately:

Current/Saving Deposit Accounts:

1. Savings Accounts:

 1.     An existing Current Account holder of the Bank,

2. 
Photocopy of Passport / Chairman/Conditioner Certificates.

3. Two (2) copied of Passport size photograph.



2.Current Account: 




Proprietorship Firm:

a) Name of authorized persons, designation, specimen, signature Card.

b) Trade License.

c) Passport/ Chairman Certificate.




Partnership Firm:

a) Account must be opened in the name of the firm.

b) The form should describe the names and addresses of all the partners.

c) Trade License from city corp. is needed.

d) Partnership Deed.

e) Letter of authority is achieved



Limited Company:

a) Certificate of incorporation.

b) Certificate of Commencement of Business.

c) Form XII.

d) Memorandum of Association.

e) Article of Association.

f) Power of attorney.

g) Resolution of the Board of Director s authorizing opening of an account.

Societies/Club/Associations:

Other than above mentioned common documents resolution of who will operate the account must be noted.

 


Fig: Flow Chart of Account Opening Procedure  
2) Classification of customers
                               It includes the following:


a) 
Individual (personal)  


b) 
Proprietorship (Sole traders)


c) 
Partnership firms (Registered or Unregistered)

d) Joint stock Companies (Private Limited companies/Public ltd.)

 
e)  
Public Sector Corporations 


f) 
Municipalities/Municipal Corporations /Local Bodies etc.


g) 
Clubs/Societies/Associations/Schools/Colleges/ Universities etc.


h) 
Executors/Administrators


i) 
Trustees


j) 
Illiterate persons 


k)
Constituted Attorney


l) 
Wage Earners.

Issue of Cheque Book

A) Issue of Fresh Check book

Fresh checkbook is issued to the account holder only against requisition on the prescribed requisition slip attached with the checkbook issued earlier, after proper verification of the signature of the account holder personally or to his duly authorized representative against proper acknowledgment. 


                                              Figure: Issuance of fresh Check Book

B. Issue of Duplicate check book

Duplicate checkbook in lieu of lost one should be issued only when an A/C holder personally approaches the Bank with an application Letter of Indemnity in the prescribed Performa agreeing to indemnify the Bank for the lost checkbook. Fresh check Book in lieu of lost one should be issued after verification of the signature of the Account holder from the  Specimen signature card and on realization of required Excise duty only with prior approval of manager of the branch. Check series number of the new checkbook should be recorded in ledger card signature card as usual. Series number of lost checkbook should be recorded in the stop payment register and caution should be exercised to guard against fraudulent payment.

Account Transfer

The customer submits an application mentioning the name of the branch to which he wants the account to be transferred. His signature cards, advice of new account and all relevant documents are sent to that branch through registered post with acknowledgment the balance standing at credit in customers account is sent to the other branch through Inter Branch Credit Advice (IBCA). 

Closing of Account

The following circumstances are usually considered in case of closing an account or justifying the stoppage of the operation of an account:

· Notice given by the customer himself or if the customer is desirous to close the account.

· Death of the customer.

· Customer’s insanity and insolvency.

· If the branch finds that the account is inoperative for a long period.

· If Garnishee Order is issued by the Court of Law on the bank branch.

A customer can close out his A/C at any time by submitting an application to the branch. Upon the request of a customer an account can be closed. After receiving an application from the customer to close an Account, the following procedure is followed by a banker. The customer should be asked to draw the final cheque for the amount standing to the credit of his a/c less the amount of closing and other incidental charges and surrender the unused cheque leaves. The a/c should be debited for the account closing charges etc. and an authorized officer of the Bank should destroy unused cheque leaves. In case of joint a/c the application for closing the a/c is to be signed by all the joint holders even if the A/C- is operate by either of them. The last check for withdrawal of the available balance in the A/C is to be signed by all the joint holders. 
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Loans&Advance

Loans and advance of Dilkusha Branch ( Banijya Shakha) Uttara Bank limited 

4.1 Lending Products

Bank has its own principle about the credit sanctioned or loan to the customers, but lending product of a bank or of a branch is equal important to verify the outstanding at the end of any fiscal year. Every bank pays special attention about their lending products, because these products are handed over on a regular basis.

· Continuous Loan

a. Secured Overdraft against Financial Obligation {SOD (FO)}

Advances allowed to individual /firms against financial obligation (i.e lien of FDR/PSP/BSP/Insurance Policy etc.) and against assignment of works order for execution of contractual works fall under this head.  It is a continuous advance facility. By this agreement, the banker allows his customer to overdraft his current account up to his credit limits sanctioned by the bank. The interest is charged on the amount, which he withdraws, not on the sanctioned amount. UBL sanctions SOD against different security.

b. Secured Overdraft against Work order/ Real Estate etc [SOD (G)}

Advances allowed against assignment of work order or execution of contractual works falls under this head. This advance is generally allowed for a definite period and specific purpose i.e. it is not a continuous credit. It falls under the category "others". 

c. Cash Credit (Hypothecation)

Advances allowed to individual /firm for trading as well as wholesale purpose or to industries to meet up the working capital requirements against hypothecation of goods as primary security fall under this type of lending. It is a continuous credit. It is allowed under the category (i) “Commercial Lending” when the customer is other than a industry and (ii) Working Capital when the customer is an industry.

d. Cash Credit (Pledge)

Financial accommodations to individual / firm for trading as well as sole- sale purpose or to industries as working capital against pledge of goods as primary security fall under this head of advance. It is also a continuous credit and like the above allowed under the categories (i)”Commercial Lending” and (ii) “Working Capital”.

e. Export Cash Credit (ECC)

Financial accommodation allowed to a party for export of goods falls under this head and is categorized as "Export Credit," The advances must be liquidated out of export proceeds within 180 days.

· Demand Loan

	Demand  Loan:
(Forced LIM, BLC, PAD, IBP etc). Overdue period will be accounted from the day following the date of expiry of such loan.
	· Less than 6 months

· 6 months or more but less than 9 months

· 9 months or more but less than 12 months

· More than 12 months


	Unclassified

Sub-standard

Doubtful 

Bad/loss 
	1%

20%

50%

100%


a. Loan General 

Short term, Medium term & Long term loans allowed to individual /firm /industries for a specific purpose but for a definite period and generally repayable by installments fall under this head .this type of lending are mainly allowed to accommodate financing under the category (a) Large & Medium Scale industry and (b) Small & Cottage Industry . Very term financing for (a) Agriculture & (b) Others are also included here .

b. Demand Loan against Ship breaking

This type of loans does not exercise in this branch, but being exercised to another branch that provide advances against ship breaking.

c. Payment against Documents (PAD)

Payment made the bank against lodgment of shipping documents of goods imported through L.C. falls under this head. It is an interim advance connected with import and is generally liquidated shortly against payments usually made by the party for retirement of the documents for release of imported goods from the customs authority. It falls under the category “Commercial Lending” . 

d. Loan against Imported Merchandise (LIM)

Advances allowed for retirement of shipping documents and release of goods imported through L.C. taking effective control over the goods by pledge in brokerage house under bank's lock & key fall under this type of advance. This is also a temporary advance connected with import which is known as post-import finance and falls under the category "Commercial Lending."

e, Loan Against Trust Receipt (LTR)

Advance allowed for retirement of shipping documents and release of goods imported through L.C. without effective control over the goods delivered to the customer falls under this head. The goods are handed over to the importer under trust with the arrangement that sale proceeds should be deposited to liquidate the advances within a given period. This is also a temporary advance connected with import and known as post-import finance and falls under the category "Commercial Lending".

g. Packing Credit

Advance allowed to a party against specific L.C/firm contract for processing/ packing of goods to be exported falls under this head and is categorized as "Packing Credit." The advances must be adjusted from proceeds of the relevant exports within 180 days.

i. Foreign Documentary Bills Purchased (FDBP)

Payment made to a customer through purchase/ negotiation of a foreign documentary bills falls under this head. This temporary advance is adjustable from the proceeds of the shipping/export documents. Its falls under the category “Export Credit" 

j. Local Documentary Bills Purchased (LDBP/IDBP)

Payment made against documents representing sell of goods to local export oriented industries which are deemed as exports and which are denominated in Local currency/ foreign currency falls under this head. The bill of exchange is held as the primary security. This temporary liability is adjustable from the proceeds of the bills.

k. Festival Business Loan.

This type of loan are generally sanctioned depending on the occasion, more than two festival business loans are generally sanctioned in an annum. 

· Term Loan

a. Project Loan 

UBL offers different conventional credit/investment schemes and the Banking products to their customers. So far loans and advances portfolio includes Project Finance in the form of Term Loan, Real Estate Finance, Secured Overdraft against FDR, different security certificates, working capital in the form of Cash Credit Hypothecation, Import Trade Finance in the form of PAD/LIM/TR etc. 

UBL considers the loans, which are sanctioned for more than one year as term loan. Under this facility, an enterprise is financed from the starting to its finishing, i.e. from installation to its production

b. Transportation Loan

Considers the loans, which are sanctioned for the purpose of delivering the goods on to its final destination, its generally used in the form of inland exporting or back to back leter of credit.

c. House Building Loan

Loans allowed to individual/ enterprise construction of house (residential or commercial) fall under this of advance. The amount is repayable by monthly instalment within a specified period, advances are known as Loan (HBL‑GEN).

d. Small Business Loan

Short term and long term loans allowed to individual/ firms / industries for a specific purpose but a definite period and generally repayable by the installments fall under this head. These types of lending are mainly allowed to accommodate financing under the categories.

Small and Cottage Industries, Very often term financing for agriculture and others are also included here.

e. Consumer Finance Loan

UBL keeping in mind the economic development and helping the fixed income group in fulfilling their demand to upgrade the standard of living will continue before consumer finance scheme for:

· Household appliances, Furniture & Fixture, Air Conditioner, Fax Machine, motor cycle/Car, Cellular phone, and Other equipment

f. Lease Finance 

UBL to keep its contribution to the growth of national GDP, accelerate the total economic development by infusing the fund in productive sector in more efficient and effective way: diversity its portfolio and satisfy the customers need would go for lease finance for:

· Setting up of small and cottage industries/Projects, BMRE of existing projects 

· Transports (roads/marine), Medical equipment/surgical/clinical/lab equipment/x-ray machine etc, Construction equipment and Other fixed assets of other productive and service oriented ventures.

g. Personal Loan

To meet emergency financial requirement especially for medical treatment/surgical operation, marriage, admission of children/ educational expenses, maternity the loan facility may be extended.

4.2  Categories of loans offered by the branch 

· Agriculture

· Large and medium scale industries

· Export 

· Other commercial lending(jute and fertilizer)

· Small and cottage industries

· Consumer Loan

· Personal loan

· Others

a) Housing loans 

b) Residential

c) Commercials d) Transport e) Cold storage f) Brick field g) Gold loans h) Against work orders i) Against work FDR  J) Loans against sanchaypatra k)  loans against WEBD, ICB, unit certificate l )  loans against  life insurance policy k) Others special program

Classified loans and provision





Performance of loans recovery

	
	2005
	2006
	2007 

	Un recovered loans
	495.25
	480.16
	382.00

	Suit money
	166.43
	105.48
	255.19

	Recovered
	19.10
	18.00
	5.7

	% recovered by suits
	11.5%
	17.06%
	2.23%


Major findings

· Loans are un-recovered as these are sanctioned  against improper documents.

· Loans are given as the order of direct higher authority.

· Loans is not properly utilized, loans was cautioned for one sector but used in other sector.

· Lack of sufficient interest .financial loss in business of  the creditor.

· Loans are given without proper inspection of  pledged assets or hypothecation.

· Loans are un-recovered  due  to value of the collateral assets are not properly assessed.

· Maximum loans are cash credit instead of collateral credit.

· Loans are un-recovered due to present govt. policy has lack ness to take legal action against  loan defaulter.

· Loans are sanction-limited sector.

· Maximum loans are c.c./ abnormal money excess of c.c.

· Loans are sanctioned against discrepant documents/ documents are not properly examined.

· Loans are given  loans are given without following Bangladesh bank B.P.R.D. 

· Creditor are not available found in the country.

Credit management and recovery of classified loans
As classified loans increase provision rate, create adverse effect on investment  .in order to accelerate the investment, reduce inflation and to attain target growth rate the following guideline have to be follow:

· Undertaking step for recovering of all classified money.

· Properly audit creditor financial situation, willingness of repayment of loans money, creditor sources of income property.

· Bank must taken urgent measure for recovery of loan money.

· Examining properly all documents and charges documents. And submitting to harm dept. take immediate legal action by examining the accurateness of all the documents and amended documents by the direction of head office.

· Employing well-qualified advocates for  un recovered loans money collection against powerful and large amount creditor.

· Branch manager have to be concern regarding quick settlement of all suit cases , in the case date bank representative must present in the court and provide information to the competent authority.

· Strictly follow guideline of Bangladesh bank while sanction loans.

· Take accurate guarantee from the creditor so that creditor get no provision/ evasion   of not pay bank due money.

· Branch must achieve annual and half yearly budget target so that amount of classified loans may be concern by higher authority and take appropriate action.

· Bank have to be set up a more strengthen R&M department. Branch  manager have to be directly consult with  the Deputy GM of R &M  .

· Head office have to employee a former D.C. as an legal advisor in order accelerate recovery of classified loans.

· Measure must be taken all debts before they are being classified or before expiry dates that loans not be classified.

· Precaution must be taken while approval of loans proposal in H.O. must justify real situation of using loans granted loans, incase e of any discrepant document  or any claim against loans must inform H.O. for not sectioning loans to that applicant.

Precaution while sanction of new loans:

· Banker must analysis borrower nature of business, experience in business, qualification, goodwill. Income sources, profit from invested money, ability to repayment of loans money.

· Before submit  loans proposal banker must properly examining risk and guaranteed value from loans.

· With a view to properly assessed the proposal of the borrower banker must filled application including borrower cash flow ,personal neth worth , description of mortgage assets, assets and liability ratio and submit the proposal to H/O .

· Banker must be insure that borrower mortgage property are not pledged to other bank .

· While sanction loans above 10 lac proposal must be submitted to Bangladesh bank with details description of use of loans money.

· Lending risk must analysis before sanction Tk. 50 lac.

· Banker must inspect practically while renew of loans with a view to asses property actual market value.

Sanctions of Loans  and subsequent stages:

· All security document and charges document must be properly completed.

· Banker must be  ensure utilization of money so that one sources sanctioned loans may not other sources by the borrower.

· Any unwillingness of utilization of loans money by the borrower must be informed by the bank and proper legal action must be taken against him.

· Bank must rewarded and encourage   those borrower who regular repayment of loans and must give preference to him for loan sanction.

· Branch must present report to Bangladesh B.R.P.D.  about problem and performance of recovery of classified loans ,legal action against those borrower according to Bangladesh bank B.R.P.D. circulation.

Branch manager must be ensure about obedience of all the above steps

Chapter:5

 Foreign exchange

Foreign exchange

Foreign Exchange is very lucrative & profitable in modern Banking business. Its recognized as a way of generating maximum profit with low investment. In other Banking like advance needs high capital investment. But foreign exchange required comparatively low investment. In foreign business complexity is high due to rapid change in technology especially for a bank consists of so many branches dispersed in a wide region. The system is easy for a bank to control rich in capital equipped with modern technology concentrated in a small areas. Technology is necessary to prepare quick statement, getting information, preparing reports  .Now technology is a turbulent in foreign exchange business. To survive in the competition a bank have to adapt with this changes. For this it will required skilled manpower, on line banking, 24- hours banking services, high capital investment . Problems arises in foreign exchange for changes in economical, and political business environmental changes of the country. Changes in exchanges rate , change in currency rate , govt. rules and regulations, create problems while dealing in foreign business. So it needs always a conscious mind for successfully dealing in foreign business.

Parties concerned with L/C:









How to open an L/C

For opening an L/C there must be a relationship between banker and customer through opening an account with the bank.

Procedures for opening a bank accounts:

1. Before opening accounts clients must submit some paper

a) in case of company must submit annual financial statement

b) in case of individual must submit all types of income tax payment certificate.

There are three types of bank account. 

A)savings account b)current account c)STD d)FDR

a) For opening bank account first have to fill up application form

b) Then have to use to reference who have existing relation ship with the bank or all ready maintain accounts with the bank.

c) Two copies resent attest p.p. photograph.

d) Put three specimen signature on the signature cards.

e) Write in details amount of deposits and nominee person address relation with account holders who will hold the account in the absence of clients.

f) Enclosed memorandum of associations and articles of associations along with form.

1. L/C must be open through current account.

2. Perquisite for opening L/C 

Have to take some charge documents from the party

a)trading licensee b)chamber of commerce certificate c)last fiscal year income tax certificate .

Then the importer have to submit a proposal for opening L/C along with-

· L/C application.

· License no.

· Proforma invoice.

· Parties application.

· L.c. set 

· IRC.

· Insurance covered note.

L/C dealing officer have to properly check the Proforma invoice –description of goods along with its price, quantity, quality, sources of export country, marketability of goods, shipment dates, shipping days, bill of entry. Packing list, certificate of origin, H.S. code no. brand new.

· Certificate of tax payers from tax commissioner.

· Trade License from city commissioner .

· Certificate from import and export registration department.

· Money receipt from insurance company to reduce risk export port to import destination.

· L/C Authorization form of the bank contains IRC number, shipping period, description of goods date of l./c issues.- 1 copy for Bangladesh banks. With name and address of dealer remittance, l./c form, description of goods, inventor name, price for exchange clearance. 1- copy for custom purpose , another copy for office record. Documents needed for opening L/C are enclosed herewith appendix-4.

Nature of L/C

1. Cash L/C (sight)

2. Cash L/C 

3. Inland B/B L/C(sight)

4. Foreign B/B L/C 

5. L/c under AID  loans

6. Import from EPZ B/B/L/C) 

7. Import from EPZ B/B/L/C) (sight)

8. Import from EPZ 9CASH L/C (SIGHT)

9. L/C UNDER sta.

10. Others

A L/C is most suitable under following conditions

· When the importer is not well known. The exporter selling on credit may wish to have the promise of payment.

· When the importer doesn’t want to pay the exporter until it is reasonable certain that the merchandise has been shipped in good condition.

Importance of L/C

In international trade since the buyer and seller are quite distant from each other a problem often arises to make the delivery of goods and when to make the payment for the delivery. This problem is absent in home trade. But in foreign trade neither the importer nor the exporter can rely completely upon the others. L/C is an effective instrument that can solve this problem also act as a finance for the buyer. This  method is a compromise between buyer and seller because it affords certain advantage to both parties. The exporter is assured of receiving payment from the issuing bank as long as its present documents in accordance with L/C. the issuing bank is obligate to honor drawing under l./c regardless of the ability or willingness to pay. Importer does not have to pay until shipment has been made and the documents presented in good order. However the importer still rely upon the exporter to ship the goods as described in the documents, since the L/C does not guarantee that the goods purchased will be those invoice and shipped. So the usual time under a L/C is when shipment has been made. While the goods are available after payment, the risk to the exporter is very little, depending on credit term, while the risk to the importer is that he has to rely on the exporter to ship goods described in the documents. Because of all the protection and benefits it can accords both exporter and importer . 

L/C procedure:

The various steps involved in the operation of credit are described as follows

· The importer and exporter have contract before a L/C has been issued.

· The importer applies for a L/C from his banker known as the issuing bank. He may use his credit lines.

· The issuing bank opens the L/C that is channeled through its overseas correspondent bank, known as advising bank.

· The  advising bank inform the exporter of the arrival of the credit.

· Exporter ships the goods to the to the importer or other designed place as stipulated in the L/C.

· Meanwhile the exporter also prepare his own documents and collects transport documents or other documents from relevant parties . all documents will be sent to his banker which is acting as negotiating bank.

· Negotiation of export bills occur when the banker agrees to provide him with finance. In such case he obtains payment immediately upon presentation of documents. If not the documents will be sent to the issuing bank for payment or an approval basis in the next step.

· Documents are sent to issuing banker reimbursing bank, which is a bank nominated by the issuing bank to honor reimbursement from negotiating bank for reimbursement or payment.

· Issuing bank honors to its undertaken to pay the negotiating bank on condition that the documents comply with the L/C terms and conditions.

· Issuing bank releases documents to the importer when the letter makes payment to the former or against the letter trust receipt facilities.

· The importer takes delivery of goods upon presentation of the transport (usually shipping documents) .

Parties involved in letter of credit

The applicant:

The applicant is the parties who generally approaches in order to issue the L/C. generally the applicant ids the exporter who reaches an agreement with the exporter before approach in the bank to issue the L/C.

The issuing bank;

 The bank issuing the L/C is known as issuing bank and it is usually the bank with which the importer maintain an account. The issuing bank undertakes an absolute obligation to pay upon presentation of documents.

The advising bank:

The correspondent bank sends the L/C is commonly referred to as advising bank. The advising bank simply advises the L/C without any obligation on its part. However, the advising bank shall take reasonable care to check the apparent authenticity of the credit that it advises.

The beneficiary:

The beneficiary or exporter is the party entitled to draw payment under L/C. The Beneficiary will have to present the required documents to avail payment under L/C. 

The Confirming bank:

The confirming bank confirms that the issuing bank has issued a letter of credit. The confirming directly obligated on the credit to the extent of its confirmation and by confirming it acquires the right and obligation of an issuer.

The negotiating bank;

The bank that agrees to examine the documents under the L/C and pay t5he beneficiary is called the negotiating bank. Typically, the advising bank is nominated as the negotiating bank.

Back to back L/C

 Back to back L/c is mostly issued in Bangladesh. When a beneficiary receive a letter of credit which is not transferable and he cannot furnish the goods himself, he may arrange with his banker to issue a second credit  which is known as back to back L/C to supplier to supply the goods.

As both L/C cover the same goods the back to back credit must be issued with identical terms to the muster L/C, except that the credit amount, unit price if any are smaller. The expiry date under the back to back credit is earlier while the latest shipment date may have to be advanced. The bank issuing back to back credit will obtain repayment through muster  credit which is deposited to the issuing bank of the back to back credit. The bank must try to maintain control of the documents and hold them after payment to the supplier  pending receipt of its customers invoices and present the documents itself for payment under the muster credit in favor of its customer.

Advantage and disadvantage of L/C

Advantages 

· An importer can assure that the exporter has complied with certain terms and condition as specified in L/C before payment.

· Importer can insist on shipment of goods within a certain time stipulated  a latest shipment date.

· He can get advice from the banker according to L/C terms.

· He can ask for financial assistance from the banker.

· Protection offered by UCP500.

Disadvantages

· Since bank deals with documents only goods may not be the same as those specified in the credit.

· Issuing bank obliged to pay even though the conditions of goods may be poor.

· L/C commission are relatively high.

Advantages for exporter

· The risk for nonpayment is lower as complies provided with l/c.

· It is a safe method through which prompt payment obtain after shipment.

· Exporter can get expertise advice from the banker.

· The exporter can get financial assistance before the buyer makes payment.

Disadvantages

· Sometimes terms and condition cannot fulfill such as unreasonable shipment date adding on L/C the clause of “restriction of a designated vessel to be informed by L/C amendment

· The goods shipped before receiving payment and so it is not 100 percent safe.

Main business of Foreign exchange department

The primary business of foreign exchange department of Dilkusha Branch ( Banijya Shakha) Uttara Bank limited is to make reimbursements and payments on behalf of the issuing bank. Besides acting as the correspondent bank for reimbursing bank or the payee bank, branch also advice s negotiates, and confirm letter of credits. Acting as the negotiating and confirming Dilkusha Branch ( Banijya Shakha) Uttara Bank limited . earns a commission, which is a percentage of the total L/C amount. This

Percentage varies depending on the risk of non-payment by the importer. On the other hand branch earns a flat rate fixed commission when it acts as the advising bank as well as when it authorized to make reimbursement on behalf of the issuing bank. Reimbursement made either to ACU Dollar account AMEX Calcutta, or to US$ dollar account in AMEX new York. These reimbursements contribute to a major portion revenue of foreign exchange department.

Service offered by foreign exchange department of Dilkusha Branch ( Banijya Shakha) Uttara Bank limited .
Dilkusha Branch ( Banijya Shakha) Uttara Bank limited  offered a wide services for its relation ships other bank and clients both home and aboard. these. Service are related to trade finance, international payment, investment, trading services.

Credit items

· Letter of credit (L/C) negotiation

· Letter of credit (L/C) confirmation.

Non-credit items

· Letter of credit (L/C) advising.

· Reimbursement authorizations.

· Payment instruction.

· Export bills collections.

Foreign remittance

All types of L/C money,  students fees, and other charges are send to foreign country through remittance. After negotiation between importer and exporter , getting all documents, payments of goods are made to the exporter bank(advising bank)from U.S.A. Amex bank. but must be arrangement with that bank .after entering the goods in the importer country, getting bills of entry from the custom, exporter send all documents to the issuing bank. Issuing bank then judge the accurateness of these documents and calculate total due with interest , commission ,and other charges, deduct amount of margin that was prepaid while opening L/C after preparing dock statement-all the entry transaction is reported to a c-form to Bangladesh bank where total foreign currency record is maintain in commodity  wise.

 Problems of foreign exchange remittance

· Still many country of the world has not open exchange house like Japan, Korea, Canada , Belgium and others so clients cannot get  promptly remittance.

· Every year many exporter collect cash assistance by showing false documents to Bangladesh bank. As a result much currency are go away of the country that are a major problem for import and foreign currency of the country.

· As still there Is no remittance with many countries taking this opportunities one class of broker are benefited, dollars are going away of the country , the rate of exchange of Tk. are decreases.

Solutions of cash remittance problems

· Adequate measure have been taken for quick remittance , exchange warehouse have to set in each country where Bangladeshi are available.

· Cash remittance may be a profitable sources of foreign income in th absence of others export business.

· Adequate rewards have to be given all those foreign Bangladeshi who send their money through remittance.

· Card system have to introduce opening a nostros account of each individual-then amount of cash remittance will be increases.
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Internship position and Duties  
6.1 THE INTERNSHIPO PROGRAM

I did my Internship at Uttara Ban Dilkusha (Banijya Shakha) March 24 to June 23, 2008 opportunity to work as an Internee in the bank by the Head of Human Resources Uttara Bank Limited.

6.2 THE JOB DESCRIPTION 


It was clearly mentioned in my joining letter that I was supposed to give regular attendance at the place where I would be deputed to work on my project. As an Internee I was suppose to perform the following works.

· Manage and maintain daily clean cash report 

· Perform account-opening activities 

· Registering and advising LC

· Data entry, cheque posting, chaeque clearing.

Although during my entire Internship program at Uttara Bank I was deputed in the general banking department for a very little period of time may be for m y background (major in finance) As a result my work was limited to the data entry, Manager and maintaining clean cash report, chequen posting, writing pay orders, registering LC, amount calculation and performing some support activities for the Foreign exchange and Account departments most of the time.

6.3 THE DAILY ROUTINE:

As an Internee my daily work could be divided into two phases. During this two phases my working time, working style was completely different. Descriptions of the two phases are as follows.

In the pressure phase my working hour started from 9.00 AM in the morning and normally ended at 5.00 PM. This phase actually belongs to the time when the bank received the IPO application for different organization. In this phase after reaching the office I had to check the clean cash report within 10.30 AM and then I had to start the posting session. The posting session includes, sorting, maintaining serial number and posting the names of the IPO applications in the software. Besides it these I had to perform some support works such as opening file for LC client, putting the bank authorization seal and filling the blanks of a form authorized to fill by the bank personnel etc.

There were a number of periods when the working pressure as not that much. In those periods my working hour started in-between 9.00 am to 10.00 am and ends around 2.00 to 3.00 pm. This phase belongs to the banks general transition time.

In this phase my main job was to check and maintain clean cash report. If there is any fault then I had to complete those vouchers an far as I am authorized. One of the main duties of this phase was to sit in front of the officers and observe what they are doing and how they are performing their duties and sometimes posting chouse and giving bank statement to the clients or customers. Sometimes I had to help the officers in filling documents and finding documents.

In this period of work I did another thing that is filling up my research questionnaire by the depositors of the bank whenever possible. With these daily works my entire internship period completed in the Uttara Dilkusha Brnach (Banijya Shakha).

6.4 TECHNICAL FEATURES IN INTERNSHIP PROGRAM

In my internship I did some technical work as an internee. The technical functions, which I did, are listed below,

· Cheque posting using the Pc Bank 2000 software

· Data entry for IPO application in the computer 

· Using the Pc Bank software with the authorization of an employee of the bank for checking bank statement.

6.5 USE OF OFFICE MACHINERY

In Uttara Bank, Dilkusha Branch (Banijya Shaka) as an internee I was not authorized to use all the machineries of the office although I did used some of them to complete my duties. The things, which I used , are listed below,

· Computer for data entry

· Photocopy machine for copying documents 

· Money counter for counting money.

6.6 ANALYSIS OF DATA USED IN THE OFFICE 

I did not have any particular project to complete as an internee in the bank but I did analyzed some of the documents like list of statements of General Banking Division, statement of Afairs, clean Cash report Bank Statement for clients etc. description of the documents are given below,

6.7 STATEMENT OF GENERAL BANKING DIVISION

Must be produced from the general banking division on a regular basis such as Daily position statement, statement of affaires, income tax on profit, vat on banking services, vat on LC etc. These statements are generally produced on daily, monthly, weekly basis, Details of these statements are given in the Annexure.

6.8 STATEMENT OF AFFAIRS:

This is a kind of statement where all the facts of a  bank are included such as demotists, total advances, demand deposits, time deposits, profit or loss, liabilities of the bank, assets of the bank etc, List and number of account holder in different schemes are also included in this statement of affairs. Besides these the total amount of deposit in the bank in different deposit schemes are also mentioned in this statement. A copy of statement of affairs Uttara Bank Dilkusha Banijya Shakha was given in the Annexure.

Clean Cash Report : Clean Cash report is a kind of statement where all the daily transactions are listed with their respective cash amount and number of debit and credit vouchers. The clean cash report starts with the cash in hand and ends with pay order issued by the bank. There are some other facts like daily deposit amount, bills payable, current deposit amount etc were also included.

Bank Statement for Clients: These statements were produced on demand for the clients or account holders with a certain amount of charge. Although the bank produces the statement twice a year free of cost for the clients. The bank statement gives a detailed idea about the transaction happened during a period by the client with amount of money. Profits and benefits are also mentioned in the bank statements.

6.9 DOCUMENTS PREPARED 

An Internee I was never given full documents to prepared. I was always given a portion of the document to fulfill. The documents i did completed in my Internship period are listed below.

· Clean cash report 

· Registering document in Inward Dispatch

· Adjusting purchased LC accounts 

· Registering LC

· LC advising 

· Writing pay orders 

· Opening file for new LC 

· Writing Transaction profile or TP etc.

These are some of the documents, which I completed during my internship program at Uttara Bank, Dilkusha Branch (Banijya Shakha).
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   SWOT ANALYSIS
SWOT Analysis
SWOT analysis is the detailed study of an organization’s exposure and potential in perspective of its strength, weakness, opportunity and threat. This facilitates the organization to make their existing line of performance and also foresee the future to improve their performance in comparison to their competitors. As though this tool, an organization can also study its current position, it can also be considered as an important tool for making changes in the strategic management of the organization.

Strengths:

· UBL has already established a favourable reputation in the banking industry of the country. It is one of the leading private sector commercial banks in Bangladesh. The bank has already shown a tremendous growth in the profits and deposits sector.

· UBL has provided its banking service with a top leadership and management position. 

· UBL has already achieved a high growth rate accompanied by an impressive profit growth rate in 2001. The number of deposits and the loans and advances are also increasing rapidly.

· UBL has an interactive corporate culture. The working environment is very friendly, interactive and informal. And, there are no hidden barriers or boundaries while communicate between the superior and the employees. This corporate culture provides as a great motivation factor among the employees.

· UBL has the reputation of being the provider of good quality services too its, potential customers.

Weaknesses:

· The main important thing is that the bank has no clear mission statement and strategic plan. The bank doesn’t have any long-term strategies of whether it wants to focus on retail banking or become a corporate bank. The path of the future should be determined now with a strong feasible strategic plan.

· The bank failed to provide a strong quality-recruitment policy in the lower and some mid level position. As a result the services of the bank seem to be Deus in the present days.

· Some of the job in UBL has no growth or advancement path. So lack of motivation exists in persons filling those positions. This is a weakness of UBL that it is having a group of unsatisfied employees.

· In terms of promotional sector, UBL has to more emphasize on that. They have to follow aggressive marketing campaign.

· The default risks of all term loans have to be minimized in order to sustain in the financial market. Because of default risk the organization may become bankrupt. UBL has to remain vigilant about this problem so that proactive strategies are taken to minimize this problem if not eliminate.

Opportunities:

· In order to reduce the business risk, UBL has to expand their business portfolio. The management can consider options of starting merchant banking or diversify into leasing and insurance sector.

· The activity in the secondary financial market has direct impact on the primary financial market. Banks operate in the primary financial market. Investment in the secondary market governs the national economic activity. Activity in the national economy controls the business of the bank.

· Opportunity in retail banking lies in the fact that the country’s increased   population is gradually learning to adopt consumer finance. The bulk of our population is middle class. Different types of retail lending products have great appeal to this class. So a wide variety of retail lending products has a very large and easily pregnable market.

· A large number of private banks coming into the market in the recent time. In this competitive environment UBL must expand its product line to enhance its sustainable competitive advantage. In that product line, they can introduce the ATM to compete with the local and the foreign bank. They can introduce credit card and debit card system for their potential customer.

· In addition of those things, UBL can introduce special corporate scheme for the corporate customer or officer who have an income level higher from the service holder. At the same time, they can introduce scheme or loan for various service holders. And the scheme should be separate according to the professions, such as engineers, lawyers, doctors.
Threats:

· All sustaining multinational banks and upcoming foreign and private banks pose significant threats to UBL. If that happens the intensity of competition will rise further and banks will have to develop strategies to compete against these local and foreign banks.

· Other commercial banks are offering higher salary that may create problem for UBL to retain their experienced managers and executives. 

Chapter:8

 Conclusion And Recommendation   

8.1 Conclusion

Uttara bank limited is one of the largest first generation banks of Bangladesh. It is the first bank of the country that converted from government to private. With its wide spread network UBL stands as backbone of the banking of the nation.

It is working mass people about aquaculture, social welfare and income generation of this region. Moreover, this internship program that is mandatory for my BBA program, although short-dated obviously has helped my further thinking about my career. I have tried my best to incorporate the research report with necessary relevant information in my report.

Bank always contributes towards the economic development of a country. UBL, compared with other banks are contributing more by investing most of their funds in fruitful projects leading to increase in production. It is obvious that right thinking of this bank including establishing a successful network over the country and increasing resources, will be able to play a considerable role in the profitable of development financing in the developing country like ours.

UBL continues to play its leading role in socio-economic development of the country. Since inception UBL has been rendering its’ banking services with the needs of the state and the nation to cape with the demands of mass people of the country giving priority to service. Besides it’s traditional function such as deposit mobilization, development of fund in trade commerce industry, agriculture import and export business, outward and inward remittance as an agent of Bangladesh bank. UBL performs treasury function in each distinct and thana enabling to maintain the flow of money supply all over the country. By doing many other works of state and society, UBL has emerged as the pioneer of playing key role in the country 
8.2 Recommendations:

I suggest the following guidelines for UBL..

 1. Branch should take carefulness about the quality of its services. Quality of service is needed to attract new customer. 

2. The customer service of UBL should be dynamic and prompt. Without prompt service, bank cannot keep its goodwill in the banking environment.
3. Placement of employees should be based on their skill and abilities. 
4. For reducing loan processing time, branch manager should be given more power to sanction loan. This power can eliminate the time, which would be lapsed in correspondence between Head Office and branch.

5. Sufficient refreshment room should be needed in the UBL especially for female employers. 

6. The UBL should fixed-up specific types of client strategy according to their different characteristics. 
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THE INTERNSHIPO PROGRAM 

I did my Internship at Uttara Ban Dilkusha (Banijya Shakha) March 24 to June 23, 2008 opportunity to work as an Internee in the bank by the Head of Human Resources Uttara Bank Limited.

THE JOB DESCRIPTION 


It was clearly mentioned in my joining letter that I was supposed to give regular attendance at the place where I would be deputed to work on my project. As an Internee I was suppose to perform the following works.

· Manage and maintain daily clean cash report 

· Perform account-opening activities 

· Registering and advising LC

· Data entry, cheque posting, chaeque clearing.

Although during my entire Internship program at Uttara Bank I was deputed in the general banking department for a very little period of time may be for m y background (major in finance) As a result my work was limited to the data entry, Manager and maintaining clean cash report, chequen posting, writing pay orders, registering LC, amount calculation and performing some support activities for the Foreign exchange and Account departments most of the time.

THE DAILY ROUTINE:

As an Internee my daily work could be divided into two phases. During this two phases my working time, working style was completely different. Descriptions of the two phases are as follows.

In the pressure phase my working hour started from 9.00 AM in the morning and normally ended at 5.00 PM. This phase actually belongs to the time when the bank received the IPO application for different organization. In this phase after reaching the office I had to check the clean cash report within 10.30 AM and then I had to start the posting session. The posting session includes, sorting, maintaining serial number and posting the names of the IPO applications in the software. Besides it these I had to perform some support works such as opening file for LC client, putting the bank authorization seal and filling the blanks of a form authorized to fill by the bank personnel etc.

There were a number of periods when the working pressure as not that much. In those periods my working hour started in-between 9.00 am to 10.00 am and ends around 2.00 to 3.00 pm. This phase belongs to the banks general transition time.

In this phase my main job was to check and maintain clean cash report. If there is any fault then I had to complete those vouchers an far as I am authorized. One of the main duties of this phase was to sit in front of the officers and observe what they are doing and how they are performing their duties and sometimes posting chouse and giving bank statement to the clients or customers. Sometimes I had to help the officers in filling documents and finding documents.

In this period of work I did another thing that is filling up my research questionnaire by the depositors of the bank whenever possible. With these daily works my entire internship period completed in the Uttara Dilkusha Brnach (Banijya Shakha).

TECHNICAL FEATURES IN INTERNSHIP PROGRAM

In my internship I did some technical work as an internee. The technical functions, which I did, are listed below,

· Cheque posting using the Pc Bank 2000 software

· Data entry for IPO application in the computer 

· Using the Pc Bank software with the authorization of an employee of the bank for checking bank statement.

USE OF OFFICE MACHINERY

In Uttara Bank, Dilkusha Branch (Banijya Shaka) as an internee I was not authorized to use all the machineries of the office although I did used some of them to complete my duties. The things, which I used , are listed below,

· Computer for data entry

· Photocopy machine for copying documents 

· Money counter for counting money.

ANALYSIS OF DATA USED IN THE OFFICE 

I did not have any particular project to complete as an internee in the bank but I did analyzed some of the documents like list of statements of General Banking Division, statement of Afairs, clean Cash report Bank Statement for clients etc. description of the documents are given below,

STATEMENT OF GENERAL BANKING DIVISION

Must be produced from the general banking division on a regular basis such as Daily position statement, statement of affaires, income tax on profit, vat on banking services, vat on LC etc. These statements are generally produced on daily, monthly, weekly basis, Details of these statements are given in the Annexure.

STATEMENT OF AFFAIRS:

This is a kind of statement where all the facts of a  bank are included such as demotists, total advances, demand deposits, time deposits, profit or loss, liabilities of the bank, assets of the bank etc, List and number of account holder in different schemes are also included in this statement of affairs. Besides these the total amount of deposit in the bank in different deposit schemes are also mentioned in this statement. A copy of statement of affairs Uttara Bank Dilkusha Banijya Shakha was given in the Annexure.

Clean Cash Report : Clean Cash report is a kind of statement where all the daily transactions are listed with their respective cash amount and number of debit and credit vouchers. The clean cash report starts with the cash in hand and ends with pay order issued by the bank. There are some other facts like daily deposit amount, bills payable, current deposit amount etc were also included.

Bank Statement for Clients: These statements were produced on demand for the clients or account holders with a certain amount of charge. Although the bank produces the statement twice a year free of cost for the clients. The bank statement gives a detailed idea about the transaction happened during a period by the client with amount of money. Profits and benefits are also mentioned in the bank statements.

DOCUMENTS PREPARED 

An Internee I was never given full documents to prepared. I was always given a portion of the document to fulfill. The documents i did completed in my Internship period are listed below.

· Clean cash report 

· Registering document in Inward Dispatch

· Adjusting purchased LC accounts 

· Registering LC

· LC advising 

· Writing pay orders 

· Opening file for new LC 

· Writing Transaction profile or TP etc.

These are some of the documents, which I completed during my internship program at Uttara Bank, Dilkusha Branch (Banijya Shakha).

Applicant fills up the application in the prescribe form





He is requested to fill up the specimen signature Card





An account holder needs introduction


From an account holder.





After depositing cash ,  checkbook is issued





Issuance of deposit slip and the deposit must be made in cash





The authorized officer scrutinizes the introduction and examines the document 





Requisition Slip


Filled Up Properly Along With The Checkbook Number





Enter The New Cheque Book Number In The Register Book Against The Specific Customer’s Name














Banker Issuance New Cheque Book If Every  


Think In The Right Form





Banker Verifies The Slip





Un-recovered loans





Sub standard loans





Irregular loans





Bad debt





Doubtful debt 





Advising bank





Applicant/ importer





L/c opening/ issuing bank





Exporter/ beneficiary





Negotiating bank





Reimbursing Bank/Paying Bank
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