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Executive Summary 

This report is prepared as requirement of the internship of BBA program of United International University. This report focuses Three months working experiences in Postogola Branch, FIRST SECUIRITY ISLAMI BANK LIMITED. This report will give a clear idea about General Banking activities and operational strategies of FSIBL. Especially this report focuses on the General Banking practice by FSIBL.
 FIRST SECUIRITY ISLAMI BANK LIMITED (FSIBL) was established in 29 August 1999 with a clear manifesto of demonstrating the operational meanings of participatory economy, banking and financial activities as an integral part of an Islamic code of life. The philosophy of FIRST SECUIRITY ISLAMI BANK is to establish as egalitarian society based on the principle of social justice and equity. As an integral part of this process FSIBL introduced measures to abolish interest and charge or pay fixed interest on loans or deposits. Interest of pre-determined interest on deposits; the depositors participate in the profit of the bank as an agreed ratio. Whereas, interest based conventional banks pay a fixed interest on savings and time deposits and grant loans with interest for any purpose. Basically, FSIBL is an Islamic Bank based on “ISLAMIC SHARIAH”. With the objective in view FSIBL has formulated a profitable live in a batter society with greater security and peace. FSIBL is opening in a three sectors banking system, such as formal, non-formal and voluntary sector. General banking, Investment and foreign exchange are operated under the formal sector. Development management of Waqf and mosque properties, management of in heritance properties, and joint venture project for management of non-profit foundations, charitable trusts and organizations are executed under the voluntary sector.
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[bookmark: _Toc31895028]Chapter One: Introduction

[bookmark: _Toc31895029]1.1Introduction of the Study
Bank is that the significant monetary within the economy. The monetary advancement of a nation relies upon the development of banking area. These current banks are giving conventional banking in addition as growing numerous money related administrations. Outside trade banking framework possesses a big spot during a country's economy. A financial establishment is important during a cutting edge society which assumes a major job within the monetary improvement of a nation and structures the middle at the currency showcase in any nation.
First Security Islami Bank Limited (FSIBL) was framed in Bangladesh on 29 August 1999 under Companies Act 1994 began their financial Installation. It acquired authorization from Bangladesh Bank on 22 September 1999 to begin the corporation. The Bank helps banking exercises through its 117 branches within the nation. Be that because it may, from January 01, 2009 they changed over their business to Islamic Banking with Islamic Shariah Act and also the bank changed its name and method of business and joined as First Security Islami Bank Ltd. It began with 14 branches in 1999 however now have 168 branches in Bangladesh which demonstrates the effect they need had within the economy. The bank keeps up an inviting association with the highest positioning banks. They need on the online, SMS and ATM banking offices for his or her customers. The organization theory "A step ahead in time" has been actually the soul for Asian achievement; the bank has been working with gifted and splendid faculty, hardware with current innovation so as to create it generally productive to deal with the difficulties of 21st century and to satisfy the wants and desires of its clients.
[bookmark: _Toc31285546][bookmark: _Toc31291618][bookmark: _Toc31895030]Bank assumes a major job within the business segments and within the industrialization of a nation. Essentially the bank takes stores from the clients against premium and loans it to borrowers against enthusiasm for a discontinuance period.

1.2 Scope of the Study
Being one amongst the foremost proficient institution in banking, the primary Security Islami Bank Limited has quite a comprehensive scope as this report has covered the general banking activities. It also includes the organizational structure and policy of First Security Islami Bank Limited. The scope of this report is proscribed to the general description of the corporate, personal asset-products, organizational setup, its services, and remuneration policy & customer satisfaction level.
[bookmark: _Toc31895031]1.3 Objectives of the Study
The main objectives of the study are to know the general bank activities of First Security Islami Bank Limited. The particular objectives are given as-
I.	To be familiar with the general banking operations of FSIBL.
II.	To find out the General Banking performance of FSIBL Postagola Branch.
III.	To know about the products and services of FSIBL.  
IV.	To identify the problem relating to the general banking activities of FSIBL.
V.	To suggest some recommendations based on the findings.

[bookmark: _Toc31895032]1.4Methodology of the Study
Source of data:
I have collected the data from the following sources, which has helped me to make this report. The source divided into two parts:  
[bookmark: _Toc31895033]Primary Sources  
The in sequence and information for this report contain been collected from both the primary and secondary sources. 
The “Primary sources” are as follows:
i) Personally conversation with the particular officers and stuffs of the branch and head office.
ii) In person conversation with consumers visited the branch.
iii) Practical work observes in the different desk of the section of the branch enclosed.
[bookmark: _Toc31895034]1.5 Time Schedule of the Study
For the kind of report paper, it’s needs much more time but I have got a very short time, for this so it was so tough for me to know about the proper health and hygiene. It was not possible to know all kind of details information on the report paper with in this short time.
SL No	Particulars		Time
01	Data collection	20 Days
02	Data Analysis		15 Days
03	Report Preparing	30 Days
04	Report Checking	20 Days
05	Report Binding	05 Days
	Total	90 Days
         	 Source: Self-created

[bookmark: _Toc31895035]1.6 Limitations of the Study

While working over my internship period I have found some barriers to complete the tasks in a conductive way within shorter period of time. 
This is mentioned below:
I. The time frame, 3 months is insufficient to know all activities of the branch and prepare the report.                         
II. Another limitation of this report is bank’s policy of not disclosing same data and information for confidential reason, which could be very much useful.
III. Bankers were so much busy with their work and they did not have enough time to provide information.  










[bookmark: _Toc31895036]Chapter Two: Company Overview

[bookmark: _Toc31895037]2.1 Historical Background of FSIBL
The First security Islami Bank Limited is the third-generation private sector Bank in Bangladesh. FSIBL is fully owned by Bangladeshi entrepreneurs. The bank was opened on August 29, 1999 but the first branch at 23, Dilkusha Commercial Area, Dhaka started commercial operation on August 29, 1999. The 2nd Branch was opened on 11 November 1999 at Khatungonj, Chittagong.
At the time ongoing, FSIBL has been going about in business through its 173 branches and twenty (20) branches are to be launched immediately spreading around all over the country. FSIBL was the pioneer in domestic banks to set up organization course of action with the world well known, Western Union so as to encourage fast and safe settlement of the important remote trades earned by the ostracize Bangladeshi nationals. FSIBL was additionally the primary among residential banks to present worldwide Master Card in Bangladesh. Meanwhile, FSIBL has likewise presented the first money and Power Card. 
[bookmark: _Toc31895038]2.2 Vision of FSIBL
Guaranteeing very best quality of customer base administrations through best use of most up-to-date data innovation, making due commitment to the financial system and increase ourselves immovably at home& abroad as a front positioning bank of the state are our valued vision.
[bookmark: _Toc31895039]2.3 Mission of the FSIBL
Endeavors for extension of our exercises reception and abroad by adding new measurements to our financial administrations are being proceeded with unabated. Nearby, we are additionally placing most elevated need in guaranteeing straightforwardness, responsibility improved customer base assistance even as to our duty to serve the overall public, which we want to draw nearer and closer to the individuals everything being equal. Winning an everlasting seat within the hearts of the individuals a minding partner in elevating the national value through consistent up degree and jumper FSIBL Location of our demographic administrations in accordance with national and global prerequisites is that the ideal objective we'd like to achieve.

2.4 Function of FSIBL
The functions of First Security Islami Bank Limited are as under: 
[image: ]

[bookmark: _Toc31895040]2.5 Corporate Details
Name of the Organization: First Security Bank Ltd.
[image: ]
[bookmark: _Toc31895041]2.6 Management System of FSIBL
A fourteen-member Board of Directors is responsible for the strategic planning and overall policy guidelines of the bank. Further, there is an Executive Committee of the board of dispose of urgent business proposals. The executive Committee is assembled by nine members. Besides, there is a tree member Audit Committee in the board to oversee compliance of major regulatory and operational issues. There is another eight members of Shariah Council to accelerate, monitor, control, supervise and maintain the modes of Islamic Banking System. Key issues are managed by a Management Committee headed by the CEO and Managing Director to facilitate rapid decisions.
[bookmark: _Toc31895042]2.7 Organizational Structure of FSIBL
The management committee consists of the managing directors and head office executives. They discuss about the progress on portfolio functions. Different ideas and decisions, guidelines regarding deposits, lending and management of human and material resources are the main concern of this committee.
All these committees meet on a regular basis for discussing various issues and proposals submitted for decisions. A layout of management structure and legitimate hierarchy of management, of FSIBL are presented in the following: 
[bookmark: _Toc31291633][bookmark: _Toc31895043]Core values
[bookmark: _Toc31285563][bookmark: _Toc31291634][bookmark: _Toc31895044]FSIBL score esteems comprise of 6 key components. These qualities tie our kin along with an accentuation that our kin are fundamental to everything being worn out the bank.
[bookmark: _Toc31285564][bookmark: _Toc31291635][bookmark: _Toc31895045]Integrity
FSIBL secures and defends all client data. FSIBL treats everybody in an impartial and predictable way FSIBL makes a domain which gains and keeps up client trust.
[bookmark: _Toc31895046]2.8 Division of FSIBL
[image: ]The major divisions of FSIBL are given as-


















2.13 SWOT Analysis of FSIBL
[bookmark: _Toc31285567][bookmark: _Toc31291637][bookmark: _Toc31895047]SWOT analysis means strength, weakness, opportunity and threat analysis of company. It’s important for a bank to grasp the strength and opportunities they need. On the reverse hand, weakness and threats is that the area bank ought to improve. Here SWOT analysis of FSIBL bank are given below-

[bookmark: _Toc31285568][bookmark: _Toc31291638][bookmark: _Toc31895048]Strength
[image: ]
[bookmark: _Toc31285569][bookmark: _Toc31291639][bookmark: _Toc31895049]Weakness
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[bookmark: _Toc31285571][bookmark: _Toc31291641][bookmark: _Toc31895050]Opportunity
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[bookmark: _Toc31285572][bookmark: _Toc31291642][bookmark: _Toc31895051]Threats
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[bookmark: _Toc31895052]2.14 Branch Information

First Security Bank has a strong network of branches to cover all the imperative investments, trade and commerce of the country. It has broadly established 53 branches to cover the banking line throughout the country. Of them only 17 are AD branches. Almost all the branches are equipped with computers,FSIBL software andprofessionally component manpower in addition to facilitate the customer service with modern facilities and logistics.

[bookmark: _Toc31285575][bookmark: _Toc31895053]Corporate Culture
First Security bank is one of the most disciplines banks with a distinctive corporate culture based on IslamiShariah. Here they believe shared meaning, shared understanding and shared sense making. The people in this bank can see and understand events, activities, objects and situation in a distinctive way. They mold their manners and etiquette, character individually to suit the purpose of the bank. The people of the bank see themselves as a tight knit team because they believe in working together for growth.
	
[bookmark: _Toc31285576][bookmark: _Toc31895054]Internship Position and Duties
From the First Security Bank Limited, Postagola Branch I have done my internship program. It is one of the leading commercial private banks in our country. This bank was established in 1995 based on Islamic Shariah. Their vision is to be a pioneer in Islami Banking in Bangladesh and to contribute significantly to the growth of the national economy. Specially I want to tell about Postagola.
Management Hierarchy of First Security Islami Bank Limited
In this branch, there were 17 employees. This branch is very busiest compare to others. The employees of this branch were very cooperative with me. I worked under 
Board of Directors (BOD)
↓
Managing Director (MD)
↓
Deputy Managing Director (DMD)
↓
Senior Vice President (SVP)
↓
Vice President (VP)
↓
Senior Assistant Vice President (SAVP)
↓
Assistant vice president (AVP)
↓
First Assistant Vice President (FAVP)
↓
Senior Executive Officer (SEO)
↓
Executive officer (EO)
↓
Senior Officer (SO)
↓
Officer


Chapter Three: General Banking

3.1. Types of account:
In the below mentioned section types of accounts with their names and description are given:
[bookmark: _Toc31895055]Al-Wadiah Current Accounts (AWCA)
According to Shariah  principles, the world “Al-Wadiah” means“ to receive something for safe custody with the permission to use the same and with the condition to return the same on demand”. In Islamic Banking it means “Receiving money by banks from the clients for safe custody with the condition to return the money on demand, either through cheques or by any other acceptable means”. Al-Wadiah current deposit account shall be opened with a minimum initial deposit of Tk.1000/- (Taka one thousand) only.
[bookmark: _Toc31895056]Mudarabah Savings Deposit Accounts (MSDA)
Islamic Shariah defines “Al-Mudarabah” as “A contract between two parties”, in which one party is called “Sahib-Al-Maal”, i.e. owner of the fund, and the other party is called “Al-Mudarib”, the investor/entrepreneur. Al-Mudarib runs the business on the condition that, the profit earned by the business shall be distributed between them at a certain pre-agreed rate. But the entire financial losses, if any, shall be born only by the Sahib-Al-Maal and the Sahib-Al-Maal will have no right to take part in the management of the business.
MSD account shall be opened with the initial deposit of Tk.500/- (Taka five hundred) only or US$ 50/- or equivalent in case of other foreign currencies which is also the minimum balance for sharing profit and/or loss.
Withdrawal from MSD account shall not be for more than twice in a week to the maximum of 25% of the balance which should not exceed Tk.50,000/- (Taka fifty thousand) only.
For withdrawal of amount over the aforesaid limit, the customer will be required to serve 7 (seven) days prior notice in writing.
Profit is applicable to all MSD accounts. Final profit/loss, as the case may be, will be declared and adjusted after completion of audit of the balance sheet of the bank for the particular year and approval of the same by the competent authority. In the meantime, the provisional rate of profit be credited to the accounts on half-yearly basis and on minimum balance maintained during the month as specified by the Head Office from time to time.

[bookmark: _Toc31895057]Mudarabah Special Notice Deposit (MSND) Accounts
The Mudarabah Special Notice Deposit (MSND) Account is also based on the Shariah Principles of Al-Mudarabah. The Mudarabah Special Notice Deposit Account (MSND) is opened according to Shariah Principles of Al-Mudarabah. According to Al-Mudarabah principles the Mudarabah depositor is the Sahib-Al-Maal (owner of the fund) and the bank is the Mudarib (investor/entrepreneur of the fund). The bank is authorized by the depositor to invest the Mudarabah fund at the risk of the Sahib Al-Maal. 
MSND Account may be opened by any person/persons individually/jointly, by business entities like proprietorship concerns, partnership firms, private/public limited companies, corporations, autonomous bodies, educational institutions, clubs, associations, societies, religious institutions, trusts, Govt. offices, official liquidators, attorney, embassies, social organizations etc. The MSND account may be opened with minimum initial deposit of Tk.5,000/- (Taka twenty-five thousand) only or US$ 200/- or equivalent in other foreign currency and also must be kept as minimum balance. Otherwise the account will be subject to incidental charge. In MSND account withdrawal of any amount by cheque is permissible subject to 07 (seven) days prior notice.
The account is subject to incidental charge if the minimum balance in the account comes to below minimum balance.MSND account is not allowed to be overdrawn.
For operating MSND account the client may be advised to open an Al-Wadiah current account simultaneously so that the client may, with due notice, transfer the fund from MSND account to current account for convenience and for issuance of any number of cheques of small amount without notice.

[bookmark: _Toc31895058]Mudarabah Term Deposit (MTD) Accounts
The Mudarabah Term Deposit Account (MTD) is opened according to Shariah Principles of Al-Mudarabah. According to Al-Mudarabah principles the Mudarabah depositor is the Sahib-Al-Maal (owner of the fund) and the bank is the Mudarib (investor/entrepreneur of the fund). The bank is authorized by the depositor to invest the Mudarabah fund at the risk of the Sahib Al-Maal. 
Mudarabah Term Deposit (MTD) Account also known as Mudarabah Fixed Deposit Account falls under the category of time restricted Mudarabah in which case the Shahib Al-Mal gives a fixed amount of money/capital to the Mudarib for a fixed period of time after expiry of which the Mudarabah contract stands automatically terminated. 
Thus MTD account is opened with certain fixed amount of money for a particular period by a person/persons individually/jointly, by business entities like proprietorship concerns, partnership firms, private/public limited companies, corporations, autonomous bodies and social organisations like educational institutions, clubs, associations, societies, religious institutions, trusts, govt. offices, official liquidators, attorneys, embassies etc. 
MTD account is opened for periods of 1 month, 3 months, 6 months, 12 months, 24 months, 36 months, 5 years and 10 years or as approved by the Head Office from time to time.
Credit/debit of actual profit/loss shall be made after audit of the final account of the bank. In the mean, time profit on MTD Account shall be paid at the provisional rate as an when due and as fixed by the Head Office from time to time depending on their period of maturity. 

[bookmark: _Toc31895059]Mudarabah Monthly Profit Scheme (MMPS)
The Mudarabah Monthly Profit Scheme Account (MMPS) is opened according to Shariah Principles of Al-Mudarabah. According to Al-Mudarabah principles the Mudarabahdepositor is the Sahib-Al-Maal (owner of the fund) and the bank is the Mudarib (investor/entrepreneur of the fund). The bank is authorized by the depositor to invest the Mudarabah fund at the risk of the Sahib Al-Maal. 
Mudarabah Monthly Profit Scheme Account (MMPS) is also known as Mudarabah Fixed Deposit Account falls under the category of time restricted Mudarabah in which case the Shahib Al-Mal gives a fixed amount of money/capital to the Mudarib for a fixed period of time after expiry of which the Mudarabah contract stands automatically terminated. 
Mudarabah Monthly Profit Scheme Account (MMPS) provides the depositors the following financial benefits on monthly basis:
1) Retired service holders and wage earners who want to assist their dependents/relatives out of their income from one-time deposit of an exact amount of cash with the bank.
2) Persons who want to fulfill their day to day expenses from the profit generated monthly out of this long-term deposit.
5) Any other purpose(s) allowed by Islamic Shariah for which monthly profit is realized.
6) Mudarabah Monthly Deposit Scheme Accounts (MMDS)
In order to meet the requirements of the middle and low income generated investors, the bank has introduced an attractive savings scheme based on Islamic Shariah named, “Mudarabah Monthly Deposit Scheme Account (MMDS)”. Its purpose is to create an opportunity for financial security and welfare in future of the depositors.
Mudarabah Monthly Deposit Scheme Account (MMDS) is also known as Mudarabah Fixed Monthly Deposit Account falls under the category of time restricted Mudarabah in which case the Shahib Al-Maal gives a fixed amount of money/capital to the Mudarib for a fixed period of time after expiry of which the Mudarabah contract stands automatically terminated. 
MMDS account is opened with certain monthly fixed installment amount for a particular period by a person/person individually/jointly. 
Provisional profit will be calculated on monthly basis at rates fixed by Head Office from time to time during the year and will be credited to the Adjustment account of profit payable on deposit. Final profit rate will be fixed up as per weightage of the deposit products. 
After completion of annual closing and finalization of the auditing of bank’s accounts and approve the same by the Board of Directors/Competent Authority, final (remaining) profit/loss will be credited/ debited to the respective client’s account subject to adjustment with provisional profit rate given earlier.

[bookmark: _Toc31895060]Mudarabah Deposit Double Scheme Accounts (MDDS)
Mudarabah Deposit Double Scheme (MDDS) Account also known as Mudarabah Fixed Deposit Account falls under the category of time restricted Mudarabah in which case the Shahib Al-Mal gives a fixed amount of money/capital to the Mudarib for a fixed period of time which the deposit money will be increased near about double or more than double up to the expiry. After expiry the Mudarabah contract stands automatically terminated. The period of the scheme is 6 years or time to time fixed by the bank. 
MDDS account is opened with certain fixed amount of money for a particular period by a person/persons individually/jointly, by business entities like proprietorship concerns, partnership firms, private/public limited companies, corporations, autonomous bodies, educational institutions, clubs, associations, societies, religious institutions, trusts, Govt. offices, official liquidators, attorneys, embassies, social organizations etc. 
Provisional profit is calculated on monthly basis at rates fixed by Head Office occasionally during the year and will be credited to the Adjustment account of profit payable on deposit. Final profit rate will be fixed up as per weightage of the deposit products. 
After completion of annual closing and finalization of the auditing of bank’s accounts and approve the same by the Board of Directors/Competent Authority, final (remaining) profit/loss will be credited/ debited to the respective client’s account subject to adjustment with provisional profit rate given earlier.
[bookmark: _Toc31895061]3.2. Account Opening Procedures
The respective Account Opening Form (AOF) with Specimen Signature Card (SSC) shall be supplied to the customer that the applicant has to fill up and sign before the Account Opening Officer of the branch. Account opening form is prepared as per Bangladesh Bank guidelines vide their letter no AMLD-1(Policy)/2008-2324 dated:30/06/2008 which are enclosed herewith as Annexure-1, 2, 3, 4, 5 & 6.
The minor account is opened by submitting application form in the name of a minor jointly with his/her guardian. Guardian will operate the account until the minor attains majority. Two authorization size photographs of the guardian and the minor will be obtained and kept with AOF and SS Card.
The shareholder may suggest one or more people as his candidate(s) of the account. In case of more than one nominee, the share of each nominee should be stated. A passport size photograph along with signature of each nominee must be attested by account holder.
In such a case, in case of the passing of the record holder before the accomplishing development of the nominee(s), installment will be made to the lawful gatekeeper or to the nominee(s) on development. 
The contributor may assign another candidate dropping the past chosen one recorded as a hard copy. 
In case of the demise of the candidate during the existence time of the contributor and before the withdrawal of the record, the designation will be treated as dropped.
If require, they may refer the case to Head Office or may settle the case with the help of Bank’s Legal Adviser:
i)	Application of the nominee(s)/nominated guardian.
ii)	National ID Card/ Identification Certificate in favor of the nominee(s)/nominated guardian from the Chairman or Commissioner of local Municipality/Union Parishad. 
iii)	Duly attested Passport size photographs beside signature of nominee(s) or nominated guardian.
iv) Indemnity bond jointly executed by the nominee/nominee(s)/nominated guardian along side a valued client of the branch.
Nominee(s) shall be liable to the legal heir(s) for distribution of their respective shares as per Islamic Shariah. Suitable introduction must be obtained from a respectable person known to the bank. The introducer must be acceptable to the bank.
(a)	Introduction by contractual/temporary Staff (Other than officer) of the bank shall not be accepted.
(b)	Introduction from savings account holder shall not be accepted for a new current account holder unless the introducer maintains account for a long time and keeps a good average balance or that such an account holder is personally known to an officer or manager of the branch.
 (c)	The signature of the introducer shall be verified by the account opening officer. 
(d)	“Signature verified” stamp shall be affixed near the signature of the introducer and signed by the account opening officer, Deposit Department.
Two passport size photographs, Promisingly attested by the introducer of the account or a responsible Officer of the bank must be obtained. One photograph will be pasted on the account opening form and the other on the specimen signature card.
Instructions of the account holder, if any, regarding the operation of account should be noted on the respective AOF and SS card. SS on the letter of instructions of the account holder must be verified by the officer concerned of deposit department.
After proper routinization of AOF and SS card with relevant paper and on completion of the required formalities, the concerned officer will enter the particulars in the Account Opening Register and allot an account number to the new account. 
Thereafter the officer concerned shall supply Deposit slip and request him to fill in, sign and deposit cash at the cash receiving counter.
The AOF along with SS card shall be sent to Computer Operator for entry in the respective computer file. After entering the particulars of the AOF, the computer operator will also enter the account number generated by computer in the AOF, SS Card and affix the seal “POSTED” with his/her initial over it and return the AOF, SS card and computer generated hard copy to the concerned officer for verification, confirmation and record. As at the close of every day’s transaction, a hard copy of each account must be given to the officer-in-charge.
A letter of thanks shall be sent to the account holder and introducer of the account by registered AD Post/Courier in order to verify the correctness of information/address mentioned in the AOF. If the thanks letter is returned to the office it may or may not indicate that address mentioned in AOF is wrong. In such cases account opening officer should make physical verification of the account opener’s address to avoid fraud and forgery. The office copy of thanks letter shall be preserved with the AOF.
All types of new account opened during the day shall be personally checked by the Manager and in case of large branches by the Officer In-charge, General Banking Department as at the close of business of each day.
[bookmark: _Toc31895062]3.3 DOCUMENTATION
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Proprietary Concern:
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Partnership Firm:
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School/College/University/Education Institution:
[image: ]
Government Office Account:
1.Account opening form duly filled in and signed by the authorized operators (Government Official).
2.Specimen Signature Card.
3.Two copies of photographs of each of the operators.
4.Government order/decision to open the account.
5.Drawing and disbursing authority of the officials to open and operate the account.
6.The account shall be in the official designation of the operator(s) (government officials) and not in the personal name of any official.
7.In case of change of authorized officer, the outgoing officer shall attest/certify the photograph and signature of the incoming officer.
8.Change of incumbency must be obtained. 

Account of Trustees:
1.Account opening form duly filled in and signed by the customer.
2.Specimen Signature Card.
3.Two copies of photographs of each of the operators.
4.Attested copy of trust deed.
5.Whether power given to any particular member(s) to sign, if not, all trustees must sign.
6.Whether power given to the trustees to delegate their authority to anyone or more of themselves or to the 3rd parties, if not, no delegation shall be permitted.

Account of Official Liquidator:
1.Account opening form duly filled in and signed by the customer.
2.Specimen Signature Card.
3.Two copies of photographs of every of the operators.
4.Courts order appointing official liquidator after completing of the general public Ltd. declared liquidated.
5.The Manager will scrutinize the terms and conditions of order of the court.
6.When quite one official liquidators appointed, they can not delegate their powers to 3rd party.
7.The appointment letter of official liquidator must indicate how the checking account are operated.
8.Certified copy of the court’s order appointing the official liquidator should be attached with the account opening form.
9.Head office approval for opening Liquidators account.
10.In case of over one liquidator, the account shall not be allowed to be operated on, by but two liquidators, unless so empowered at the time of their appointment.
[bookmark: _Toc31895063]3.4 Cheque Book
The branch will submit requisition for stock of cheque book to the concerned department of Head Office. Head Office will supply the desired quantity of cheque book. The branch, on receipt of cheque books, will record the particulars within the Security Stock Register and while recording the cheque books will count leaves of every cheque book, prefix and series number invariably.
Separate folios shall be opened within the register for every kind of cheque book. Separate folios shall be alloted for Al- Wadiah accounting cheque books of 25, 50 and 100 leaves and entered within the register. Similarly,Mudarabah bank account of cheque books of 10 leaves each shall be entered within the respective folios of the register.
(i) For current consumption of the deposit department, required quantity of cheque books shall be taken out from the most stock after entry within the register.
(ii) Those cheque books shall be handed over to the officer-in-charge of the department with the acknowledgement within the relative column of the register. 
Issuance of a new cheque book
[image: ]
 (b)	If any defect/inadequacy is observed, the computer operator will write the same in the respective requisition slip and forward it to the concerned officer to decide whether a new cheque book should be issued to the customer or not.
All subsequent cheque books shall be issued as per requisition slip extracted from the previous cheque book of the account holder.
When an account is transferred to dormant ledger, issuance of fresh cheque book shall be subject to the following conditions:
(i) The account holder shall be required to be identified by another account holder known to the bank.
(ii) The branch manager should be satisfied about the applicant.
(iii) The account holder(s) should up-to-date the account providing all kinds of information & necessary papers/documents as required by the bank.
The customer shall inform the matter to the bank in writing. New requisition slip is to be filled in and signed by the customer and a new cheque book may be issued following the issuance procedure of cheque book.
In the event of loss of cheque book, fresh cheque book may be issued on the written request of the account holder(s) after obtaining an Indemnity Bond from the account holder(s).
Processing of cheque book:
The cheque book shall be processed in the following way----
i. The name and also the account number of the customer shall be written within the Cheque Book Issue Register against the actual cheque book series.
(ii) The name of the customer shall be written on the quilt page of the cheque book and also the requisition slip. The account number should be written on each leaf of the cheque book.
Delivery of cheque book:
(i)	If a cheque book is to be delivered to the bearer, his/her signature must be attested by the account holder on the requisition slip or on the letter of authority.
(ii)	Acknowledgement of the bearer shall be obtained in the relative column of the cheque book issued register.
(iii)	In case of delivery to the bearer, the customer’s acknowledgement of receipt of cheque book shall be obtained by sending him a letter.
On receipt of acknowledgement letter from the customer, his/her signature on Acknowledgement Due(A/D) shall be verified with his/her specimen signature and shall be kept inside the strong room under the supervision of an authorized official.
Recoding of cheque series:
After issue of a cheque book, the requisition containing cheque series shall be sent to the computer operator for posting the cheque series. After recording, the computer operator shall affix ‘posted’ seal and initial over it. And the slips shall than be released.      
Filing and safekeeping of requisition slip:
The cheque requisition slips shall be kept in a separate file chronologically or with daily AWC/MSD Account vouchers which shall be kept in the custody of the deposit in- charge for future reference.
Safe keeping of cheque book:
At the close of banking hour, the security box containing the cheque books shall be kept in safe place or in steel Al-mariahovernight.

3.5Transfer of accounts and transfer procedure:
Accounts may be transferred from one branch to a different , freed from charge. the subsequent procedures should be followed during this regard:
Upon receipt of the written request from the account holder along side unused cheque leaves (if any), calculated product so arrived up-to the tip of the preceding month is also transferred and shut the account within the Account ledger/Computer, the last entry within the Computer being “withdrawn Tk…………by transfer of the account to …………..Branch”. the pc sheet are signed under this entry by authorized supervising official and forwarded along with the relative account opening form, specimen signature card, product sheet etc. and an Inter-Branch Credit Advice for the number of the balance to the branch to which the account is transferred.
3.6 Closing accounts and unused cheques returns
When the account holders will close their accounts, the concerned officer shall retreat to all un-used cheque leaves and cheque books requisition slips from the account holders.
All un-used cheque leaves alongwith the applying of account closing shell be sent to the pc operator to record. The un-used cheque leaves shall be destroyed by the cheque issuing officer.
The number/series of un-used cheques shall be recorded in account closed register and on the AOF.
The Bank reserves the proper to shut , without previous notice, an account which, in its opinion, isn't being operated properly or for the other reason without being certain to disclose the explanation to the account-holder. An account holder wishing to shut his account must apply in writing and can surrender his unused cheque leaves. This balance will then be paid to the account holder by cheque/for the available balance with accrued profit, if any, after deducting account closing charge.
Information of death of the account holder(s), insolvency or insanity of a constituent precludes the bank from paying further cheques on his account even supposing these are dated before his death, insolvency or insanity. If the data is reliable, the very fact should be recorded within the computer with the date and therefore the source of data .just in case of doubt caution should be noted and immediate enquiries may be made to determine correct position.
Disbursement without succession certificate is also made by officer of various ranks up to a definite limit as per delegation given by Head Office.
Deceased Account:
For releasing the balance from deceased account Head Office approval is required. The concerned branch must ensure the genuineness of the beneficiary/legal heirs of the deceased and obtain the following papers:
(i)Application of the legal heirs of the deceased.
(ii)Succession certificate (for amount exceeding Tk.10,000/-)
(iii)Death certificate.
(iv)Up/Paurashava Chairman/Ward Commissioner’s certificate.
(v)Credit balance certificate of the deceased account given by the branch.
(vi)	Liability position of the deceased duly certified by the managers and officer under their joint signatures with AS (authorized Signatory) number.
(vii)Letter of authority or power of attorney is to be obtained in case of withdrawal of one heir’s balance by another heir.
(viii)	In case of withdrawal of the share money of a minor, a legal guardianship certificate from the court is to be obtained. And an indemnity bond on non-judicial stamp paper shall have to be obtained from the guardian.
(ix)An executor appointed by the legal heirs shall also be able to withdraw the money of minor without succession certificate.   
In the event of death of the individual, all operations in his account shall be stopped forthwith. Necessary instruction needs to be inserted in the computer. Payment in the deceased account will be made as per instructions given in AOF and in absence of any instruction in AOF payment will be made as per succession certificate issued by competent court.
3.7 Remittance
Inland remittance
Inland Remittance: Banks make inland transfers on behalf of their customers by demand drafts, mail transfer and telegraphic/telephonic transfers.
The parties to a remittance are as under:
Scrutiny of the Bills
a) Remitter- Sender of the funds.
b) Drawer- Issuing branch.
c) Drawee- Paying branch. 
d) Payee or beneficiary- Person to whom fund is transferred.
			
Demand draft
Steps for issuance of demand draft
The following steps should be taken to issue Demand Draft against Cash Deposit.
Issuance of demand draft against cash:
a)The customer fills within the D.D. form which is additionally a credit voucher for “Bills payable A/C. D.D. issued”.
b)Commission at the prescribed rate is figured out and written within the appropriate column of the shape .
c)Cash at the side of the applying Form/Voucher is deposited at the cash counter.
d)A Cost Memo is issued, if asked for by the customer.
f)Tested telegraph is sent to branch for drafts of Tk.50,000/- and above. Tested telegram is also sent, if one person purchases more than one draft on the same branch aggregating Tk.50,000/- and above.
g)Vouchers to be passed are as under:
Dr. Cash
Cr. Bills payable A/C D.D. Issued.
Cr. Income A/Cs commission on remittance.
o)Vouchers are sent to the Accounts Department.

Issuance of draft against cheque:
a) Cheque issued by the party may or might not include commission. If the cheque includes commission and charges the subsequent vouchers are passed:
Dr. Party’s Account (cheques)
Cr. Bills payable account D.D. issued D.D. form .
Cr. Income Accounts commission.
b)If the cheque doesn't include commission the vouchers to be passed are:
Dr. Party’s account (cheque)
Cr. Bills payable account D.D. issued
Dr. Cash (amount of commission)
Cr. Income accounts commission on remittance.
c)The procedure for issuance of draft as explained earlier are applicable.

Issuance of d.d. against letter of instruction:
a)Signature on the letter of request is verified and if its fount in order, the following entries are passed:
Dr. Party’s Account (for D.D. and commission)
Cr. Bills payable account D.D. issued (D.D. Application Form).
Cr. Income Accounts commission on remittance.
b)The letter is attached with the debit vouchers.
c)Procedure as explained earlier is to be followed for issuance of draft.
Issuance of duplicate draft:
a)On receipt of an application from the purchaser for issuance of a reproduction D.D. against the lost one, his signature on the applying is verified from the first application.
b)The drawee branch is informed of the loss of draft and is requested to verify if an equivalent has been paid and, if not paid to exercise caution against fraudulent encashment. The Telegram/Telex charges if incurred are recovered from him.
c)On receipt of confirmation from the drawee branch that the draft continues to be outstanding in their books which caution has been exercised by them, a reproduction draft is issued to the acquisition after obtaining an Indemnity Bond.
d)The draft is issued marked “Duplicate” in loss , without altering the printed number and repeating the first serial number.
e)A note to the present effect is formed on the initial form and also the drafts issue registers.
f)Drawee branch is advised to the issuance of the duplicate draft.
g)The Indemnity Bond is filed and kept in Indemnity Bonds for duplicate instruments issued file”.
h)Following note in red ink is made on the duplicate receipt under the full signature of the two authorized Officers.
“DUPLICATE RECEIPT ISSUED IN LIEW OF ORIGINAL RECEIPT PRINTED NO. ................ SERIAL NO. .......... DATED .............REPORTED LOST”.
i)For issuance of duplicate D.D. Head Office approval is required.
j)If the original D.D. is found after issuance of the duplicate the original one is cancelled prominently on its face by the Officer.
k)Cancellation charge should be realized from the customer as per our schedule of charges.
i)Payment of open demand draft:
Introduction from issuing branch: Identification of payee is required at the time of payment of draft since it's always an ‘order’ instrument. When the purchaser of a draft is unknown and need identification at the drawee branch, he may desire to own a letter of introduction by the issuing branch. In such event, letter of instruction could also be given subject to observance of the subsequent procedures:
Purchaser & the payee should be identical: The purchaser and also the payee of the draft should be the same as recorded within the D.D. form .
Signature is attested by attorneys: The introduction letter should be prepared in triplicate. It should contain full particulars of the draft and specimen signature duly attested by two attorneys.
Original should be sent: The original copy of the letter should be sent to the drawee branch direct under sealed cover.
Triplicate is office copy: The duplicate copy of the introduction letter bearing the signature of the payee is handed over to the purchaser in a sealed cover for producing the same to the drawee branch for his identification. The triplicate copy serves purpose of office record.
On receipt of letter of introduction by the drawee branch, they will verify the payee’s signature on the letter. Thereafter the draft should be posted & cancelled and the draft is sent to cash counter for payment.
ii) Payment of crossed draft:
Crossed Draft is paid through an account: Under N.I. Act crossed draft can not be paid in cash, except to a banker, who collects a similar for credit to his customer’s account. Such D. Ds should be credited to payee’s account within the drawee branch or should be presented either in clearing/local bills for collection by a bank or for cash payment with a memo of request where there's no financial organization. The paying banker in such case should examine the discharge of the collecting banker and payment could also be made on being fully satisfied.
Draft crossed “A/C Payee” “Payee’s A/C only” “Not Transferable”:If a requirement draft is crossed “A/C Payee” “Payee’s A/C only” or “Not Transferable” shall not be transferred to any account aside from payee.
Draft Crossed by only two parallel liner or “& Co.” between the line:If a requirement draft is crossed by only two parallel line or “& Co.” between the parallel line shall be transferred and picked up to subsequent holder’s account after giving proper endorsement by the payee or his agent.
Revalidation of demand draft
Validity period of draft: The purchaser of a draft may approach the issuing branch for its revalidation if it's over 6 (six) months old issuing branch may extend the validity period of a draft by printing/affixing seal on the draft.
Examination in of draft: It must be ensuring that there's no alteration within the draft.
Requesting letter: The letter of request for revalidation should be under the signature of the purchaser and also the same should be duly verified by a political candidate.
Compare with draft issue register: All particulars of the draft should be compared from the draft issued register. it's to be ensured that no duplicate draft has been issued. Revalidation particulars of the draft should be noted within the register.
Affix the rubber stamp: A rubber stamp reading “Revalidation on ...........”should be affixed on the draft under the signature of two authorized officials.
Drawee branch should be intimated: The drawee branch should be intimated about the revalidation of the draft. A note to the current effect within the remark’s column against the relative entry within the draft payable register should be made at the drawee branch.
Payment of touch after expiry date: The Manager has the choice to pay the proceeds of the draft of a little amount within the name of any organization even after draft validity period is over.
Cancellation of demand draft
The purchaser may request to cancel the draft purchased by him and invite refund of cash. For cancellation of a draft the subsequent points should be considered.
Signature should be verified : On receipt of application beside the demand draft for its cancellation, the signature of the applicant is verified from the initial form and also the genuineness of the draft is examined.
No duplicate is issued: Before the draft is cancelled it's to be ascertained that no duplicate draft has been issued.
D.Ds in favor of organization needs payee’s consent: If the draft is in favor of a Company, semi-government body or government official, consent of the payee in writing essential.
For cancellation of draft the following entries are to be passed:
i)Payment is made through Account:
Dr. Bills payable account D.D. issued (full D.D. value)
Cr. Party’s Account.
Cr. Income Account miscellaneous (cancellation charge as per schedule of charges).
ii)Payment is made through pay slip:
Dr. Bills payable account D.D. issued (full D.D. value)
Cr. Bills payable account pay slip issued
Cr. Income Account miscellaneous (cancellation charge as per schedule of charges).
iii)Payment is made by cash:
Dr. Bills payable account D.D. issued (full D.D. value)
Cr. Cash (full D.D. value).
Cancellation charge as per schedule of charges shall be realised in cash through the simple credit voucher.

Telegraphic transfer
For issuing branch
Transfer of fund on the request of the client through telegram or other electronic media is termed Telegraphic Transfer (T.T). The purchaser should sign and submit T.T Application on our prescribed form.
The following points on the applying form should invariably be checked.
Branch & Test key arrangement: That we've got a branch at the receiving end of the T.T and also the said branch has Test-key arrangement with the issuing branch.
Full Name, A/C Number/ Full Address of the payee: Full name, address and account number should be mentioned within the text of the T.T. Such particulars are required to confirm compliance of the under noted instructions:
“Credit his A/C” or
“Advise and Pay”.
Commission on T. T :T. T Commission and Telegram charges should be realized from the purchaser. the entire amount is also paid in cash or tendered by a cheque/under letter of instruction if he's a customer of the branch. The customer might also pay the quantity by cheque and commission and telegram charges by cash. If the cheque includes commission, charges the subsequent entries are to be passed:
Dr. Party A/C (by cheque)
Cr. IBTA-concerned branch for T.T amount.
Cr. Income A/C commission on remittance.
Cr. Income A/C Telex/Telegram charges.
If the cheque doesn't include commission, Telex/Telegram charges, the subsequent entries are passed:
Dr. Party A/C (A/Cs ...........)/Cash
Cr. Income A/C commission on remittance.
Cr. Income A/C Telex/Telegram charges.
If the quantity of T.T including other charges is deposited by cash, the entries to be passed are:
Dr. Cash
Cr. IBTA-concerned branch(Application Form treated is).
Cr. Income A/C commission on remittance.
When A/C holder & T.T purchaser is same :In case of amount tendered by cheque, drawer & purchaser of T.T should be same person, viz. signature on cheque and application should tally. Such cheque should be in favor of Bank.
Issue of Cost Memo:A cost memo for the T.T is to be prepared and delivered by the Officer under his signature, which has T.T commission and Telegram charges.
Posting in T.T Issue Register: T. T Issued Register is maintained for issuing Telegraphic Transfer.
T.T number is written: T. T number is written on the voucher and therefore the voucher along side the register is distributed to the in-charge for signature.
Prepare T.T message :The Officer concerned shall make sure that the T.T message contains amount, name of the beneficiary, instructions regarding mode of payment and place of payment.
Application of Test: Test should be correctly applied by the concerned Officers.
Transmission by Phone/ Telex:T. T message is also transmitted over phone just in case of valued clients of the Bank. Branches may transmit T.T message through Telex/other secured electronic media.
T.T Transmitted through Telegram: A T.T message may also be sent to Telegraph Office. The officer entrusted with the job should prepare a telegram confirmation copy in duplicate. Original should be sent to drawee branch and the copy should be filed for office record. 
Procedure to be followed by paying branch
Confirmation of T.T message: On receipt of T.T message the concerned Officer has to confirm its correctness applying test number.
Preparation of voucher: After getting confirmation of T.T the concerned Officer will pass the following entries:
Dr. IBA (concerned branch)
Cr. Party A/C.
Posting of voucher in T.T payable register:	The T.T voucher should be posted in the T.T payable register on the page meant for the issuing branch.
In case of “Advice & Pay” instruction: In case of T.T message received for advising and payment, a pay order is to be issued in favor of payee which may be sent to the payee through special messengers.
When Test Number does not agree	: If the test number of the T.T does not agree with the message received, the payment of the T.T should not be made. Correct test number should be collected from the issuing branch through Telegram/Telephone/Telex promptly.

Cancellation of t.t.
Whenever a T.T message has been duly transmitted payment thereof cannot be stopped, whether or not the number is paid to the beneficiary.
However, the applicant of a T.T may request for stopping payment of the T.T and kindle refund of the number as long as the message has not been transmitted.
In such cases, care must be taken to ascertain that entries made in books/registers further because the relative vouchers are cancelled immediately.
Safe custody of test key tables
Safe keeping of Test Keys: The test Key table is distributed to the Manager/In-charge and therefore the Second Officer of the branch by name separately. Each of them is independent. The safe keeping and handling of the tables shall be separate. The test keys must not be exposed to a person and may be kept secured under lock and key within the personal cabinet. it's to be brought out just for use and immediately after use it should be locked within the cabinet. The said cabinet should remain under lock and key of the concerned custodian.
Charge Register should be maintained: Charge register should be maintained by the Officers holding test keys at the branch and test key should be entered properly in the register. An acknowledgement of receipt of test key tables should be sent to Test Key Department, Head Office. Strict secrecy must be maintained in its use, handling and safekeeping.

Payment procedure of SDR
It should be to the beneficiary: It should be paid to the beneficiary after proper identification or it should be credited to his account.
It isn't transferable: It is not transferable. So, it should be paid or collected in favor of payee or purchaser only.
Applicant will get payment: Where the beneficiary organization/officer returns SDR to its purchaser an equivalent must be discharged for refund of cash to the purchaser.
Bank won't examine the discharge of beneficiary: The bank won't be required to look at the genuineness or otherwise of the beneficiary’s discharge on the protection receipt unless the beneficiary has furnished to the bank his specimen signature duly attested by a certified officer of the bank.
Collection procedure: If the beneficiary requires payment of the protection Receipt, he must present it through his banker duly discharged on impression of appropriate value. the subsequent entries shall be passed at the time of payment:
Dr. Security Deposit Receipt Account.
Cr. Cash/Bills Payable Account Pay Slip Issued.
Issue of duplicate SDR
Application for cancellation: An application from the purchaser, nothing loss of SDR stating date and circumstances of loss of the instruments is required.
Verification of signature: The signature of the purchaser, on the applying shall be verified from the signature on the initial form.
Mark caution: Caution should be marked within the register in sum as under “CAUTION NOTED RECEIPT LOST”.
Confirmation of the beneficiary: A confirmatory letter from the beneficiary stating that the beneficiary has no claim on that. Head Office approval is to be obtained to issue a replica SDR.
Filing:The letter received from the purchaser and also the payee should be filed with the first application cum-voucher. No voucher is required for issue of duplicate SDR.

Pay order
Definition: A compensation request could be a composed request, gave by a region of a bank, to pay a particular whole of money to a selected individual or a bank.
Drawer and Drawee are an equivalent branch:A pay order is issued and paid by an equivalent branch of a bank and intrinsically, the drawer and drawee are a similar.
Purchaser may or might not be a customer: The person or the organization in whose favor it's issued is that the payee or the beneficiary.
Submission of application by customer: The purchaser should fill in, sign and submit the Pay Order form. Our commission for pay order should be covered from the purchaser.
Pay Order may be sold against cash or cheque. The vouchers are –
Dr. Cash/Cheque
Cr. Income account commission on remittance
Cr. Bills payable account Pay Order issued
Pay Order in three parts: A Pay Order is divided into three parts viz. the actual pay order, the second counterfoil to be retained by the payee and the first counterfoil to be retained by the issuing branch as record.
Purpose of pay order
Pay Order could be a guarantee to pay to its payee: The purpose of a pay order is to effect transfer of fund from one hand to a different. Generally, payment orders are issued for creating payment by the bank in settlement of bills. Such purpose is also as under:
Pay Order is issued for clearing settlement: A Pay Order could also be issued to effect payment on bank’s own account by one bank to a different bank in settlement of cheques returned within the financial institution.
Used to pay Tax, House Rent etc.:It is also issued by the in payment of its other dues like taxation, house rent etc.
A pay order can also be sold to purchaser who desires to shop for an equivalent in payment of earnest and other dues to government agencies, autonomous bodies, companies, local authorities etc. for business and other dealings.
Payment procedure of pay order
Payable to payee or beneficiary:It should be paid to the payee or beneficiary after proper identification or it may be credited to his account.
It is transferable:A pay order is transferable, subject to proper discharge on its back.
It is a quasi-negotiable instrument:	Pay Order is a quasi-negotiable instrument. So, the transferee will not get better title than the transferors.
Collecting bank’s endorsement required:If presented by some other branch or bank, the pay order should bear discharge of the payee and the collecting branch or bank should confirm the discharge and also certify, “Payees Account Credited”.
Register should be marked: Before marking payment the of signature of issuing Officers should be verified and the date of payment should be marked in the register.
Issue of duplicate pay order
Application of the Purchaser	:For issuance of duplicate Pay Order in lieu of original the purchaser should give a letter to the effect that the original Pay Order has not been delivered to the payee or if delivered, it has been lost from his possession and that the original one shall be surrendered to the bank if found subsequently. Signature of the applicant shall be verified.
Obtain confirmation letter from beneficiary: 
· Formalities for issuance of duplicate: 
· No voucher requires: 
· Charge for issuance of duplicate: 
· Head Office approval is to be obtained: 
Cancellation and revalidation
Application shall be received: If the purchaser requests for cancellation of the Pay Order after its issue, it can be done after obtaining a written request from him and verifying his signature on the letter. In this case the purchaser has to submit two parts of the P.O (main part and purchaser’s part) along with the application.
Payee should be released: Before making refund by cancellation, bank should ask for the beneficiary’s consent. In this case the payee’s discharge such as “Refunded” or “Released” by putting his signature.
If the purchaser is an exceptionally valued customer a pay order may be cancelled as a very special case, without the written consent from the payee subject submission of indemnity by the purchaser.
Payment of pay order of small amount:The Manager may to pay the proceeds of a pay order of small amount in the name of organization even after its validity period is over.
Account of cancellation:After cancellation of pay order the following entries shall be passed:
Dr. Bills payable P.O. issued
Cr. Cash/Party Account/Bills payable P.S. issued.
Cancellation of duplicate pay order	:Duplicate pay order can be cancelled after its proper released by the payee.
Collection of pay order:If a pay order is collected on behalf of payee the collecting bank should affix the endorsement “Payee Account credited or will be credited”.
Pay slip
The following steps are required to be taken for issuance of Pay Slip:
i)The concerned department will prepare vouchers to meet its payment obligation.
ii)Remittance Department will receive the vouchers duly signed by the Officers concerned.
iii)Prepare Pay Slip and make entry in Pay Slip Issued Register.
iv)It should be jointly signed by the Remittance In-charge and Manager/Second Officer.
v)The Pay Slip is delivered to the payee who should acknowledge receipt.
It should be paid to the payee only: It is payable to the payee only on proper identification or credited to his account when presented duly discharged by him on revenue stamp of required value.
N.I. Act is not applicable: It is not a negotiable instrument and as such the provisions N.I. Act are not applicable in the case of a Pay Slip.

Issue or duplicate pay slip
Submission of application: A duplicate pay slip may be issued to the payee on his written request stating that the pay slip issued to him has been lost from his possession and that he has not received payment
Verification of Signature: His signature should be verified from the signature appearing on the relative bill. The particulars of issuing duplicate Pay Slip should be noted in the pay slip issued register and on the relative counterfoil.
Head Office approval not required:	For issuance of Duplicate pay slip no Head Office approval is required.

Responsibilities of remittance in charge
He Will:
a)Hold the codebook, test key and test tables and keep them in security box under lock and key during office hours and keep them in the safe overnight.
b)Code and decode outward and inward telex/telegram, and apply and check the test.
c)Remain responsible for the safe custody of security stationery of his department.
d)Check and sign the instruments, vouchers, advice, telex/telegrams and confirmations thereof.
e)Check and sign the books maintained in the department.
f)Supervise the balancing and check and sign the balance books.
g)Remain responsible for correspondence and for submission of statements relating to the department.

3.8 Profit Rates of FSIBL on Different Deposits
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3.9 Deposit Growth of FSIBL
The total deposit of the bank was Tk. 166,851.17 million on 31st December 2014 as against Tk.140,980.569 million at 31st December 2013 recording a growth of 18.35% of which Tk.12,957.99 million was bank deposit and Tk. 153,893.18 million was general deposit. The planned strategy at once is to uphold the capacity in deposit with maximum efficiency at a similar time of maintaining good aggressive return rates and minimizing the value of funds to substantiate a far better spread with a mean return on investment. The mixed deposit of the bank on December, 2014, 2014 was as follows: 
\
Figure-2: Deposit Growth (In million Taka)
3.10 Deposit Mix of FSIBL
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The deposit mix (%) of FSIBL is as follows:








Figure-3: Deposit Mix (In percent)

Chapter Four: Findings, Recommendation and Conclusion

[bookmark: _Toc31895064]4.1 Problems of General Banking Activities
As the general banking activities mainly affect the mass people, it's totally difficult to verify compliance and pure banking environment. But Standard bank limited is within the extent high for providing the best customer service because it aspires to be the foremost admired establishment within the country, recognized as a dynamic, innovative and client focused company offering in array of product and services within the planning for excellence and to cater a formidable measure. Nevertheless, it's facing some problems in performing general banking activities, variety of which are listed below:
I.	Terms and conditions
In case of account opening, terms and conditions are printed on the rear of the account opening form. If it's so, applicants open their account being fully unaware of identical.
II.	Problems of deposit money for the people
1. Problem for requiring documents
1. Unconsciousness to renew trade license
1. Problems in personal relationship
1. Concentrated service
1. Misuse of office time
1. Failure of depositing installment in time
1. Problem of resection
No restriction for other officers of the branch to access to the cash counter.
1. Problem in monitoring transaction profile regularly
1. Problem in identification
l) Problem for delaying of cheque delivery.
[bookmark: _Toc31895065]4.2 Findings of the Study
During my internship period at First Security Islami Bank Limited I have observed the system following by the bank. By observing the system, I have identified some problem of First Security Islami Bank Limited. 
The findings are as follows:
1. Maximum accounts holder is savings account. Almost more than 35%.
1. Cash procedure for collection and deposit are lengthy.
1. Clearing sections activities are time consuming.
1. FSIBL distribute loans without sufficient security in some cases. This is violation of the Bangladesh bank order.
1. FSIBL has a significant role in long term project financing in both service and industrial sectors.
1. FSIBL does not keep enough provisions against classified loans and advances.
1. The return on loan and advances is 8.47% which was 7.58%.
[bookmark: _Toc31895066]4.3 Recommendations
Though conducting this study, I have acquired some practical knowledge about banking system and other relevant matters. Now I would like to provide some recommendation, which may be helpful to promote the performance of First Security Islami Bank Ltd.
Some recommendations are given below:
I. Some special measures to be taken for improving general banking activities which are improve capacity building in respect of professional knowledge and skill through training and practice.
II. If the general banking system is computerized then the FSIBL satisfy the customer by providing fast service.
III. The general banking activities of FSIBL should be up-dated compare with the other bank.
IV. The general banking process of FSIBL should be fast, easy to understand and customer oriented.
V.FSIBL needs to increase ATM boots at different places for customer satisfaction.
VI. The bank should decrease the loan section time.
VII.FSIBL should develop automated service for information and balance enquiry system.
VIII.FSIBL should have strong monitoring squad for customer service.
IX.FSIBL clearing should be properly online. Credit card should be available for the general customer.
1. The higher management should be more effective about the employees, to take right strategy, right decision making.
XI. The cheque’s design is poor. The good-looking cheque design can motivate the 	customer.
[bookmark: _Toc31895067]4.4 Conclusion
It was great pleasure on behalf of me to try and do my internship program in an esteemed organization like FSIBL. Though my practical exposure in FSIBL, POSTAGOLA Branch for just three months, it provides me a good range of scope to look at the factions of bank through the cordial assistance of its employers. I had the scope to target overall industry. Honorable Manager Madam helps me as his limit. He explained the trail of a successful banker by practically and theoretically. Maintaining an efficient communication system within the hierarchy may be highly appreciated in terms of efficiency. Each official should be valued and treated as a neighborhood of the bank and that they must have the privilege to devote themselves for the betterment of services of the bank. I hope, in spite of my all limitations, this experience of sharing work is with such working environment will help me a lot in professional life.
So finally it may be said that each organization has its positive still as negatives and just in case of First Security Islami Bank Bangladesh Limited existence of the later one is a smaller amount than the sooner one and because the management is decided to achieve the pick of success it seems that in near future the negatives are going to be eliminated. Eleven years may be a very short span of your time and also the organization, which might establish itself joined of the foremost reputed private banking company within the country within this short period deserves special credit and with their able leaders First Security Islami Bank will reach the best level of success very shortly. I wish the bank all success prosperity in their field.
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ndeavors for extension of our exercises reception and abroad

v adding new measurements fo
our financial administrations are being procceded with unabated. Nearby, we are additionally

placing most elevated need in guaranteeing straightforwardness, responsibility improved
Customer base assistance evenas to our duty to serve the overall public, which we want to draw:
nearerand closer to the individuals everything beingequal. Winning an everlasting seat within
the hearts of the individuals a minding partner in elevating the national value through consistent
up degree and jumper FSIBL Location of our demographic administrations in accordance with
national and global prerequisites is that the ideal objective we'd like to achieve.

2.4 Function of FSIBL

The functions of First Security Islami Bank Limited are as under:
e

To maintain all types of deposit accounts.
To make investment.

To conduct foreign exchange business.
To extend other banking services.

To conduct social welfare activities through First Security Islami
BankFoundation.
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To conduct social welfare activities through First Security Islami Bank Foundation.

2.8Corporate Information

Name of the Company: First Security Islami Bank Ltd.

Chairman

Mohammad SafulAlzm

Vice Chairman

“Alhai Mohammad Abdul Malequg

‘Managing Director

AAM Zakaria

Company Secretary (Current in Charge)

‘Abdul Hannan Khan

Legal Status

Public Limited Company

Date of Incorporation

29 August1999

Date of Commencement of Business

29 August 1999

Date of Permission from Bangladesh Bank

22 September 1999

Date of Opening of First Branch

25 October 1999

Registered Office

Block 1/A, Road-8, Gulshan-1, Dhaka 1212

Line of Business

Banking

Authorized Capital

Tk3.600 Lac

Paid up Capital

Tk2.300 Lac

Date of consent of IPO

04 June 2008

2.9Management System of FSIBL
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First strength s that it's a Shariah based bank.

By now, it's establikhed an integral, customer relationship with its clients.
's prominent saving scheme named DPS for a set or lower income group of
individuals of this society.

iv. Sound profitability growth and high assets. Experienced management team.
v. Wide market share and stable source of fund.

Weakness

1. Traditional network system and lack of full-scale automation.
Poor marketing of investment products.

i, Lack of required information specifically on SME.

iy, FSIBL Bank Ltd. doesn't have a personal marketing department.
and among conservatism rule this sector.

xy. FSIBL Bank Ltd. doesn't use the share mode of investment.
Opportunity

Scope of penetration through diversified investment products.
Increasing awareness of Islamic banking among the clients.
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Traditional network system and lack of full-scale automation.
Poor marketing of investment products.

i, Lack of required information specifically on SME.

iy, FSIBL Bank Ltd. doesn't have a personal marketing department.
and among conservatism rule this sector.

¥, ESIBL Bank Ltd. doesn't use the share mode of investment.

‘Opportuni

i. Scope of penetration through diversified investment products.

Increasing awareness of Islamic banking among the clients.
jii. Scope develops new committed entreprencurs.

it

iv. Service charges in other banks are comparatively over FSIBL Bank Ltd.
Bank introduce Islamic card, which could be a first time in Bangladesh.
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tion specifically on SME.
FSIBL Bank Ltd. doesn't have a personal marketing department.
and among conservatism rule this sector.

v. ESIBL Bank Ltd. doesn't use the share mode of investment.

‘Opportunity

#

Increasing awareness of Islamic banking among the clients.

i. Scope of penetration through diversified investment products.
ii

iii. Scope develops new committed entrepreneurs.

i

Service charges in other banks are comparatively over FSIBL Bank Ltd.
vi. Bank introduce Islamic card, which could be a first time in Bangladesh.
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cope of penetration through diversified investment products.

ncreasing awareness of Islamic banking among the clients.

Scope develops new committed entrepreneurs.
iv. Service charges in other banks are comparatively over FSIBL Bank Ltd.
vi. Bank introduce Islamic card, which could be a first time in Bangladesh.
Threats

i. thanks to the extreme competition, most of the competitor banks of FSIBL
BankLtd. are arising with new line ATM.

i, The competitor banks of FSIBL Bank Ltd. have more geographical coverage
than FSIBL Bank Ltd.
iii. State law defers with the Islamic Sharia.
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Paragraph 5

3.3DOCUMENTATION

The intending customer shall be required to submit the subsequent documents while
the opening of Account of —

Individual / Joint:

1) Account opening Form filled in and signed by the customer as instructed.

2) Specimen Signature Card.

3) Two copies of passport size photographs, duly attested by the introducer.

#) Transaction profile i.e. projected monthly and yearly turnover within the account.
) In case of joint account, instruction on operation of the account within the AOF.

Signature of both the persons should be obtained in AOF and S card.

6) Mandate or Authority Form if the customer wants to authorize another person to

control his account (in case of individual account).

Proprietary Concern:

1 Account opening Form duly filled in and signed by the customer.

2.Specimen Signature Card.

3.Two copies passport size photographs of the proprietor(s). duly attested by the
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6) Mandate or Authority Form if the customer wants to authorize another person to
control his account (in case of individual account).

Proprietary Concern:

1.Account opening Form duly filled in and signed by the customer.
2.Specimen Signature Card.

3.Tiwo copies passport size photographs of the proprietor(s), duly attested by the
introducer.

4. Transaction profile i.e. projected monthly and yearly turnover within the account.
5. KYC Profile Form duly signed by the account opener.

5.Duly attested copy of up to now trade license, issued by competent authority.

Original trade license needs to be shown and to be returned upon verification.

6,Seal of the proprictorship concern shall be affixed in appropriate place of AOF,
SS card ete.

Editing.
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Partnership Firm:

1.Account Opening Form duly filled in and signed by the customer.
2.Specimen Signature Card.

3.Two copies of passport size photographs of the account holders/operators duly attested
by the introducer

4.Transaction profile i.e. projected monthly and yearly turnover in the account.
5.KYC Profile Form duly signed by the account opener.
6.Duly attested copy of up to date trade license, issued by competent authority.

OQriginal trade licenseneeds to be shown and to be returned upon verification.
7.Certified copy of notarized! registered partnership deed.

8.Certified copy of the resolution authorizing opening and operation of account.

Scal of the partnership firm shall be affixed in appropriate places of AOF & SS, Card.

10,Signature of all partners should be obtained in partnership letter.

School/College/U /Education Instif
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5 Paragraph 5

10.Signature of all partners should be abtained in partnership letter.

School/College/University/Education Institution:

1. Account opening form duly filled in and signed by the customer.
2.Specimen Signature Card.

3.Two copies of passport size photographs of each of the operators, duly attested by
the introducer|

4. List of members of the duly approved managing committee.

Government Office Account:

1 Account opening form duly filled in and signed by the authorized operators (Government
Official).

2.Specimen Signature Card.
3.Two copies of photographs of each of the operators.
4.Government order/decision to open the account.

5.Drawing and disbursing authority of the officials to open and operate the account.
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Issuance of a new cheque book

For issuance of a cheque book, the account holder shall fill in and put register the chequ:

requisition slip. He will put his initials against every entry made within the cheques book
issued thgister.

(a) The cheque issuing officer shall send the requisition slip to computer section so as to
ascertain:

() The account numbers.
(i) The average balance maintained by the customer,

(iii) Previous cheque leaves are properly consumed

(i), The manner within which the account is operated.

(v) Payment of cheques wasn't frequently stopped.

(i)...Cheques aren't frequently returned for insufficiency of funds.

ii) It isn't a savings account, .
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The deposit mix of AIBL is consists on following products, they are:

Products Taka in Million

a) Al Wadia Current Account 1530402

) Mudaraba Savings Deposit 1750128

©) Other Mudaraba Deposit 99.14921

d) Mudaraba Term Deposit 33.50049

<) Bills Payable 1396.17

Total 166,851.17

2posit mix (%) of FSIBL is as follows:

products Taka in Million | % of Total

a) Cost Free deposit 1269737 761%

b) Low Cost Deposit 3964384 2376%

©) High Cost Deposit 114.509.96 68.63%

166,851.17 100.00%
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