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[bookmark: _Toc2181939]Letter of Transmittal
10th February,2019
Shakila Aziz
Assistant Professor
School of business & economics 
United International University

Mam,

I am pleased to submit the Internship Report as a partial fulfillment of BBA program. I give best effort to present this internship report on General banking activities of The City Bank Limited.
 I attempted my best to work earnestly to cover all viewpoints in regards to the issue. Viable introduction is exceptionally fundamental for introduction with this present reality working field. I have taken in a sound information and comprehend on the fundamental task of the bank. Through I confronted a few restrictions to set up the report because of lack of composed information, time confinement and little learning about keeping money segment, I have altogether delighted in setting up this temporary position report which has contributed fundamentally to my comprehension on the basics and significance down to my learning.
In any case, if any need any proposals, headings or suggestions for assist change of the report.
I will be committing to give advance clarification.
Obedient
Tanzia Hossain Zinia 
Id-111 141 145
BBA Program
School of Business and Economics
United International University
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[bookmark: _Toc2181941]Executive Summary

Internship program is one of the requirements for the students who are going to be graduated from the BBA program of United International University, I got the opportunity to do my internship from a host organization named ‘The City Bank Limited. City bank limited has its prosperous past, glorious present, prospective future. The timing of my internship period was three months. In the internship period I learned about the various services provided by the bank and the corporate culture of that organization. I have required by my supervisor to make a report on: General banking activities of The City Bank Limited. So during this time I learned that how to run an office. So at first we all know that Bangladesh bank is a central bank controlling all other banks currently operating in Bangladesh. Banking sector is a significant part of financial sector that includes 6 state-owned commercial banks, 39 domestic private commercial banks, 2 government-owned specialized banks, 9 foreign commercial banks. Banks have some rules and some code of ethics that they have to follow in their pursuit of profits. City bank has a very wide range of  services which are given to the customers that are opening account that are savings, current , deposit etc. then also debit or credit card, telephone banking, SME banking, mobile banking, loan, cash transaction etc. City bank is one of the oldest commercial bank it was established 27 March 1983. Its currently has 311 ATM booths. Present Chairman of this bank is  Mohammad Shoeb . In their 25th anniversary 2008 they changed their logo and image. This bank has well-established vision, mission and objectives. They have 5 values. They follow hierarchical organizational design, which means their decisions are taken by Chairman, Vice chairman. Board of Director etc. then these orders have to be followed by others. Basically they set a target that has to be fulfilled by others. They give services to the customers that are opening account, like savings, current deposit , FDR, Monthly deposit scheme etc. They give loans to the customers that are auto loan , personal loan home loan etc. Debit or credit card are another important services by the bank. SME loan is another type of service the organization is currently focusing on. Some customers like to  follow Islamic shariah rules for them they give services which called Manarah account in this services customers account are opening by following Islamic rules that called AL- wadiah. Through City touch they give online services for the customers and customers have to use their apps by that they can check their current account, savings account etc. 
So as an intern I found that in branch they mainly operate through various sections .Each of these sections headed by customer service manager mainly open accounts, FDR, Monthly deposit scheme, pay order, Cheque issue etc. But I noticed in this bank they required many documents and sometimes customer feel annoyed for these requirements. In card section they give debit or credit card. Another one is loan they want to give loan as much as they can, and last is cash transaction section here customer come for borrowing cash or to deposit cash. And at last I suggest some suggestions for this bank that are they can open account with the minimum possible information mandated by the prevailing laws. I also recommend a re-evaluation of the service scope of the bank along the necessary tangibles for the purpose of communication and aiding the service performance.




 
[bookmark: _Toc2181942]Introduction:

Banks are store house of savings. Banks are financial institution where collect deposits from customers, give loans at interest and exchanges currency. Various type of financial services  are given by banks.

 According to financial dictionary –“At their most basic service, banks hold money on behalf of the customers which is payable to the customer on demand either by appearing at the bank for a withdrawal or by writing a check to a third party. Banks use the money they hold to finance loans, which they make to businesses and individuals to pay for operations, mortgages, education expenses, and any number of other things. Many banks also per for mother services for a fee; for instance they offer certified checks to customers guaranteeing payment to third parties.”

 Banks are highly secure financial institution. Banks provide security from employees to customers. Various guidelines are imposed by Bangladesh Bank on the commercial banks daily activities. And banks have to follow all the guidelines. Bangladesh bank monitor  all the commercial banks. Audit committee check as they are following the guidelines or not .

General banking activities consists of the collection of deposit, cash, clearing house, bills, account opening, giving loans, security instrument handling, customer service, locker facilities and other services foreign trade activities of a commercial bank.



[bookmark: _Toc2181943]Historical Background of the City Bank Limited:

In Bangladesh one of the oldest bank that is operating is The City Bank Ltd . It started their operations since 1983 and among five oldest commercial banks the is the top bank. In Bangladesh it is the first private bank. The journey of the city bank ltd stared on 27th March 1983 by opening its first branch at B. B. Avenue Branch in the capital of Dhaka city. Under the entrepreneurship of twelve well known and leading businessman of the country it started operating with an authorized capital of Tk. 1.75 Billion . 
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The intention of city bank is to bring qualitative changes in banking sector . Through 82 branches over the country city bank gives service to its customers it has also 87 online branches and 10 SME service centers, 46 owned ATMs ; and 550 ATM sharing arrangement with a partner bank,. It has also  Customer Call Center operation. 


[bookmark: _Toc2181944]Organizational Structure: 

The City Bank Ltd. is one of  local banks which do not track the traditional, decentralized, geographically managed, branch based business or profit model. City bank  business operation  managed from the head office through the five separate units specifically: 
1. Business Unit 
2. Branch Banking 
3. Risk Unit 
4. Operations Unit
 5. Support


There are so many liabilities associated with all the activities done by CBL like supplying of the fresh credit cards, comprising billing and accounting, customer service, credit supervision and charge approvals along with marketing the cards in Bangladesh. The CBL likewise deals phenomenal advantages all over the world with more than 13,000 offers at over 10,000 merchants in 75 countries.


 The CBL has already introduced real internet Banking system .This internet banking is also safe and secure, CBL name its internet banking city touch. For its internet banking and its performance  they received many awards and gain recognition nationally and internationally.   The City Bank also  received “Top Ten Company Award” from the honorable Prime Minister of Bangladesh.


[bookmark: _Toc2181945]Objectives of the City Bank:


The major objective of CBL is to maintain a quality of its banking operation and to make a  solid capital base, to make a good profit and pay a smart dividend to honorable shareholders, to attain the objectives, the bank works for improving the quality of bank’s assets by identifying possible good borrowers. Customer satisfaction is one of the main objective of CBL. CBL always work on how to do better with their business operation. 
 

 Induce the clients to open an account in the bank through their skill , knowledge and intelligence as well as is to keep the reputation through giving  their customer services . To achieve  the desired goal it has the intention to the quest for excellence in the climate of nonstop working progress. Their motto is to give customer the best service and they believe is customer satisfaction for that they continuously work on that . They also make a strategic plan and they maintain that line.






[bookmark: _Toc2181946]Vision, Mission And Values:
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[bookmark: _Toc2181947]Vision:
To be the leading bank in the country with best performance  and by giving  highest social commitment to their customers and giving enjoyable experience.

[bookmark: _Toc2181948]Mission:
· Giving wide variety of product and services to all target customer  segments.

· To be the “Employer of choice” by giving  an environment where people work peacefully  and also where leaders are created.

·  Challenging   platforms to enhance effectiveness and efficiency.

· Continuous innovation to enhance the quality of the service.

·  Ensure security ,  respect for community, good governance and compliance in everything it does.

·  Contributing  to the economic development.

· Gaining good market share.

· To maintain good profit.


[bookmark: _Toc2181949]Values:
Vision and mission can’t achieved without values so mission and vision comes up with values. There are 5 values:

· [bookmark: _Toc2181950]Result Driven:
IT try to achieve, maintain or exceed ambitious performance objectives and maintain good quality standards, deliver business operation  results and continuously find sustainable  progress  improvements in methods and process. It acts  in motivated way by taking action. Coming up with new idea. And know the strength and weakness. What will be future threat. Have to analysis all of power and best product to gain the maximum market share.


· [bookmark: _Toc2181951]Engaged & Inspired:
 It works associate with others and show commitment to achieve the team’s objectives. It  tends  to convince others ,collect feedback and  accept feedback in order to get their commitment ideas, operation activities. They continuously motivate individuals so they can do better and can innovate.

· [bookmark: _Toc2181952]Accountable & Transparent: 
It tends to behave responsibly with their given authority and hold themselves   accountable for the output. To ensure the strong performance they utilize resources effectively. They want give the best product to the customers and the employers are accountable for that . They work continuously to get customer satisfaction.

· [bookmark: _Toc2181953]Courageous & Respectful: 
Individuals are confident about their capabilities . There is no criticism. Individuals are motivated to work better. And encourage to self criticism because that is how an individuals can do better.

· [bookmark: _Toc2181954]Customer Delight: 
Customers are the first preference. Their satisfaction the main object. To know their actual need and meet those needs . Help them and solving their problems. Goal is create customer loyalty and equity. 


[bookmark: _Toc2181955]Functions of Different Division at City Bank:

· [bookmark: _Toc2181956]Financial Division

· [bookmark: _Toc2181957]Planning , budgeting and monitoring:
        Making  financial  planning , budgeting and then check whether it is implementing accurately as it should be or not. 

· [bookmark: _Toc2181958]Payment of salary  :
        Distribution of employees  salary.

· [bookmark: _Toc2181959]Managing inter-branch transaction:
      This is electronic transaction  of funds .

· [bookmark: _Toc2181960]Bills Disbursements:
      Delivery of funds from a account or funds.

· [bookmark: _Toc2181961]Preparation and review of returns:
    Reviewing returns is it going good or not.

· [bookmark: _Toc2181962]Preparation financial report:
     Making annual financial report .

· [bookmark: _Toc2181963]Fund maintenance : 
    Maintaining fund means covering all the daily costs.



· [bookmark: _Toc2181964]Credit risk management:
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· [bookmark: _Toc2181965]Administration of loan:
     Loan administrator check the capability of the borrower whether is able                                                                to pay the loan. And this role includes data collecting , collecting the previous record of the borrower.

· [bookmark: _Toc2181966]Disbursement of loan:
     In this step the borrower get the fund after the loan has been approved .

· [bookmark: _Toc2181967]Evaluation of project:
     Evaluating the project is it going on the track or not.





· [bookmark: _Toc2181968]Processing and approving loan proposal:
     After collecting all the data and the information about the client bank decide whether they should give the approval of credit proposal or not and then process everything for approving credit proposal.  


· [bookmark: _Toc2181969]Documents, CIB report:
     In CIB report there are detailed information.CIB report is very important document. CIB form also have to send to the head office and Bangladesh Bank.

· [bookmark: _Toc2181970]Giving different kind of credit facilities :
    Inform customers about credit facilities. Have to inform customers about the loan interest . 

· [bookmark: _Toc2181971]Providing information to the Bangladesh Bank and to head office:
    Providing all the documents related to the credit borrower and the proposals to the Bangladesh bank and also to the head office because branches are monitor, control by them. Because in future any occurrence or uncertainty happens the will get help.

· [bookmark: _Toc2181972]Human resource division:
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· [bookmark: _Toc2181973]Recruiting: 
    Recruiting is the whole process where  recruiters  at first attract the applicants then shortlist the applicant. After screening call for interview. Then select the desire person  from those candidates.

· [bookmark: _Toc2181974]Training and development :
     After choosing the desire person for the job, train that person for  development so he can do well in the job and also can fit for the job. There are many training session .

· [bookmark: _Toc2181975]Compensation and employee facilities:
     Compensate the employee according to their ability . Then giving other benefits to the employees so they can be satisfied with their job. Have to give benefits according to their needs.
· [bookmark: _Toc2181976]Performance appraisal :
      Give promotion according to you their performance. Give targets to employees if they do good and fulfill the target then they get promotion. Performance appraisal is an evaluation where employees work performance is evaluated what was the previous performance and current performance . And what is their future potential.

· [bookmark: _Toc2181977]Preparing reports: 
       Employees problems are reported in this division and also solved by these division.

· [bookmark: _Toc2181978]Promotion campaign :
    Promotional campaign also done by them.

· [bookmark: _Toc2181979]Reporting to board of directors :
       All the necessary reports are forward to the board of directors or to the executive committee. Because all the decision come from them . Without informing them no big decision can’t be taken.
      
      



· [bookmark: _Toc2181980]Information Technology department:
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· Development of software.

· Expansion and management of network

· Members bank reconciliation. 

· Data entry .

· Data processing.

· Procurement maintenance . 

· Hardware maintenance.



· [bookmark: _Toc2181981]Branch control and inspection division:
	
· [bookmark: _Toc2181982]Controlling branches function :
     Controlling different branches activities or function. 
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· [bookmark: _Toc2181983]Audit and inspection:
     Conducting audit. It is done suddenly or sometimes it conduct by announcing. Audit is done because is to check all the work is doing that should be done or not. 
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[bookmark: _Toc2181984]Organizational hierarchy of The City Bank Limited:

                City bank hierarchy depends on employees designation and also their work. It is pyramid shape.


[bookmark: _Toc2181985]City bank product and services:

· [bookmark: _Toc2181986]Transactional account

· Current Account
· General saving accounts
· Saving delight account
· High value saving account
· New born deposit accounts
· Senior saving accounts
· Student saving account
· School plan
· College plan
· RMG workers account
· Basic saving account

· [bookmark: _Toc527725223][bookmark: _Toc2181987]Term deposit account

· General DPS account
· Insurance baked DPS account
· Fixed deposit account
· Monthly interest paying FD account
· Double money FD account
· [bookmark: _Toc527725224][bookmark: _Toc2181988]Foreign Currency Account

· FCY account
· NFCD account
· [bookmark: _Toc527725225]RFCD account

· [bookmark: _Toc2181989]Rates and charges

· Schedule of charges 
· Deposit rates

· [bookmark: _Toc527725226][bookmark: _Toc2181990]Loan

· Auto Loan
· Personal Loan
· Secured Facilities
· Partial Secured Loan
· Home Loan

· [bookmark: _Toc2181991]Others
· City foreign exchange.

· [bookmark: _Toc2181992]Debit card
· Visa Debit card
· MasterCard Debit card
· The Citymaxx American express card

· [bookmark: _Toc2181993]Credit card
· American Express card
· Visa Platinum card
· Visa Gold Local 
· Visa Gold Dual
· Visa Classic Local 
· Visa Classic Dual
· Credit Card Customer Service

· [bookmark: _Toc2181994]Treasury

· Overtime Deposits
· Term Deposits
· Foreign Exchange
· Local Currency Spot & forward
· Derivatives

· [bookmark: _Toc2181995]Wholesale banking

· Working Capital finance
· Trade Finance
· Short/mid term finance
· Project Finance
· Islamic Finance
· Structured Finance
· Cash Management
· Investment Banking
· Rates & charges

· [bookmark: _Toc2181996]SME banking
· City SME Unsecured Loan
· City SME secured loan
· City SME Women Entrepreneur Loan
· City Nobagata
· City Trinamul

· [bookmark: _Toc2181997]Agent Banking
· [bookmark: _Toc2181998]Supply Chain Finance

· [bookmark: _Toc2181999]Islamic banking

· Manarah Current Account
· Manarah Savings Account
· Manarah Term Deposit
· Manarah Monthly Deposit Scheme
· Manarah Monthly benefit Scheme
· Manarah Hajj Deposit Scheme
· Manarah Personal Finance
· Manarah Auto Finance
· Manarah Home Finance
· IISR:Profit Sharing Mechanism
· Rates & Charges
· Schedule of Charges
· IB Investment rates
· IB Deposit Rates
· IB Historical Deposit Rates

· Digital banking
· Citytouch
· Digital Banking Service
· I-Banking
[bookmark: _Toc2182000]Major Functions of city bank:
· [bookmark: _Toc2182001]Account opening section:
Account opening is agreement or contract between two party one is the customer and the other party is the bank. Where one party give service and another part enjoy the services by giving some fees . This is record of transaction .  People open account at the bank because they want to deposit the money . And bank give services for opening opening an account that is like giving interest, giving security that there money is safe in the bank.  As the written how many times they can withdraw their money from their account they can withdraw and bank are bount to give that money when they ask for it.
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This is how by opening an account customers and bank create a relationship. It’s contract And for opening and account customer have to give all the necessary information about him like NID, passport ( If it is required for the form of account) , photo . 

· [bookmark: _Toc2182002]Basic things that is necessary for opening and account that are:
· Customer’s NID card photocopy.
· Customer’s lab print 2 passport size picture.
· One introducer who have already an account the city bank.
· One nominee.
· Nominee’s NID card photocopy .
· Nominee’s 1size lab print passport size picture.
· If it is business account then company’s seal is required.
· If it is business or current account the trade license is required.
· IF it is business account then tin certificate is required.
· Minimum 500 taka is required to open an account .
· Customer have to present at the bank to sign the form .
· If it is joint account both member have to come.

· [bookmark: _Toc2182003]Who can open an account: 

Anyone can open an account but minor can’t open account so minor have to open account jointly with their parents this is minor can open an account.


There are various types of account. They are two types:
· Savings deposit.
· Current deposit.
Savings account:

Savings account can open individually and jointly .Normally middle class people open savings account to meet up their future need and this is way to accumulate a good amount of money. In savings account customers get interest too. 
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Customers who want to deposit their money rather than withdraw the money they open the savings account. Now the inertest rate is 4%  who open savings account . Customers get  cheque book of 25 pages. And also get debit card, statement facility . If they give their email address when they open their account, bank send email monthly e statement.  Customer can also use city touch for their savings account transaction .  For savings account customer have to give NID photocopy, lab print photo, nominee’s NID photocopy. And for savings account customers nationality have to be Bangladeshi. Ans customer have to be at least 18 years old otherwise have to open account jointly with guardian .

Rules and regulations:

· Manager permission is needed to open any account in the branch .
· Then have to check by BOM if there is any problem with the documents.
· If the officer is not customer service officer then they have to check and ask whether they can open that customer account or not  .
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· Account number are given by customer  service officer.
· Interest rate on savings account is 4%.
· Have to fill up the tp form where the customer tell about their transaction  in a month.
· KYC form is very important .
· In the individual form have too take the sign of the customer.
· Have to verify the NID photocopy.
· All the service charges are cut down from account.
· Initial minimum deposit is 500tk.

Individual account opening steps:
(Applicant’s part)

· At first customer have to find the introducer. Introducer is the person who is going to introduce his account.
· Introducer have to satisfactory and as a good balance in his account .It doesn’t matter he has a savings account or current account. 
· Applicant  must fill the account opening form properly .
· Applicant must sign where applicant sign is required.
· Applicant must give the sign properly because this sign will be scanned and by this giving sign applicant will withdraw their money using cheque book.
· Cheque book sign and account opening form sign have to be match.
· Have to sign in the signature card this is very important part.
· Applicant must give NID photocopy .
· Lab print passport size 2 copy photo.
· Applicant have to give a nominee also.
· Have to give nominee’s 1 copy photo.
· Nominee’s NID photo copy.
· Introducer have in the back side of  picture  of the applicant.
· In the nominee’s photo applicant have to sign.
· Introducer sign is also required in the account opening form.


( Bank’s part)

· Bank will match whether  the signature card signature  and account opening form signature match each other or not.
· Check introducer signature match or not.
· Fill up the KYC and TP in front of customer.
· Verify NID copy.
· Check given number is registered or not.
· Attach one photo with the signature card and another one with the account opening form.
· Have to give the deposit book to the customer.
· 25 pages check book will give to the customer.
· Take the permission the branch manager.
· Then give thank letter after finishing all the procedure .
· Give customer the account number .
· Provide debit card if the customer apply for it after 7 days.
· After taking the signs of the customers , customer officer recheck it if there is any mistake or not.
· 

Joint account opening steps:


· Account title will the combination of all the applicants.
· There will be separate individual form for individual applicant in the joint account.
· Name, address, phone number, email address will mentioned in the account opening form.
· Who is going to operate the account that applicant name must be mentioned .
· Have to find a introducer who is going to introduce.
· Nominee is must.
· Major decision will given by all the account holder together.
· Signature have to give in front of officer.
· Both applicants have to present in the time of account opening.
· Applicant must deposit money in form of cash initially .
· Have to fill up the KYC and TP in front of the applicants.
· According to TP they can deposit and withdraw their money.
· Branch manager permission is must.
· BOM check all the documents are perfect or not.

High value savings account:
            This is one of the best product or service that is given by the city bank to their customers. It’s interest is given monthly to the customers and interest is calculated on the daily basis balance . In other type of savings account interest is calculated on the basis of average or low balance. But in this form of account it calculate on the daily basis balance.
In other type of account give interest to the customer twice in a year but in this form of account customer get interest every month in the year.

City manarah savings account:
   This form of account follow mudaraba style . Which is an islamic style. Where one party deposit the money and the income is shared by both party.

Student savings account:
    This is encourage students to save money. And the initial deposit money is 100tk which is very low. This is for those students who are below 18. This type account open is mandatory for the bank because Bangladesh bank give orders to open savings account . And interest is also given to the customers. But for this type of account guardian information like NID, photo is also needed.Student have to give their birth certificate, student id card and picture. Student and parent both have to sign the account opening form. Mother can also be the applicant and the nominee at same time. Introducer is must.




Current account:
Customers use current account when they use it for business purpose . This type of account can only open by businessman and  an authentic company.  This account facility is customer can withdraw there money with a very short notice or sometimes whenever they needed. They can pick a big amount of money . It’s cheque book pages are can be 25,50 or 100.
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Types of CD Account: 
• Individual Account
 • Proprietorship A/C 
• Partnership A/C 
• Limited organization A/C 


Rules and regulation of current account:

· Current account can open individually , jointly, partnership, proprietorship.
· Current account title should be by the name of the company’s name.
· There is no interest on current account.
· Initial deposIt amount is 1000tk.
· Applicant have to give trade license .
· Applicant have to provide TIN certificate.
· Applicant have to provide company’s seal.
· Applicants have to give NID photocopy .
· Applicant have to give lab print photo.
· Introducer is mandatory.
· Branch manager permission is must. 





Death account:
When a person die died person family have to let the bank know about the death news of that person. After getting the news bank write the account name as death account. Death person nominee receive the money if they claim for it. But to receive money nominee have to bring:
· Have to bring death certificate.
· Have to provide the certificate where commissioner tell the relationship between the death person and  nominee.

After giving all the documents bank give the money and keep two customer witnesses . 


Dormant account:
When transaction doesn’t occur for 6 months then account will be closed . And if the customer continue the account they have to reopen the account and have to follow the procedures of account opening again. And bank will cut a charge for reopen the account. For not to dormant the account customer have to deposit and withdraw the money at least within 6 months in a year. Because it is time consuming to reopen the dormant account.



FDR:
FDR is when client give the whole money at beginning or initially . And the bank give the principle money and the interest at end of the period .  This is a contract between the client and the bank. Various maturity and period of time. Customer can choose the period according to their need.
	Maturity
	Rate of interest

	1 month
	3.25%

	1-3 months
	3.25%

	3-6 months
	5%

	6-12 months
	5.5%



DPS:
When the customer give the money monthly and get the interest monthly this is call DPS.
Various types of DPS:
· General DPS Account.
· SND
· Double money FD account.
· Monthly payment interest account.



[bookmark: _Toc2182004]Service provided at this section:
Debit card:
Customer who have savings account they can get this card. This is a plastic card . Customer use it because this is very beneficial. It is not always possible to withdraw money from the bank because bank is 10-4 o ‘ clock. And also shut down is 2 days in a week. And sometimes customer is not close to the branch and they need money immediately .That time by using this card customer can withdraw their money whenever they want and customer can also check their  balance . And can change their ATM pin also. 
                           [image: ]
There are many cards master card that is international debit card from city bank. It is international dual currency debit card for this card customer have to earn minimum 10 lac or they have to gain net income at least 2 lac and above. There are also a card that is city maxx debit card It is a exceptional card from customer savings account it will only give 5% cash back all over the year.



City touch:
City touch is best product in city bank. For city touch city bank get international award. City touch is very user friendly .And very secured also. By using city touch various type of activities can be done . Like:
· Can transfer money from one account to another account.
· Cab recharge mobile .
· Can transfer money in the Bkash .

[image: C:\Users\User\Desktop\download (1).jpg]

· Can pay the mobile bill.
· Can change the ATM pin
· Can withdraw money without card by using a pin.
· Can do shopping.
For using this facility customer have to download city touch  from the mobile app and have to register it . But for using it customer have to give the email address to the bank .
Account transfer :
If a person want to transfer his account  from one branch to another branch that is account transfer. Steps of account transfer that has to give by the customer:
· Customer have to give proper reason to transfer the account. 
· Customer have to mention which branch he want to switch .
After giving bank destroy the cheque book in front of the customer.

Stop payment:
Stop payment is only done when customer give proper explanation . And the signature is verified with the signature card.

Cheque book issue:
For getting a new cheque book customer have to issue cheque book. At first customer take form from the customer service officer then sign the form and fill up how many pages they want . Then give it to the officer . After one week they receive the cheque  book. And they have to sign in the register book that they got their cheque book.


[bookmark: _Toc2182005]Remittance section :
City bank give internal and external money transfer services. Banks play crucial roles in mobilizing foreign remittances that contribute a lot in building foreign exchanges reserves and ensuring BOP stabilization. In fine, major functions of bank includes intermediation, maturity transformation, credit allocation and facilitation of payment flows that affect the functioning of the entire economy by augmenting saving-investment process to keep the wheel of the economy moving forward.

[bookmark: _Toc2182006]Bills & Clearing Department:
Types of Clearing

1. Outward Clearing
2. Inward  Clearing

[bookmark: _Toc2182007]Cash Department:

Cash department is very important department in the bank . Where every steps is done very correctly no mistake can’t be done. It place in the position where branch manager can monitor everything. Cash receive , cash receive by bills , cash receiving by paying order , cash receiving by pay order, Pay the cash by cheque all the things are done in this department . And end of the day calculate the balance and the CSM check it it is correct or not .


[bookmark: _Toc2182008]Loan
[bookmark: _Toc2182009]Auto loan:
In Bangladesh every individual cannot afford their personal car for financial ability. That is why CITY BANK provide the opportunity of giving car loan to the people. City bank make some easy rules and regulation for their customers. They give  money to the people 3 laces to 40 laces taka which is up to 50% of the total vehicle money in brand new or recondition cars. City bank also has that facility, people can take 100%loan of their specific vehicle but condition is they have taken that loan against their cash security like FDR or Government Savings Bonds.

             [image: ]

 Payment should be clear their loan within 12 to 60 months. The interest of auto loan is tentative and also competitive. The interest rates depend on level of risk. They charge processing fee 1% of total loan amount and there will be no any hidden charge.
To take that loan there will be some requirements. Client age should be 22-60 years. If customer is a business man then he should be involved same business minimum 2 years and 1 year’s job experience if customer is a job holder. And also, customer have
minimum income in a month is 30,000 taka or 3,60,000 taka in a year.


[bookmark: _Toc2182010]Home loan:
City bank provides Home loan to facility for those who can’t arrange so much money and can’t make a home . There are many banks in Bangladesh who provide home loan to the customers. City bank makes the whole process system very well and more flexible than any others bank in Bangladesh. City bank provides 5 laces to 1.2 corer taka home loan with the repayment facility of 1 year to 25 years which is very flexible than any other banks. 


              [image: ]
   


They try to figure out the level of risk  and then make the interest percentage the customer have to give. City bank provide financial help up to 70% of the property value with a comfortable repayment procedure. Customer  take-home loan against their existing property. City bank charges  fee 1% of the total loan amount and there will be no any kind of hidden charge. There are some requirements to take the loan. Client’s age should be within  22-65 years. If customers area job holder then he has the 2 years of job experience and if he is business person then he has to involve same business minimum 3 years. Customer’s monthly income should be 40,000 taka or 4, 80,000 taka in a year.


[bookmark: _Toc2182011]Personal loan:
  Customers sometimes  come to the bank for taking a small amount of money as loan only for personal purpose not for business/commercial or asset purpose. Sometimes they don’t have any property  or bank property  which they can mortgage. That’s why city bank provide personal loan to their customers by recognizing  their needs. Consumer loan granted for personal (medical),family (education, vacation), or household (extension, repairs, purchase of air conditioner, computer, refrigerator, etc.)
By calculate the level of risk city bank provide 50,000 to 20, 00,000-taka personal loan to their clients. City bank has that much facility to repayment that loan minimum 1 year to maximum 5years with a flexible installment system. Different types of bank charges different types of in terestrate of their customers and it also depends on level of risk. so, the interest rate of personal loan in city bank is competitive and also tentative. They make that whole procedure very fast and professionally. That’s type of loan is different from any other loan because banks need much information to provide that loan. That’s why they charged 2% processing fee of the loan amount and also there will be no any kind of hidden charge. To provide personal loan clients need some important requirements. Normally  bank give that loan against customer’s monthly or yearly income. If customer is an educative they he need to show 3 years educative experience and his monthly salary should not 15,000 taka which is accounts pay. If customer is a business man then he should 2 years involvement in same business and his monthly income should 35,000 taka.





[bookmark: _Toc2182012]Conclusion:
Every commercial banks have goal to meet. City bank also has a goal to meet. For achieving the goal city bank set vision , mission and objectives . Most of the banks are giving same kind od product and services so be the different one city bank use their best product to attract their customers. And in today city bank’s best product is city touch . For city touch they get awards internationally.

There are so much competition so city bank is focusing on the giving best services to customers . Because customers prefer best quality and services.

Lastly , city bank is doing very well. And has a great potential. will do better in upcoming days . And city bank is also doing well in profitability . Customers are very satisfied with their services.
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