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1.0 Introduction
1.1 Background of the Report: 
Globalization/Free market economy is now world’s major challenge. Banks are key financial institutions that play a vital role in the county’s economy and core of the payment system. The present economy of Bangladesh demands immediate development of financial institutions with this situation.  This report has been prepared in the light of practical as well as theoretical knowledge that is shared by our honorable executives of The City Bank Ltd. 
The City Bank Limited pursues decentralized management policies and gives adequate work freedom to the employees. This results in less pressure for the worker and acts as a motivational tool for them, which gives them, increased encouragement and inspiration to move up the leader of success. Overall I have experienced a very friendly and supporting environment at The City Bank Limited which gave me the pleasure and satisfaction to be a part of them for a while.

1.2 The Topic of the Report:

To write a report, it is necessary to select a topic. A well-defined topic reflects what is going on to be discussed through out the report. The topic that has been selected by me is “General Banking activities of The City Bank Ltd”
1.3 Objective of the Report:
As an integral part of my MBA Program, this summer in the year of 2008, I have enrolled myself in completing the Internship report. It requires me to submit a paper on which I have worked. To fulfill this requirement, I have prepared this paper and have chosen” General Banking activities of The City Bank Ltd” as my paper’s topic. We know theoretical knowledge makes better sense when it’s associate with practical experience. For me, my exposure to banking started not with the theoretical knowledge but rather from direct involvement. This report is based on what I have learned from my practical experiences.
And the objectives of this report are as follows,

· To know the performance appraisal of The City Bank Limited.

· To gain knowledge about the general banking.

·  To acquire an in depth understanding of the functions of each department.

·  Coordinating the functions of various departments.

· To complete the partial fulfillment of the requirement of BBA Degree

· To know the general banking activities of The City Bank Ltd

· To apprise the principal activities and evaluate performance of The City Bank Ltd
1.4 Purpose of the study:

The reason for taking this topic is to explore the Banking Service currently available in the country. The study topic allows me to share some idea about how The City Bank Limited works. Basically, there are three functions that banks do every day .The City Bank limited is a first generation prominent bank and they have their vast operation all over the country. But I have specially concentrated on Recruitment, Selection and Performance appraisal process as well as General Banking Activities of The City Bank Limited. To fulfill this purpose I have made an effort to study thoroughly about the whole topic.
1.5 Methodology of the Study:

To meet the objectives of the study I realized that a single method would not be effective. Formal & oral discussion, direct observation, questioning clients & printed papers of the Bank were found useful. To collect the necessary and meaningful information the following methods were applied.

Both primary and secondary sources were used in here.

 1.5.1 Data Collection:

The report was fully investigative in nature. Data have been collected from two sources:

· Primary sources

· Secondary sources

1.5.1.1 Primary Sources are as follows:

· Face-to-face conversation with the respective officers and staffs of the Branch. 

· Practical work experience in the different desks of the departments of the Branch covered.

· Relevant file study as provided by the officers concerned.

1.5.1.2 Secondary Sources of data and information are:

· Annual Report of The City Bank Limited. 

· Web site of The City Bank Limited

· Different 'Procedure Manual', published by The City Bank Limited 
1.6 Rationale of the study:

The internship program is very helpful to bridge the gap between the theoretical knowledge and real life experience as the part of the Bachelor of Business Administration (BBA) program. This internship report has been designed to have a practical experience through the theoretical understanding. For the completion of this internship program I have been placed in Bank named “The City Bank Limited”. I decided to work on the practices of general banking activities of the bank. The report Because of the limitation of information, some assumption was made. So there may be some personal mistake in the report focuses on the practices of the general banking activities.

1.7 Limitations of the Study:

On the way of my study, I have faced the following problems that may be termed as the limitations / shortcomings of the study. 

•Budgeted times for the study:

The first obstruction is time itself. Due to the time limit, the scope and dimension of the study has been curtailed. The City Bank Limited is a big organization. It is very tough to deal with this Bank within short time. On the other hand due to short time I could not become able to conduct with the customers.
 •Data Insufficiency: Because of some divisional and confidential problem, I could not get enough information. 

•Lack of Record:
Sufficient books, publications, fact and figure are not available. These constrains narrowed the scope of accurate analysis. If these limitations had not been there, the report would have been more useful and attractive.

2.0 Company Overview
2.1 Historical Background of the City Bank Limited:
The City Bank Limited is the first private sector Bank in Bangladesh. The Bank has been operating since 1983 with an authorized capital of Tk. 1.75 Billion under the entrepreneurship of twelve prominent & leading businessman of the country. The noble intention behind starting this Bank was to bring about qualitative changes In the sphere of Banking and Financial management. Today The City Bank serves it's customers at home & abroad with 82 branches spread over the country & about three hundred oversea correspondences covering all the major cities and business center of the world.

The services encompass wide diversified areas of trade, commerce & industry which tailored to the specific needs of the customers and are distinguished by an exceptional level of prompt and personal attention. Over the years the Bank has expanded the spectrums of Its Services. The extensive and ever growing domestic network provides and carries various products and services to the doorsteps of millions.

The City Bank Limited has already introduced some new Banking products like duel currency Credit Cards, ATM and Online services which has created attraction among the clients. The Bank is going to introduce real time Internet, SMS and Phone Banking systems with all modern delivery channels at an early date.
For significant performance, The Bank has earned national & international recognition. The City Bank Limited was one of the 12 Banks Of Bangladesh among the 500 Banks in Asia for it's asset, deposit & profit as evaluated by "ASIA WEEK" In The Year 2000. Other than that, The City Bank Limited received the "Top Ten Company" award from the Prime Minister of the People's Republic Of Bangladesh.

They have a distinguished Board Of Directors which consists of thirteen successful and reputed businessmen. Mr. Deen Mohammad, a top leading businessman, industrialist, pioneer personality & entrepreneur of private sector's Bank In Bangladesh, is the Chairman of the Bank.

Mr. Abbas Uddin Ahmed a dynamic, nationally & internationally reputed Banker is the Managing Director of the Bank. After taking his charge as chief executive in the year 2000, the Bank's entire activities have achieved tremendous momentum. Since then, the overall scenario of the Bank has been changed drastically and started making nonstop progress.
2.2 Vision Mission of the City Bank Limited:
2.2.1 Vision: 
To be the leading bank in the country with best practices and highest social commitment.
2.2.2 Mission: 
=>To contribute to the socioeconomic  
    development
=>To attain highest level of customer satisfaction 
    through extension of services by dedicated an  
    motivated team of professionals.
=>To maintain continuous growth of market share  
    ensuring Quality
=>To maximize bank’s profits by ensuring its 
    steady growth 
=>To ensure participative management system  
    and empowerment of Human Resources.
=>To nurture an enabling environment where  
    innovativeness and performance is rewarded.
2.3 Management Hierarchy of The City Bank Limited:





















2.4 Board of Directors: 
Consists of 13 members including Mr. Deen Mohammad as the Chairman.
Major Committees:

Executives Committee
Audit Committee
Management Committee
Credit Committee
Asset Liability Management Committee
Administrative & Disciplinary Committee
Procurement and Purchase 
Technical and Audit Committee
2.5 Banking in ancient and British Period:
Banking in India is traceable in ancient Vedic era, Ancient bankers performed the functions such as accepting deposit, granting loan against security, acting as bailee to customers, or as treasurers and bankers to the state, and managing the currency of the country. Also they used loan deeds. During Buddhist period, Brahmins and Kshatriyas entered banking business. The concept of hundis or indigenous bills of exchange came in use (Ahmad 1992.25).

During Mughal rule, indigenous banks granted loans for both domestic and foreign trade, assisted the state, issued metallic coin, and acted as moneychanger, revenue influence and power. They financed trade, performed treasury function and were trusted custodians of deposit (Ahmad 1992:27). However, the Jagath Seth Seths did not provide banking services, per se.

The tradition and culture of the Bengalis reflect their conscious of money and assets. They have been exposed to the principles of cash transaction, saving, investment, credit, interest, and several kinds of mortgages since Indian classical civilization. By the third century BC, Mauryan urban economy extended up to Mahasthan (Bogra), where its silver coins have been found (Maloney and Ahmed, 1988:1).

In seventeenth century, the English traders and the East India Company utilized indigerons bankers for borrowings, and collection of land revenue. But the business and power of indigenous bankers declined due to the emergence of the English Agency Houses (in Calcutta and Bombay) which began banking business in addition to their commercial business. Other causes of decline of the indigenous bankers can be attributed to the break up of the Mughal Empire, and establishment of uniform currency throughout the country in 1835. Also changes in trade routes and trade relaingons with other countries due to development of railways, steamships, post and telegraph etc. badly affected the indigenous bankers. Indigenous bankers lost their business in urban areas and the European bankers captured the urban banking. Then indigenous bankers existed in rural areas by concentrating on banking services to agriculture and internal trade. The Agency Houses were bankers of the East India Company, and the European merchants in India. The Agency Houses financed the crops trade, issued paper money, and paved the way for the establishment of joint stock banks (Ahmad 1992:28).

Commercial banks in Bangladesh territory have been functioning for the last two centuries. “The Bank of Hindustan” was the first modern bank formed in 1770 by an English Agency House in Calcutta, but was wound up in 1832 (Guru Datta 1987:5 in Abrol, (1987); Ahmad 1992:30). The Bengal Bank and the General Bank of India were established in about 1785chartered by the East India Company (Ahmad 1932:30). In the first quarter of the nineteenth century, the state aided bank facilitated government and borrowing and helped the trading class. In the year 1806 the first presidency bank, the Bank of Bengal, was established, followed by the Bank of Bombay (1840) and the Bank of Madras (1843). The East India Company and European private shareholders mostly owned these banks. The presidency banks had the monopoly of government banking and the issue of notes. In 1876, the Presidency Banks Act was passed and government had withdrawn its capital. The government’s balances were kept in three reserve treasuries. The policy of the Presidency Banks Act was to safeguard the interest of the government, and also it imposed restriction on all three banks to carry out the business of banking only (Ahmad 1992:30). In that period, the English agencies established mostly the joint stock banks. After 1813, several joint stock banks were established by the British settlers in India, but most of them could not stay long as they failed to confine to banking business only (Ahmad 1992:31). Between 1861 and 1865 there was a mushroom growth of banking companies. Under the Indian management, the Oudh Commercial Bank’ was first formed in 1880 followed by the Punjab National Bank and the Alliance Bank of Simla [Srinivasaraghavan, 1955:567). The three presidency banks and Indian joint stock banks were established by the acts of Indian legislature. In 1860, the principal of limited liability was first applied to the banks (Ahmad 1992:30).

The failure of Indian banks (upto 1935) was mostly because they indulged in other activities. Such as large sums of money were locked up in speculative business, the banks had provided ling-term financed to businesses without efficient investigations into their soundness, for getting the chance of earning large profits and also short term deposits were invested for this purpose. Many of the director’s managers of these banks were incapable and dishonest. Loans to directors and concerns in which they were interested were unrestricted (Ahmad 1992:32).

The political stimulus of the “Swadeshi movement” of the early twentieth century inspired the opening of important joint stock banks. (such as Bank of India, the Canada Bank of Baroda) Srinivasaraghavan, 1985:568; Ahmad 1992:31). In order to face the competition of foreign banks, the three presidency banks were amalgamated and the Imperial Bank of India was formed in 1920 (Ahmed 1992:31). In order to face the competition of foreign banks, the three presidency banks were amalgamated and the Imperial Bank of India was formed in 1920 (Ahmed 1992:31). The Imperial Bank of India Act was passed in 1920. Before the establishment of RBI, commercial banks were regulated by different acts. The establishment of RBI was the first organized initiative to bring banking and monetary system of the sub-continent in a disciplined way. 

After 1942, circumstantial forces changed the traditional pattern of banking policy in India. The subcontinent experienced a tremendous inflow of money due to expenditure in war and post-war reconstruction Ismail in Uzair 1967:42]. The British rulers pursued a policy package that had two characteristics: (i) the exploitative relation between the United Kingdom and India, and (ii) the dominance of the British over the Indians. The maintenance of imperial systems received the highest priority. The philosophy and socioeconomic intent of the British rules concentrated mostly on administration for laws and regulations for protecting the imperial interest. The government monopoly was retained in the sphere of post, telegraph, and telecommunication. The banking and insurance etc. were encouraged for private enterprises (Ahmad 1987:68). The foreign exchange banks, which were fifteen in number, were not under the control of the Indian government. 
2.6 Banking during Pakistan Period:
In Bengal, the rural informal credit was part of the social, economic and trade culture. Traditional mahajans were goldsmiths, and Hindu businessmen, especially “baniyas” who acted as moneylender since long. But, many have left for other areas of India and their place in money lending was taken by Muslim landowners (Maloney and Ahmed, 1988:49).

The areas that fall within the boundaries of Pakistan had been fairly well provided with commercial banking facilities during the pre-1947 period. In March 1947, the number of Indian scheduled bank offices in undivided India was 3,496, of which 631 were in Pakistan. Of the total number of bank offices, 487 (77%) were in the West Pakistan and 144 (33%) were in the East Pakistan. Small and mostly non-scheduled banks mainly provided banking facilities in the then East Pakistan. 

After the announcement of independence of Pakistan in August 1947, the banking services in Pakistan were seriously hampered and the number of banks declined to 38 with 195 bank offices. Many funds and accounts were transferred to India. Most of the bank offices, which belonged to India, had closed their business. This resulted in a sharp curtailment of banking business in Pakistan the country had only two banks owned by Pakistani nationals.  In East Pakistan, number of bank offices remained unchanged but banking functions reduced harpy due to the fact that non-Muslims had withdrawn all their deposits and went to India. In June 1948, of the 195 bank offices that remained in Pakistan, 81 were in the West Pakistan and 114 were in East Pakistan (Srinivasaraghavan, 1955:569). At that time, Pakistan banking system consisted primarily of non-Indian foreign banks. The Australisia Bank had been functioning in Pakistan prior to June 1947. Nineteen non-Indian foreign bank offices and a number of Indian banks were in limited operation. Prior to June 1947, only one Muslim-managed schedule bank, Bank of Bahawalpur Limited, was functioning in the Pakistan territory. The Habib Bank Limited, established in 1941, had transferred its head office to Karachi after partition (Andrus and Mohammed, 1966:105). The number of Pakistan bank on the 30th June, 1948 was 4 with 23 branches (Banking Statistics of Pakistan, 1960-61, 1964-65).

2.7 Banking in Bangladesh:
Since early British rule, the history of banking in Bangladesh territory shows that the traditional trade-networks developed before the banks invaded rural areas. And the banking services have slowly flourished in Bangladesh territory. Even today, in many places, moneylenders provide credit services. Small shopkeepers and businessmen use informal credit at high interest rate (Maloney and Ahmed, 1988: 54). Traditional mahajans’ money lending business gradually declined due to expansion of bank and the micro credit programs of NGOs, cooperative banks and government agencies. 

2.8 Public Sector Banks:
During the liberation was in 1971, the economic, political, and social system including the banking system were severally damaged at that time, all high and medium financial institutions except two small banks had their head office in the West Pakistan. The non-Bengali owners and managers of the financial establishments that operated in T7ast Pakistan had abandoned them. After independence’ in 1 971, the now government had to take over management and ownership of all such institutions, The Baths Nationalization Order 1972 was issued to nationalize banks and financial institutions (except those incorporated abroad) in order to control chaos in the field of ownership, party. Bureaucracy, the intelligentsia and pressure group. By several orders six nationalized commercial banks (NCBs), one industrial bank (BSB), one agricultural bank (BKB), and one industrial development financial institution (BSRS) were created, the banks and financial institutions, which originated during the Pakistan period and were merged. And renamed and continued their functioning after independence of Bangladesh has teen presented in Table-3. The banks were consolidated and nationalized. The nationalized banks and foreign banks constituted the total banking system of Bangladesh. Investment Corporation of Bangladesh was established in 1976. Grameen Bank, a specialized bank for the poor but not under control of the Central Bank, was established in 1983). In the year 1983, the government allowed private sector to participate in the business. 

The Public Bank and the Uttara Bank were denationalized in January 1985. due to non-profitability. This action reduced to the number of NCBs to four. The nationalized banks continue to receive refinancing and other subsidies in order to fill credit demand and government desires. Rupali Bank was converted into a public limited company on 14th December 1986. Rajshahi Krishi Unnayan Bank was established in 1987 through a bifurcation of the offices of Bangladesh Krishi Bank of Rajshahi division. Bank of Small Industries and Commerce Bangladesh Ltd were established in 1993. This was made with the intent of reversing the urban monopoly of banking and the flow of capital from rural to urban areas. Such restructuring of public sector bank was in order to attain economic growth, and policies were formulated for scheduled banks to play their role in industry, agriculture, export, self-employment etc. As a result there has been advancement in the public sector banks in terms of increase in the number of branches, deposit mobilization, and advances to the society (Table-4). There are nine public sector banks, of which four are nationalized commercial banks and five are specialized banks.

2.9 Private Commercial Banks:
Taking advantage of the liberalization policy of the government regarding participaiton of private sector in the banking business, a number of private sector banks were established in-and-after 1983. With the emergence of private banks in Bangladesh, a competitive situation in the sector has been created. There are thirty three private banks in Bangladesh. They are: The City Bank (1983), International finance Investment and Commerce Bank (1983), Arab Bangladesh Bank (1986), Al-Baraka Bank Bangladesh (1995), South East Bank (1995) Dhaka Bank (1996), Dutch Bangla Bank (1996), Al-Arafa Islami Bank (1996), Social Investment Bank (1996), Mercantile Bank, Standard Bank, One Bank, EXIM Bank, Bangladesh Commerce Bank, Mutual Trust Bank, Premier Bank, The First Security Bank, Bank Asia, and The Trust Bank. The emergence of Private banks has added a new dimension to the banking system in Bangladesh. The private commercial banks show a steady growth in terms of number of branches, deposit, and advances.

2.10 Foreign Banks:
The state Bank of India opened one branch during July-September 1975. In 1975, the four foreign banks operating in Bangladesh were: (a) American Express International Banking Corporation, (b) Grind lays Bank, (c) The Chartered Bank, and (d) State Bank of India. Now, there are ten foreign banks – Standard Chartered Bank, State Bank of India, Habib Bank, Citibank N.A., National Bank of Pakistan, Commercial Bank of Ceylon, Mashreq Bank, Bank Alfalah, and Hong Kong and Shanghai Banking Corporation, The foreign banks show a steady growth in terms of number of branches, deposit, and advances.
2.11 Cooperative Banks
Cooperative banks are indigenous banks in model and function. they are organized in three tiers and their form of functioning is unit banking. The then British government promulgated cooperative rules in 1904 and 1912 to shape the organization. In 1947 the then East Pakistan had twenty-six thousand cooperatives, which collapsed after partition. The traditional cooperatives in Bangal were mostly organized by savings and credit societies. In 1948, Union Multipurpose Cooperative Societies (UMPCSs) were formed with government patronage but were mostly dissolved due to malfunctioning. The cooperative financing (Maloney and Ahmed, 1988: 15-6). The Land Mortgage Banks have been operating in India since 1929. They supplied long-term and medium term loans to their members on the mortgage of land for agriculture purpose. They also performed banking functions of deposit mobilization, supply of credit, and provision of remittance facilities. 
2.12 Financial Sector of Bangladesh: An Overview:
The financial system of Bangladesh consists of Bangladesh Bank (BB) as the central bank, 4 nationalized commercial banks (NCB), 5 government owned specialized banks, 30 domestic private banks, 09 foreign banks and 28 non-bank financial institutions. The financial system also embraces insurance companies, stock exchanges and co-operative banks.




 



Figure:  Classification of Banks in Bangladesh
Structure of Financial System
2.13 Central Bank & it’s policies:
Bangladesh Bank (BB), as the central bank, has legal authority to supervise and regulate all the banks. It performs the traditional central banking roles of note issuance and of being banker to the government and banks. It formulates and implements monetary policy manages foreign exchange reserves and supervises banks and non-bank financial institutions. Its prudential regulations include: minimum capital requirements, limits on loan concentration and insider borrowing and guidelines for asset classification and income recognition. BB has the power to impose penalties for non-compliance and also to intervene in the management of a bank if serious problems arise. It also has the delegated authority of issuing policy directives regarding the foreign exchange regime.
2.14 Bank Licensing:
Bank Company Act, 1991, empowers BB to issue licenses to carry out banking business in Bangladesh. Pursuant to section 31 of the Act, before granting a license, BB needs to be satisfied that the following conditions are fulfilled: "that the company is or will be in a position to pay its present or future depositors in full as their claims accrue; that the affairs of the company are not being or are not likely to be conducted in a manner detrimental to the interest of its present and future depositors; that, in the case of a company incorporated outside Bangladesh, the Government or law of the country in which it is incorporated provides the same facilities to banking companies registered in Bangladesh as the Government or law of Bangladesh grants to banking Companies Act, 1991."Licenses may be cancelled if the bank fails to comply with above provisions or ceases to carry on banking business in Bangladesh. 

2.15Commercial Banks:

The commercial banking system dominates Bangladesh's financial sector with limited role of Non-Bank Financial Institutions and the capital market. The Banking sector alone accounts for a substantial share of assets of the financial system. The banking system is dominated by the 4 Nationalized Commercial Banks, which together controlled more than 54% of deposits and operated 3396 branches (55% of the total) as of June 30, 2003.

2.16 Specialized Banks:
 


Out of the 5 specialized banks, two (Bangladesh Krishi Bank and Rajshahi Krishi Unnayan Bank) were created to meet the credit needs of the agricultural sector while the other two (Bangladesh Shilpa Bank (BSB) & Bangladesh Shilpa Rin Sangtha   (BSRS) are for extending term loans to the industrial sector.

2.17 Financial Institutions:
Twenty-eight financial institutions are now operating in Bangladesh. Of these institutions, 1(one) is govt. owned, 15 (fifteen) are local (private) and the other 12(twelve) are established under joint venture with foreign participation. The total amount of loan & lease of these institutions is Tk.29,729 million as on 30 April, 2003. Bangladesh Bank has introduced a policy for loan & lease classification and provisioning for FIs from December 2000 on half-yearly basis. To enable the financial institutions to mobilize medium and long-term resources, Government of Bangladesh (GOB) signed a project loan with IDA, and a project known as ``Financial Institutions Development Project (FIDP)`` has started its operation from February 2000. Bangladesh Bank is administering the project. The project has established ``Credit, Bridge and Standby Facility (CBSF)`` to implement the financing program with a cost of US$ 57.00 million.

2.18 Capital Market: 
The Capital market, an important ingredient of the financial system, plays a significant role in the economy of the country. 

2.18.1 Regulatory Bodies


The Securities and Exchange Commission exercises powers under the Securities and Exchange Commission Act 1993. It regulates institutions engaged in capital market activities. Bangladesh Bank exercises powers under the Financial Institutions Act 1993 and regulates institutions engaged in financing activities including leasing companies and venture capital companies. 
2.18.2 Participants in the Capital Market 

The SEC has issued licences to 27 institutions to act in the capital market. Of these, 19 institutions are Merchant Banker & Portfolio Manager while 7 are Issue Managers and 1(one) acts as Issue Manager and Underwriter. 

2.18.3
Stock
Exchanges 

There are two stock exchanges (the Dhaka Stock Exchange (DSE) and the Chittagong Stock Exchange (CSE)), which deal in the secondary capital market. DSE was established as a public Limited Company in April 1954 while CSE in April 1995. As of 30 June 2000 the total number of enlisted securities with DSE and CSE were 239 and 169 respectively. Out of 239 listed securities with the DSE, 219 were listed companies, 10 mutual funds and 10 debentures. 

2.18.4 Insurance
The insurance Sector is regulated by the Insurance Act, 1938 with regulatory oversight provided by the controller of Insurance on authority under the ministry of commerce. General insurance is provided by 21 companies and life insurance is provided by six companies. The industry is dominated by the two large, state-owned companies--SBC for general insurance and JBC for life insurance--which together command most of the total assets of the insurance sector. 


3.0 General Banking System
What is Banking?

The word “banking” has been defined to mean the accepting, for the purpose of lending or investment, of deposit of money from the public, repayable on demand or otherwise, and withdrawal by cheque, draft, order or otherwise.

· The term baking has also been defined as:

· U S A: Act of congress defines banking, “as the business of dealing in credit”.

· Japan: Act of 1927 in Japan defines bank as “institutions, which carry on operations of giving as well as receiving credit”.

Banking Functions
Banking or Main Functions:

· Taking Deposit

· Extending Loans and Advances

· Foreign Exchange Business

Customer Focus:
·     Know your Customer

·     Know Your Product  
The general banking system of “THE CITY BANK LIMITED” have described following on the basis of departmental functions.
The general Banking section is what keeps the overall banking going. All sorts of day-to-day transactions are performed in here as I play a vital role in banking. The general banking department that consists mainly of the following and they are given below:
· Account opening section/Department
·  Bills & Clearing 
·  Remittance

· Cash section/Department
3.1 Account Opening Department
Account is the systematic record of transaction. Bank Account is a contract between he Bank and the client, allowing he customer to use Bank Service against a cost of fees. This is the best way a Client can build relationship with the Bank. The main purpose of opening account is to deposit money. Deposit account can take on a various forms.

They consist of two forms-

1) Current deposit.

2) Savings deposit

The basic things that any accounts require are:

· A valued client’s Introduction.

· Two photographs of the concerned party.

· Taka 500 cash deposit for Savings deposit and Taka 1000 cash deposit for current deposit
Who can open account? 

Any one can open an account with the banker, if he is not incapable of entering into a valid contract and the bank is satisfied of his bonafide and is willing to enter into the necessary business relations with them. A minor is not capable to open an Account under the prevalent rules and regulations.

3.1.1Classification of account 
 The City Bank Ltd. following Accounts are under operation:

Deposit Scheme
	1.
	Deposit

	
	· Current Account

· Savings Deposit

· Short Notice Deposit

· Term Deposit.

· Deposit from Banks

	2.
	Deposit Scheme

	
	· Monthly Profit Deposit

· Sundry Deposit

	3.
	Bills Payable

	
	· Pay Order

· Pay Slip

· DD payable

· TT Payable

· M.T Payable

	4.
	Other liabilities

	
	· Non-Resident Account

· Provident fund

· Borrowing from Bank

	5.
	Profit suspense Account posted

	6.
	Adjusting A/C credit

	
	· Adjusting A/C credit
· Profit payable
· Liabilities as per contra
· City general A/C
· Total income.


	7.
	Cash In Hand

	
	· Cash in Q-Cash ATM

· Fo6reign currency in hand

· Bangladesh Bank

· Bangladesh Bank F.C A/C

· Balance with Social Bank

	8.
	Balance with Other Bank

	
	· Social Investment Bank Ltd.

	9.
	Other Assets

	
	· Vehicles
· Furniture & fixture
· Office Equipments
· Stock of stationary
· Stamp in Hand
· Advance against rent
· Advance Income Tax
· Suspense A/C
· Assets as per contra
· City general Account
· Total Expenditure


3.1.2 SAVINGS DEPOSIT:
Savings account is an individual A/C, joint A/c or minor A/C. It is an account where client can deposit his or her money having an interest from the bank on minimum rate of interest of per month transaction Like-6 to 8.5%. That’s why who wants to deposit rather than withdrawal choose such type of A/C. There are 10 leaves in a cheque book.

Rules and Regulations:

· The manager’s permission is mandatory to open any account.

· Savings account can either be opened individual or jointly.

· Interest rate in Savings Deposit in City Bank is 6 to8.5% and is counted on monthly basis.

· But no SD holder can draw more than 25% of his balance in a week neither s/he can encash more twice in a week. If he does so, he will be deprived of interest in that given week.

· The initial minimum deposit for this account in this bank is TK.500 in urban areas and for the rural areas it is TK.100.

· IC (Incidental Charge) of TK.50 will be deducted from the account if the minimum balance of the account goes bellow TK.1000. 
3.1.3 INDIVIDUAL ACCOUNT:
Account opening steps 

(Applicant’s Part)

· The applicant must find out an introducer who has a SD or CD account in the specific branch of the bank. The introducer must have satisfactory transaction as well as healthy account balance.
· The applicant must fill up the Account Opening Application Form properly. The introducer must introduce him by signing his name and mentioning his account number.
· He must also put his name and signature in the Specimen Signature Card (SS card) and must fill up the cheque book requisition form.
· The applicant must submit two passport size photographs, which will have to be attested by he introducer in backside. And also submit one copy photograph of nominee. 
· The applicant must submit Citizenship Certificate/attested copy of passport/ driving license/voter ID/utility Bill.
· He must deposit money over the cash counter and hen he will be provided with an account number and cheque book.
(Bank’s Part)

· The Bank will match the applicant’s signature in the application form with that on the SS Card.

· It will match Introducer’s signature.

· The banker will fill up the KYC (know your Customer) form In front of customer.

· The Bank will attach one copy of photograph with the application form whereas the other copy will be with the SS card.

· It will issue an account number by registering the applicant’s name against the number.

· Manager’s permission is mandatory in this regard.

· The bank will send Thanks Letter to both the account Holder and the Introducer for safety reasons.
Joint Account:
Rules and regulations & Account Opening Steps:

The same above mention rules and regulations & steps are applicable in case of a joint MSD account. In addition, following are the prerequisites of opening a joint account:

· All applicants’ name must be mentioned as account title.

· All applicants name, occupation, present & permanent address must be written in the form.

· Name of the person who will operate he account must be mentioned as special instruction in the application form & SS card.

· Nomination is mandatory.

· Permission and signature of all applicants’ must be done in front of the account opening officer.

· All major decisions (nomination, closure etc) must be taken by all account holders.

3.1.4 CURRENT ACCOUNT (CD) 
Introduction

It is non-interest bearing A/C. Any legal Businessman or Company can open this A/C. client can demand and withdrawal all of the money without giving any notice to the bank.That’s why who wants to cycle their money every now and then choose such type of A/C. the Cheque book leaves are 25,50 or 100 in number.
Types of CD Account:

1. Individual Account

2. Proprietorship A/C

3. Partnership A/C

4. limited company A/C

5. Cooperative  A/C

6. Special A/C

Rules & Regulations:

· Current account can be opened individually, proprietorship, jointly, partnership, autonomous, govt., club etc.

· No interest rate is offered in this case neither here is any bar regarding minimum balance or weekly cash withdrawals.

· The initial minimum deposit for this account in this bank is TK. 1000.

· No IC (incidental Charge) is deducted in this regard.
3.1.5 Individual Account

Account opening Steps:

Applicant’s part

· The applicant finds out an introducer who must have a CD Account. A SD account holder can not introduce a current account holder in the specific branch of the bank. The introducer must have satisfactory transitions as well as healthy account balance.

· The applicant must fill up the account Opening Application Form Property. The introducer must him by signing his name and mentioning his account number.
· He must also put name and signature in the Spaceman Signature Card (SS Card) and must fill up the cheque book requisition form.

· The applicant must submit two passport size photographs, which will have to be attested by the introducer in backside.

· The applicant must submit National Certificate/ Copy of passport/copy of Utility bill(WASHA/DESA)

· He must deposit money over the cash counter and then he will be provided with an account number and cheque book.

Bank’s part

· The bank will match the applicant’s signature in the application form with that on the SS Cad.

· It will match introducer’s signature.

· It will issue an account number by registering the applicant’s name against the number.

· Manager’s per mission is mandatory in this regard.

Joint Account

Rules and regulations & account Opening steps:

The same above mentioned rules and regulation & steps are applicable in case of a joint CD account. But SD account holders can not open a Joint account.

Organization

Proprietorship Account

When a proprietor open an account on behalf of his/her firm. She/he may mandate some other employees to operate that A/C without his/her presence.
Account Opening Steps:

The applicant must submit the following documents other then the mentioned procedures:

· Copy of Trade License (up-to-date). He must bring the main copy to the bank so that concerned authority can compare them and attest accordingly.

· Declaration of ownership containing his signature and seal in it.

· TIN Certificate.

· In case of authorization, manager’ signature must be attested by the account holder (proprietor) in he application form as well as in the SS Card and must be mentioned as special instruction.

3.1.6 Partnership Account

Accordion to Section 4 of the Partnership Act 1932, Partnership is defined as-“The relational between Persons who have agreed to share the profit of the business carried on by all or by any of acting for all.”

Account Opening Steps:

· Copy of Trade License (up-to-date). He must bring the main copy to the bank so that concerned authority can compare them and attest accordingly.

· Certified true of the memorandum and Articles of Association Company

· Certificate of Incorporation of the company for inspection and return (along with a duly certified photocopy for Bank’ records.)

· Partnership farm may be registered or unregistered. If it’s registered, then registration Certificate form the joint Stock Company must be submitted. In case of unregistered partnership farm, the bank can file law suit against, but it can not sue the bank.

· Extract of the resolution of the Board/ General Meeting of Company for opening the account and authorization for its operation duly certified by the Chairman of the company.
· Certificate of Commencement of Business. (In case of Public Ltd. co.)

· Photocopy of passport of the Chairman/Managing Director.

· Photographs of signatures.

· Certified true copy of the list of directors of the company along with their Signature.

· Partnership deed/Agreement must be submitted in Tk.150 Judicial Stamp Paper.

· Retirement/ death of any partner must be informed to the bank.

Bank reserves some specific rights in case of partnership account. One is the right to set off which gives it the authority to transfer fund from another individual CD/ SD of any partner to meet liabilities of the partnership account. The other is the right to close the partnership account if one partner is found bankrupt.
3.1.7 Private & Public Limited Company Account:

Account Opening Steps:
The following documents along with the above mentioned procedures in Joint Account must be submitted:

· Certified of Incorporation of the Company for inspection and return (along with duly certified photocopy for Bank’s records).

· Extract of the resolution of the Board/General Meeting of the Company for Opening the account and authorization for its operation duly certified by the Chairman of the Company.

· Certificate of Commencement of Business. ( In cases of  Public Ltd. Co.)

· Photocopy of passport of the Chairman/Managing Director.

· Photographs of Signatories.

· Certified rue copy of the list of directors of the company along with their Signature.

· Copy of trade License.(up-to-date)

· An introducer is preferred by the bank, but not mandatory.
 Club/Society/Association/School/College/Charity at only if the court declares        someone to be guardian of the minor thereafter, then the account may be operation again by the new guardian as designated by the court
1. If the court doesn’t find anyone suitable to be the minor’s guardian to operate the account, then the minor may withdraw the amount in the account, when s/he becomes adult. 

2. When the minor becomes adult, then this account has to be closed and a new account is to be opened. This is necessary as in the SS (specimen signature) card no signature of the minor is taken. Thus after the minor turns out to be adult, the account has to be opened newly.

3. In case of death of the minor, the account is closed automatically and the court decides who will get the money.

3.1.8 Account of the illiterate person
Bank does not encourage opening such type of account. Rather the bank takes some careful steps for type of special account.
Rules & Regulations:

Besides fulfilling the other general criteria, the following are to be added:

1. As the person is illiterate, thus s/he gives fingerprint in lieu of signature. In case of male it is LTI (Left Thumb Impression) and in case of female it is RTI (Right Thumb Impression). At the bottom of the SS card, it should be written whether it is LTI or RTI. And the authorized officer should sign below it.

2. Though the person is illiterate, yet s/he should be given pass-book of the account so that s/he may verify the balance from a third party.

3.1.9 Death Account:
When we receive the news of anyone’s death, then at first we write on the account opening form “Reported Dead”. And the dead person’s nominee is to receive that money. At the time of claiming the money, the nominee has to bring-

1. Death Certificate,

2. Certificate of relationship from the ward commissioner

3. In case of ‘no nominee’, the proper heir/heiress should bring the succession certificate from the court.

4. And Certificate of the graveyard.

We pay the money keeping two of our clients as witness. Nominee should give an indemnity bind (on Tk.50non-judiciary stamp).in case if ‘no-nominee’, the proper heir/heiress should bring the succession certificate from the court. And we send all the papers to the Head Office. And then the successor has to give an indemnity bond.

Short Notice Deposit (SND):
This special types of account is just in between CD and SD which gives profit at the rate of 6%(simple rate of profit calculated annually on daily balance) but requires 7 days-30 days prior notice of cash withdrawal. It is notice, the amount of money is withdrawn without notice, and then profit won’t be given on the said money. If any financial organization or autonomous bodies open this A/C hen no excise duty will be deducted but source tax will be deducted.
3.1.10 Others
Fixed Deposit Receipt (FDR):
In this types of deposit, a large amount of money is deposited in the bank for comparatively higher rate of interest (simple, not communed but calculated annually) is offered to the depositor for the period of 3 months,, 6 month, 1year with the condition that s/he can withdraw the amount before maturity but can draw the profit on a monthly basis.

Maturity & Profit

	Particulars
	Rate of profit

	1 month
	10%

	1 to 3 month
	11

	3 To 6 month
	11.25%

	6 to 12 month(1 year)
	12%


If the client not applies for renewal after maturity then the interest will be imposed after every three month.

Procedure

Fill up the form including-

a) Amount
b) Maturity Period
c) Rate of profit
d) Favoring
· The applicant must fill up the FDR
· He/she must give special instructions which can be of our type:
                       Self- party himself will operate

                       Operated to be jointly- two people will operate

                       Anyone of the two 

                      Either/or survivor.   
· Specimen signature in the form and SS Card
· Special instruction in the SS Card (if any)
· Preparing voucher & payment
· The receipt
· Payment through pay-slip or A/C(depend on instruction)
· The maturity date of the MTDR and profit rate will be specifically mentioned on the MTDR.
· Nominee must be mentioned

· Branch manager’s authorization is obligatory.

Encashment before maturity:
· Maturity is 3 month, but if enchased before it then will be given. No service charge or excise duty will be deducted.

· It enchased before maturity period (6 months to 1 yea or above) profit will be given according to the nearest slab and service charge duty will be deducted.

Loan:

80% loan as lien can be given against the FDR.

Sundry Deposit:
If any account number mismatches for which the amount can not be credited in any particular account, the amount is the sundry deposit.

Staff Provident Fund Deposit:
This deposit consists of the summation of provident funds of entire employees’ individual amount for readers convenience charts are provide for showing necessary documents to open different types of accounts which are mainly Savings or Current account.
Service provided at this section

CITY CARD
With the City Card you will be able to access banking service and account information at all time from any of over 50 ATMs and around the country, revolutionizing your everyday banking transactions.

The city Card provides round the clock banking through ATMs from which customers can avail:

· Cash withdrawals

· Balance Inquiry

· Mini Statement 

· Cheque book request

· PIN Charge

· Utility bills payment facilities
Account Transfer:
Account can transferred from one branch of a bank. This is applicable to all sorts of account except FDR. In transferring account, the following formalities are to be maintained:

· An application containing the following matters is to be submitted:

1. Reason

2. Name of he branch where the account is to be Transferred

3. Date of Effect (from when account holder wants the account to be effected)

4. Signature in the application should be same as that in the SS Card.
· Permission of the manager is needed.
· The account holder has to surrender the cheque-book. Later on the bank will destroy this in front of the party. And this destruction should be clearly mentioned in the application including the serial number of the remaining pages of the cheque-book.

· Bank will give the account statement before transferring it. Profit will also be applicable here. This profit will be calculated, but is not written in the IBCA, it may be mentioned separately as the interest amount.

With some exception, it is almost same as the transferring of an account. The exceptions are:

· Here a commission is charged. In case of SD and CD, it is Tk. 100 and in case of three-stage account it is Tk.200.

· The account holder has to pay an excise duty to the government regarding this purpose of closing the account.

· Profit is directly to the account.
Stop Payment
Stop payment is only done when party applies mentioning specific cause. For stop payment the signature is verified with the SS card signature by the officer. Then in the computer the stop payment is done and in the instruction the name and the time date cheque (in case of specific Cheque) number is noticed.
Cheque Book Issue:

Cheque-book is a material to withdraw money from the bank. It is a very convenient way to transact money from one place to another without any accident. If anyone opens an account, s/he will apply for a cheque-book ob requisition slip. After verifying the signature of the account holder by the officer we shall take the cheque-book. Then we will assign numbers to the leaves of the cheque-book and account number in the register book. The account number will also be written on every leaf of the cheque-book. Two officers initialize the account number and leaf numbers. The issuing officer will also check register book and initializes it also. Then the cheque-book is delivered to the party after taking the signature on the register book.
Duplicate Cheque-Book: 

When a party looses his/her cheque-book, then h/she is provided a duplicate cheque-book. In this case, the party will apply to the manager for a duplicate cheque-book. In this case the party will also give indemnity bondage referring that s/he will be liable for any fraud-forgery by the lost cheque.

3.2 
Remittance
Remittance means transmission of money from one place to another. There are different modules 
of remittance. They are as follow:

· TT-Telegraphic Transfer

· DD-Demand Draft

· PO-Pay Order

TT-Telegraphic Transfer:
TT is the quickest method of transferring funds from one place to another. The remitting branch sends a telegraphic/ telephonic/ Fax message to the branch at the other end, to pay a certain sum of money to a named payee.
DD-Demand Draft:
It is an instrument containing an unconditional order of one bank office to pay  certain amount of money to the named person or order the amount therein on demand. DD is very much popular instrument for remitting money from one corner of money to another. Commission for DD is 15% of the principle amount.

PO-Pay Order

It is process of money transfer from payer to payee within a certain clearing area through banking channel. A person can purchase payment order in different models such as Pay Order by cash, Pay Order by cheque. 

3.3 Bills & Clearing Department
Clearing stand for mutual settlement of claims made in among member banks at an agreed time place in respect of instruments drawn of each other: Clearing House is an arrangement under which member banks agree to meet, through their representatives, an appointed time and place to deliver instruments drawn on the other and in exchange to receive instruments drawn of them. The nit amount payable or receivable as the case may be, is settled through an account kept with the controlling bank (Bangladesh Bank/Sonali Bank).
Types of Clearing
1. Outward Clearing

2. Inward  Clearing
Out ward Clearing

When a particular branch receives instruments drawn on other bank within the clearing zone and sends those instruments for collection through the clearing arrangement is considerate as Outward Clearing for that particular branch. This branch knows as collecting branch.

Inward Clearing

Clearing returns (inward) consists of those instruments which were presented by us to other banks for payment but have been returned and unpaid by them due to specified reason through the clearing house.
Procedures of Outward clearing:

First: Collecting Branch

1. The instrument is deposited duly entered in the pay-in-slip or voucher.

2. The instrument is checked for any apparent discrepancy and is compared with the particular noted in the pay-in-slip.

3. In case an order instrument is being deposited in second payee’s account guarantee is obtain from the second payee and is attached to the pay-in-slip.

4. In case the payee’s name on the specially crossed instruments differs slightly that of the depositor, the instrument may be accepted but only from customers well know to the bank and after obtaining an indemnity which is attached to the pay-in-slip.

5. Stamping:

                     Special Crossing: On the instrument

                    Clearing Stamp: Both on instrument & pay-in-slip.

                    Endorsement: Back of the instrument.

6. Duly signed and return of counterfoil to the customer.

7. The particulars of the instrument and voucher are entered in the Outward Clearing Register/Computer.

8. Prepare voucher:   Dr. Suspense A/C Clearing adjustment.

                                          Cr. All pay-in-slip/Vouchers.

9. The Register is balanced; the vouchers are separated from the instruments.

10. Sorting of instruments bank-branch wise and accordingly prepares sub main schedules.
11. Prepare House page according to main schedules.

12. Tallied house page Outward Clearing Register.

13. The house page with instrument sent to Principal/Local Office/Main branch.

14. In the following working day prepared voucher is to be passed. If any return and unpaid instrument is received from principal branch, in addition to above voucher the following voucher will be passed.

                                                 Dr. Party A/C

                                                 Cr. Suspense A/C clearing adjustment.
15. When Advice is received from Principal/Local office, the following voucher is to be passed.

                                                 Dr. Head Office

                                                 Cr. Suspense A/C Clearing Adjustment.

Second: Principal Branch/Local Office/ Main Branch.

Instrument received by this office: Same as previous section (SL. 1 to 9).

Lodgment by this branch:

1. Received house pages with instruments from the branches.

2. Recorded the amount in a Register from house page.

3. The instruments with schedules are rearranged bank-branched wise and prepare main schedules are for each bank.

4. Prepare house page.

5. The instruments with schedules, house page and the house book are sent to the clearing house through bank representative.
Third: Clearing House (Bangladesh Bank/Sonali Bank).
The instruments are delivered to the respective banks.

Proceeding of Inward Clearing

Clearing House (Bangladesh Bank / Sonali Bank)

1. The instruments are drawn on our bank are received from other banks in the clearing house.

2. The amount and number of instruments received are entered in the house book from the main schedule of respective banks.

3. The amount of instruments delivered, received and the differences are written on a figure slip provided in the clearing house.

Principal Branch/local Office/ Main Branch

1. The instruments with schedules are arranged branch wise.

2. The amount of each schedule received is entered in the house pages of the respective branches.

3. The respective house pages are totaled and check the amount with total amounts of instrument received from all banks.

4. The instruments are sent to respective branches with the slip showing total amount and number of instruments.

5. The instrument sent to the branches concerned for clearance and Advice are collected from them for honored cheque.
Paying Branch

1. Particulars of the instrument are compared with the schedule.

2. The instruments are sent to the respective departments for honoring them.

3. For the total value of honored cheque pass following vouchers:

                                 Dr. Party A/C (already debited by instruments)

                                 Cr. Head Office A/C

4. Dishonored cheque (if any) with reason memo and Credit Advice sent to                           Principal Br.
OBC/IBC

Introduction

OBC/IBC is required when both the banks are not in the same clearing zone. Outward Bills for collection (OBC) and Inward Bills for collection (IBC) is required when both the bank (collection bank and paying bank) are not in the same clearing zone. For example-when the cheque of Dinajpur Branch of Sonali Bank is received and sends for collection by CBL Islami Banking Branch then it is OBC. On the other hand it is IBC for Sonali Bank Dinajpur Branch.

OBC (Outward Bills for collection)

Procedure

OBC can be collection in the two ways—

1. Directly

2. Through Collecting Branch
Form the Collection Ban king’s side (OBC):

Direct collection:

Receive and verify the cheque and deposit slip (customer’s portion and bank’s portion).

· Special crossing is marked over the cheque.

· Entry the details into OBC Register.

· OBC seal is marked over the cheque and deposit slip, mentioning the OBC number.

· The endorsement is given on the back side of the cheque, mentioning ‘Payees A/C will be credited after realization’.

· Signature of a P.A holder must be taken over the Deposit slip, OBC Register and forwarding letter.

· Two copies of schedule is prepared. First copy is sent to the drawee branch with forwarding letter and instrument. Second copy is reserved as office copy.

· Send to the respective branch.
· Lodgment Voucher for the collecting Bank.

                                               Debit- Outward bills Lodged

                                               Credit- Outward Bills for Collection

Collection of Bills

Receive the IBCA from the drawee branch

Verify the signature of the officer, executed over the IBCA.

After the response the IBCA, the voucher will be as follow:

                                               Debit-CGA, Drawee Branch

                                               Credit-Party Account

                                                Debit- Party Account

                                                Credit-Income Account, Commission

                                                Credit-Income Account, Postage Charge

Entry reverses the Lodgment Voucher. E.g.

                                                 Debit-Outward bills Lodge

                                                 Credit-Outward Bills Collection

Entry the date of payment over the OBC Register. Received Seal is marked over the Office copy of the Schedule and deposit slip.

Generally, the procedure is almost the same. In this case we get a draft from the drawee branch and commission is charged twice. Firstly by the drawee branch and secondly by the drawer branch. The drawee branch sends a draft and we collect this through clearing house.
Voucher

Debit- Outward Bills Lodged

Credit- Outward Bills for collection.

After receiving the bills through draft, we have to send collection and after collection the voucher will be as following:

Lodgment voucher will be reversed for E.g.

Debit-Outward Bills for collection

Credit-Outward Bills Lodged

The party voucher will be prepared accordingly.
IBC (Inward bills for collection)
Procedure of payment of IBC:

· Receive the schedule with instrument.

· Instrument is checked with apparent tenor and matched with schedule.

· Received the cheque and scrutinizing all the basic part of the cheque.

· The following SEAL is marked over the instrument.

· Special crossing seal (If the instrument is not collection) and IBC seal.

· Entry into the Register with an IBC Number over instrument and schedule

· Signature of the drawer of the cheque is verified by the authorized officer.

· The cheque is posted on Computer.

· If theme is sufficient balance of the account of the account, the authorized officers cancel the cheque.

· Issue IBCA favoring the collection branch.

· In case of collection:

1. If the instrument is other branch of CBL, the voucher is prepared as follows:

Debit   _ Instrument

Credit – Sundry Deposit Account sundry Creditors (In case of collection)

After collection of the cheque issue an IBCA favoring the respective branch.



First copy of the IBCA is sent to drawer branch



Second copy of IBCA is sent to Central Account Division.

Third copy of IBCA is reserved as office copy

2. If  the instrument is others bank’s the voucher is prepared as follows

Debit – Party Account

Credit – DD issue Account

Debit – Party Account

Credit – Income Account on commission

Credit - Income Account on Postage Charge.
Issue and send a DD to drawer branch.

· Entry of collection into the IBCA Register.

· Received seal is marked over the copy of schedule

· Commission: 15% but minimum of TK.25 and maximum of TK.1000.

· Postage Charge: at actual but minimum of TK.10.

· Telex/Telephone: minimum of TK.30

Same –Day Clearing

The Bangladesh Bank starts clearance of cheque amounting to TK.5000000 and above to help the country’s business community speed up its activities. The system allows bank clients to en-cash cheque and other instruments for TK.5 lac and above within the day of submission. Presently, such withdrawal takes at least two days, as it requires clearance from the central bank. Initiall.202 branches of 50 nationalized, private and foreign banks in Dhaka, who are the members of the BB clearing house, introduced the system.

From Saturday through Wednesdays. The same-day clearing will start at 11 am and close at 12 noon while return clearing will start 2.p.m. on Thursdays, it will start at 10 .a.m. their respective branches situated within four km. of the central bank head office for introducing same- day clearance.
3.4 Cash Department
Cash Department is the most important part of General Banking. Cash department should be placed in a branch from where manager can watch everything from his table either clients or the vault. It is the most important department of the bank since from desk cash department has direct interaction with customers. Usually cash department receives and pays cash directly which work as a media to communicate with the clients. In the Islami Banking Branch I have got acquainted with cash receiving and cash payment procedures. Some register books uses in the cash department are mentioned bellow:

· Receiving Cashier’s Book

· Payment Cashier’s Book

· Cash Balance Book

· Vault Register or safe–in  and safe-out Register

· Key Register

· Remittance Registers.
In addition, I have also learnt the procedure of cash-in and cash-out from the vault. We have also got acquainted with systematic procedure of cash receiving through different vouchers as well as payment procedure by different cheque and vouchers. Science the branch is fully computerized, it does not maintain token, scroll etc.
3.4.1 Cash Receive:

Cash is the blood of a branch. It is the life of a bank. Cash may be received by-

· Cash Receiving by Pay Slip

· Cash Receiving of Bills

· Cash Receiving by TT, DD, Pay-Order, MTDR.

Cash Receiving by Paying-Slip:

By paying slip we receive cash of CD or MSD account. When we receive cash by paying slip, officers check the paying slip if there is any discrepancy, if everything is found to be in order, then they make entry of the amount in the scroll register and put receiving seal on paying slip.
Cash Receiving of Bills:
Two kinds of bills (DESA & Grameen Phone) are received in drench. When officers receive cash bill, h/she check the bill’s copy to see whether is any discrepancy. If everything is found alright, then h/she makes entry of the amount in the scroll register. And h/she put receiving seal on bills paper.
Cash Receiving by TT, DD, Pay-Order, MTDR:
At first the form filled up by the party should be checked to verify whether is any discrepancy, if everything is found to be in order, then officers make entry of the amount in the scroll register and put receiving seal on the respective form.

3.4.2 Cash Payment:
Usually cash is paid against cheque, pay-slip, pay-order, DD and debit voucher. While paying cash against any instrument, officers first verity whether there is any material alteration on the instrument. He also check the instrument if it is in holder in due course and holder in due time. Then he verifies the signature of payee. If everything is in order, he pays the amount to the respective payee.

Position of the Cash Department
The position of the cash department is very important. The cash department should be at a safe place. If should be at the middle position of the branch. The cash counter and vault should be a close to cash department. The cash position of the Islami Banking Branch is in the front side of the branch and its safe and vault is at the back side of cash department.

Duties and Responsibilities of Cash in Charge
· Holds the key of cash safe.
· Receive cash from other bank/Branch and acknowledge, where necessary. Opens the cash safe before commencement of business along with other personal holding the key.
· Supervise receipt and payment of cash.
· Supervise the carrying of the cash to the cash Department.
· Delivers cash to the paying cashier against receipt on a memo.
· Countersigns the credit vouchers if he is an attorney.
· Arranges sending cash to other Branch. 
· Check the receiving cashier’s and paying cashier’s receipt/payment sheet and collect cash from them.
· Writes the cash balance book and cash position memo and signs them
· Maintains record of stamped forms.

· Investigate and inform the manager about excess or shortage of cash.

· Gets books and cash checked by manager or authorized officer.

· Supervise the custody o f cash in the safe and books in the strong room. Checks the drawers of the cashiers before leaving the office.



4.0 Financial performance
Financial performance is the best measurement tools of measuring any companies’ strenghs.For showing the actual financial performance of The City Bank Limited I have analyzed Balance Sheet, Income statement and previous five years financial records. The financial performance of The City Bank Limited is appraisable during recent year.

4.1 Financial Performance - Balance Sheet
Balance Sheet As At 31st December, 2006
	PROPERTY & ASSETS
	2006
	2005

	-
	TAKA
	TAKA

	CASH
	2,811,081,123
	2,394,884,119

	Cash in hand (Including Foreign Currencies
	475,924,568
	593,156,307

	Balance with Bangladesh Bank & Sonali Bank
(including foreign currency) 
	2,335,156,555
	1,801,727,812

	BALANCE WITH OTHER BANKS & FINANCIAL INSTITUTIONS:
	1,589,787,692
	466,077,170

	In Bangladesh
	1,454,130,006
	330,083,214

	Outsite Bangladesh
	135,657,686
	135,993,956

	MONEY AT CALL & SHORT NOTICE:
	1,435,000,000
	3,410,000,000

	INVESTMENTS:
	6,405,084,850
	3,648,267,726

	Government
	5,874,006,642
	3,203,044,680

	Others
	531,078,208
	445,223,046

	LOANS & ADVANCES:
	30,789,021,982
	23,326,338,550

	Loans, Cash Credit & Overdrafts etc.
	27,040,242,081
	20,038,156,664

	Bills Purchased & discounted
	3,748,779,901
	3,288,181,886

	Fixed Assets
	1,282,090,427
	764,900,950

	OTHER ASSETS
	3,133,685,810
	1,293,275,929

	NON-BANKING ASSETS
	--
	--

	TOTAL ASSETS
	47,445,751,884
	35,303,744,444

	
LIABILITES & CAPITAL
	- 

-
	- 

-

	LIABILITES:
	-
	-

	Borrowings from other bank, financial institutions and Agents
	-
	-

	DEPOSITS & OTHER ACCOUNTS:
	39,571,945,519
	30,647,833,255

	Current Deposits and other accounts
	3,378,549,395
	3,059,241,470

	bills payable
	594,185,472
	446,326,555

	savings Bank Deposits
	7,167,831,148
	5,820,415,605

	Term Deposits
	26,588,640,161
	19,647,029,930

	Other Deposits
	1,842,739,343
	1,674,819,695

	OTHER LIABILITIES
	5,342,902,405
	2,697,513,865

	TOTAL LIABILITIES
	44,914,847,924
	33,345,347,120

	CAPITAL/SHAREHOLDER'S EQUITY:
	-
	-

	Paid-up Capital
	1,080,000,000
	720,000,000

	Statutory Reserve
	735,255,401
	604,605,401

	Other Reserve
	573,104,088
	240,619,365

	Retained Earnings
	34,544,471
	33,172,558

	Proposed Bonus Share
	108,000,000
	360,000,000

	TOTAL SHAREHOLDER'S EQUITY:
	2,530,903,960
	1,958,397,324

	TOTAL LIABILITIES & SHAREHOLDER'S EQUITY
	47,445,751,884
	35,303,744,444


	


4.2 Five year’s performance (Business) 

Five years performance of The City Bank Limited is increasing day by day. The most important area of the bank such as deposits, advance import and export investment are given below.
(Tk. In Crore)

	Particulars
	2002
	2003
	2004
	2005
	2006

	Deposit 
	1718
	1968
	2005
	2224
	3065

	Advance
	1273
	1389
	1478
	1703
	2333

	Import
	1350
	1226
	1729
	1791
	2136

	Export
	398
	621
	772
	1220
	1822

	Investment
	198
	251
	338
	316
	365

	Total Assets
	2073
	2448
	2370
	2638
	3531


4.2.1 Graphical Representation Of five years performances:
Five years performance of The City Bank Limited is increasing day by day.  The graphical representation of the most important area of the bank such as deposits, advance import and export investment are given below.
[image: image1.emf]35%

26%

27%

8%

4%

Deposit 

Advance

Import

Export

Investment


Graph: Five year’s performance (Business)
4.3 Performance at a glance with discussion:
The Financial performances of The City Bank Limited described follows by showing the graphical representation and department wise discussion.
[image: image2.png]Non-interest Income

ne non-interest income consists of Commission, Exchange & Other
Coerating Income. Fee & exchange based income of the Bank grew by
2 percent due to higher volume of contingent business handled by the
Zank during the year 2006. Non interest income figure increased by
"x.269 million registering a growth of 36 percent over previous year.
«an interest income consists of 38 percent of operating income in 2006
27d 35 percent in 2005 respectively.

Operating Income

“oerating income increased by Tk.537 million during the year
=gistering a growth of 25 percent. Operating income growth was a
zzmbined effect of net interest income, investment income and non
“ierest income. Bank's operating income stood at Tk.2647 million in
~ year under review. In previous year this figure was Tk.2110 million.

Operating Expenses

-erating expenses of Bank increased during the year mainly due to
"crease in personnel and other operating expenses. To keep the salary

“=ckage comparable in the industry, there was upward revision of the -

“2Ckages, which resulted to increase in personnel expenses. The increase
23 also partly due to rise in number of human resources. The enhancement
= e package will motivate employees to do even better in future.

"= productivity of the employee continued to grow which is evident
~2m the following ratio:

siness per Employee 29.51 35.38 20%
=zrzign Exchange Business Per Employee | 21.64 30.32 40%
~zome per Employee 249 3.23 30%
==fit per Employee 0.68 0.75 10%

~mer operating expenses increased during the year which
zmmensurate with the increase in business. The Bank's cost income
=20 improved to 43.53 percent in 2006 from 40.81 percent of 2005.

>rofit before provision

=2fit before provision in 2006 increased by 20 percent during the year
-~zer review. Operating profit position stood at Tk.1495 million as
=zzinst Tk.1249 million of previous year.

Provision for Loans & Advances

=ision made against classfied loans and advances increased during the year
2 577 percent An amount of Tk 842 millon was kept in provision in the year 2006.

Zarning per Share

=zmings stood at Tk.22.22 per share in the year under review while it
25 Tk.75.13 in the preceding year. Increase in number of share
~rough issuance of bonus share and decrease in net profit after tax due
= zharge of higher provision resuted the decrease of eaming per share.

Shareholders' fund

The shareholders' fund increased by 29 percent due to issuance of 50
percent bonus share. Paid-up capital increased by Tk.360 million
(bonus share of 2006) and stood at Tk.1080 million during 2006. The
statutory reserve also increased by Tk.131 million during the year. As
a result bank's total shareholders' fund stood at Tk.2531 million in
2006 with respect to that of Tk.1958 million of previous year. The
strong growth in shareholders' fund will help the Bank to expand its
business.

Deposit

Bank's deposits grew by 29 percent in 2006. Customer deposits of the
Bank grew by 28 percent. Total deposit stood at Tk.39572 million with
an increase of Tk.8924 million. The deposit position in the year 2005
was Tk.30648 million. The growth was supported by branch network
and high standard service provided to customers. The no cost and low
cost deposits comprised of 33 percent of the deposits. However, Fixed
deposits remained the main component of deposits contributing about
46 percent of the total deposits. The feature of insurance coverage of
the various deposits has also increased the quantum.

The clientele group of the Bank was Individuals, Corporation,
NGO, NBFI, Government Bodies and Autonomous Bodies etc. The
Bank introduced attractive scheme to encourage investment for a
reasonable return.

Deposit o

25000) 2286
19683 20046
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in million Tk.

Deposit composition of bank as on 31st December 2006 was as
ollows:

1 Current & Others 5815.47 14.70%
2 Saving 7167.83 18.11%
3 Short Term 2829.34 7.15%
4 Fixed Deposit 18324.06 46.31%
5 Scheme 5435.24 13.73%
Total Deposit 39571.94 100.00%
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Loans and Advances

The portfolio of loans and advances at end of the year 2006 stood at Tk.30789
million with an increase of Tk.7463 milion growth was 32 percent. The
outstanding amount at the same period of previous year was Tk.23326 milion.

Allocation of loans and advances reveals that a growth took places in
Large & Medium Scale Industries (growth 37 percent), Small Cottage
Industries (growth 3 percent), Commercial Lending & Trade Finance
(growth 4 percent), Insurance, Real Estate & Service Sector (growth 70
percent) and Transport & Communication (growth 103 percent).
However, Large & Medium Scale Industries contributes 15.79 percent,
Commercial Lending & Trade Finance 25.81 percent, Insurance, Real
Estate & Service Sector 18.62 Percent of total loan port folio.

Sectoral allocation of loan portfolio is given below:

(in million)
1 | Agriculture 147.00 0.48%
2 |Large & Medium
Scale Industries 4863.10 15.79%

3 | Small & Cottage Industries 25.58 0.08%
4 | Commercial Lending

& Trade Finance 794717 25.81% w00 o i

5 |Insurance, Real Estate 2000 400
& Service Sector 5732.69 18.62% 209 200

6 |Transport & Communication 238.43 0.77% a0 e

7_|Other 11835.05 38.45% . , 8 & L,
Total 30780.02 100.00% 0 Dec0s 0 Bec02 Dect3 Dec04 Dects Decs

Non performing loan

The non-performing loan stood at Tk.2210 million. In terms of ratio, the
non-performing loan was only 7.18 percent of the total loan portfolio.
The position of non performing loan on net out basis was only 2.25
percent. Noteworthy that the Bank maintains a surplus amount as
provision against provision for classified loan. Breakup of non
performing loan stood as follows:

1 Sub standard 100.45
2 Doubtful 175.95
3 Bad/Loss 1933.33
Total Classified Loan 2209.73
Advance Performing Loan
35000, 30000 28579
30783
30000 25000 21995
25000 23326 20000
20000 . 17028 75560] 154 15225
15000} 13885
10000 10000 o8
5000 5000
Dec'02 Dec'03 Dec'04 Dec'05 Dec.06 e Dec'02 Dec'03 Dec'04 Dec'05 Dec.06

in million Tk. in million Tk.

Recovery of Non performing loan

In the year under review an amount of Tk.538 million was recovered
from non-performing loans. Increase in this head was Tk.405 million
registering a growth of 306 percent. Side by side in 2006, Tk.345
million was de-classified/rescheduled and an amount of Tk.282 million
was written off. Total recovery position of 2006 is presented below:

1 Recovery from Classified Loan 537.65
2 De-classified/Rescheduled 34464
3 Written Off 282.43
Total 1164.72
Non Performing Loan Recovery
5000 000,

2209

4235

2209

in million Tk. in million Tk.
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For international banking services correspondent banking plays a great
role to facilitate international business. The total number of
correspondent networks for The City Bank Limited were 483 as on 31st
December 2006 as against 419 in the previous year. In the year 2006
we have established broad based correspondent relationship with
Ctibank N.A., NY, USA, American Express Bank Limited, Frankfurt,
Sermany and also have strengthen correspondent relationship with
"znowned financial institutions in the EU region.

“oreign Remittance

" the year 2006 CBL has established new inward foreign remittance
=ationship with 8 exchange houses located in UK, UAE, Oman and Qatar
vrich helped the Bangladeshi expatriates to remit their foreign currency
“rough proper banking channel. The bank handled foreign remittance
21.sness amounting BDT 6780 millon directly through 14 exchange houses in
2ar 2008. Total amount of foreign remittance received through exchange
"c12s and banks was BDT 8473 million. The amount in the same period of
T st year was Tk. 4158 milion. The growth of the foreign remittance
=sness in the year 2008 is 104 percent compare to the previous year.
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T2z Services

= 2iume of trade business in the context of import and export
ocal L/C and local bills) stood at TK. 60307 million at the end
7 2008. The amount of the trade business at the same time in
ng year was Tk. 39582 million. Trade services business has
2 growth of 52 percent over the previous year.
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Import

The import business including local L/Cs of the bank increased to Tk.
32096 million in the year under review from Tk. 21363 million of the
previous year. Increase in the import business is 50 percent compare to
the previous year.

Import Business
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Export

The volume of export business including local bills rose to Tk. 28211
million from Tk. 18219 million in 2005 showing a growth of 55 percent.
Ready Made Garments, frozen food and leather continue to remain
major export items in 2006.

Export Business®
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Syndicate /Corporate Finance

The Bank arranged syndication deal as lead /agent bank of amount of
Tk. 3070 million for 29 project financing in ceramics, real state,
pharmaceuticals, hospitals, garments, spinning and knitting, power and
telecommunication sectors in collaboration with Citi Bank, N.A, Prime
Bank, Southeast Bank, Dhaka Bank, Bank Asia, Sonali, Agrani and
Janata Bank including financial institutions.

SME Banking

Bank provided SME loan to 434 entrepreneurs amounting Tk.599
million in the year 2006. In the previous year this amount was Tk.67
million and number of SME loan facility was provided to 83
entrepreneurs. s




4.4 CBL Business Position up to April 30, 2007
The CBL Business position up to 30th April 2007  
                   (Taka in crore)

Deposit    :    3719.82
Advance:    3004.55
Profit       :    113.25

· Deposit of The City Bank Limited 

(Taka in Crore)

	Deposit 
	Advance
	Profit 

	3543.74
	2800.73
	90.17
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Graph: CBL Business Position 

4.5 Deposit Mix of The City Bank Limited:
Deposit Mix                     (Taka in Crore)

	Particulars
	2006
	%

	Current & Others
	509
	17

	Savings
	582
	19

	Short Term
	233
	7

	Fixed Deposits
	1245
	41

	Other products/Scheme
	496
	16

	Total
	3065
	100
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Graph: Deposit of The City Bank Limited

	Particulars
	2006
	%

	Working Capital
	874
	37

	Term Loan
	354
	15

	Agriculture
	17
	1

	Housing
	23
	1

	Import
	409
	18

	Export
	377
	16


4.6 The City Bank Activities:
4.6.1 Personal Banking: 
=> Deposit Scheme / consumer Credit / Credit Cards / F.C A/C / Lockers Etc.

4.6.2 Corporate Banking:
=> Small & Medium Business: CC (Pledge & Hypo)/ SOD (DO/FO)/ Large Business / Foreign Trade / Lease Financing.
4.6.3 Islamic Banking: 
=> Deposit / Investment / F. Exchange Business Investor Relation:
=> Right Share / Bonus Share/ Annual Report


4.6.4 New Products: 
=> SME Financing 
=> Three Stage (TSS)/ Lakopati (LSS) / Junior (JSS) /Monthly Benefit (MBS) / Marriage 
    (MSS)/Education (ESS).
4.6.5 Swift Banking (Since 2000):
=> L/C and Fund Transfer
4.6.6 On Line Banking Vs Financial Performance:
=> Balance Sheet
=> Off Balance Sheet (L/C / Guarantee) 
=> P & L A/C.



5.0 SWOT Analysis
STRENGTHS:

( The City Bank Limited provides its customers excellent and consistent quality in every service. It is of highest priority that customer is totally satisfied.

( The City Bank Limited draws its strength from the adaptability and dynamism it possesses. It has quickly adapted to world class standard in terms banking services. NBL has also adapted state of the art technology to connect with world for better communication to integrate facilities.

( All the level of the management are solely directed to maintain  a culture for the betterment of the quality of the service and development a corporate brand image in the market through organization wide team approach and open communication system.

( The City Bank Limited utilizes state of the art technology to ensure consistent quality and operation. 
( On of the key-contributing factors behind the sources   of NBL are its employees who are highly trained and most competent in their own field.  NBL provides their employees training both in- house and out side job.

( The City Bank Limited is free from dependence from the ever-disruptive owner supply of our public sources. The required power is enervated by the company through enervator fed on diesel. Water enervation at present is also done by deep tube wells on site and is abundant in quality.
( The City Bank Limited provides its workforce an excellent place to work in. total complex has been centrally conditioned. The interior decoration was done exquisitely with the choice of soothing colors and blend of artistic that is comparable to any multinational bank.
· The City Bank Limited also provides power card service facility. First year Bank is not providing any service charge for the power card. 
Besides these the following components are considered as the strengths of The City Bank limited

· Stable source of fund

· Low cost of deposit

· Wide branch network

· Visionary top management

· Diversified product line

· Satisfactory IT infrastructure

· Surplus cushion against loan loss
WEAKNESSES:
The weaknesses of The City Bank are the following

· Asset infection rate is still high

· Relative high overhead expense

· Average corporate governance

· Marginal Liquidity Position

· High Large loan exposure

· Average human resource

( The City Bank has very limited human resources compared to its financial activities. There are not many people to perform most of the tasks. As a result many of the employees are burdened with extra workloads and works late hours without any overtime facilities. This might cause high employee turnover that will prove to be too costly to avoid.
OPPORTUNITIES:
· SME and Agro based industry loan

· Real Time online banking

· Credit card in dual currency

( Government of Bangladesh has rendered its full support to the banking sector for a sound financial status of the country, as it is becoming one of the vital sources of employment in the country now. Such government concern will facilitate and support the long tern vision for The City Bank Limited.

( Emergence of e-banking will open more scope for The City Bank to reach the clients not only in Bangladesh but also in global arena. It is also facilitate wide area network in between the buyer and the population units of The City Bank to smooth operation to meet the desired need with least deviation.
THREATS:
· Increased competition in the market for quality assets

· Market pressure for increasing the interest rate

· Market pressure for increasing the SLR.

· Market pressure for increasing the provision against loan loss.
( The worldwide trend of mergers and acquisition in financial institutions is causing concentration the industry and competitors are increasing in power in their respective areas.

( As previously mentioned, the world is advancing towards technology very fast. Through The City Bank Limited taken effort to join the stream, it is not possible to complete the mission due to the poor technological infrastructure of our country.

( Due to existence of unnerved demand in financial sector, it is expected that more financial institutions will be introduced in the industry very shortly. And we have already seen such cases in our country that lots of view services. The City Bank Limited should always be prepared for the completion in the coming ears.



 Findings
· Shyamoli Branch takes too long time for providing services. It sometimes creates bad effect in market. Many clients are switching to other banks to reduce this processing hour.

· Marketing policy is not strong enough to attract potential customers in market.

· Lack of strong monitoring unit.

· Sometimes the process of information transferring to the management is lengthy.

· The counter service is sometimes unsatisfactory because of not having enough employees for the counter sector.

· The branch is making profit every year at a steady rate. The rate of deposit collection in every year is increasing at a positive rate.

Recommendations
· Motivational activities should be taken by the authority to increase the satisfactory level of employees. If employees are satisfied in heart, then management can expect to have good output from there.
· Apart from advertising in media, the branch can take some steps for personal selling. Staffs or officers can be hired or internal staffs can be used for this.
· Proper and sufficient training is required for each and every staff to work with full capability in the best way. So training should be introduced for all staffs of Mirpur Branch of The City Bank Ltd.
· Proper monitoring is the pre-consideration for good collection. So monitoring unit is required to be efficient enough to collect more deposit.
· Staffs of branches require being sincere enough in their jobs. This will help in banking procedure.
· The brochures of the products and services of the branch can be mailed through the welcome letters along with the status of the customers via courier.
· Interpersonal relationship needs to be built among the employees and superiors.
· Improved customer service and consequently get satisfactory operational result..
· Incorporate more products for the customers.
Conclusion
There are a number of nationalized, private and foreign banks operating their activities in Bangladesh. Among them The City Bank Limited is one of the leading commercial bank.

CBL has introduced a new dimension in the field of innovative and benevolent banking in our country. The bank has successfully made a positive contribution to the economy of Bangladesh with in very short period of time. Its profit is gradually increasing. It plays a great role in collecting scattered Deposit, Loan settlement and International Trade etc. The Bank ensures quality services to the customers. For better growth and healthy economic position, it should introduce new and lucrative long-term credit schemes especially for new investors and schemes for poverty alleviation like micro credit.

I hope CBL do more work for socio-economic development besides their banking business. To keep pace with ever-changing uncertain domestic business environment and face the challenges of revised global economic scenario, the bank should be more   pro-active and responsive to introduce new marketing strategy to hold the strong position in home and abroad.

For the future planning and the successful operation in its prime goal in this current competitive environment I hope this report can provide a good guideline. I wish continuous success and healthy business portfolio of The City Bank Limited (CBL).
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