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EXECUTIVE SUMMARY

The Banking region is continually taken into consideration one of the maximum fundamental sectors for the economy which will function. in this monetary era, to be able to gain  development in industrial and business department, there should be a sound banking device to guide no longer handiest the economic system but additionally the society.
This report in particular focuses on the Export activities of town bank constrained TSD office. It deals with Export L/C advising, L/C safe preserving, L/C confirmation, L/C Checking and Negotiation. Additionally for financing answers, Pre-shipment Export Finance, collection of Export bills, bill financing and so on. This unit performs a vital position in supplying quality service to its clients. Primary chapter of this document introduces mainly Rational, targets of city bank, review of the bank, task, vision, middle values, organizational structure, and offerings. Second, bankruptcy is the core chapter and it's far all about the Export sports and also popular activities of metropolis bank. I mentioned and described all of the activities that  are undertaken in Export branch. In third bankruptcy, I covered a few important observations, Mismatch between assigned duties and other operational capabilities of the employer & missing information and talents that want to be found out in the college. In Fourth chapter, I blanketed what i've discovered from this internship. Rest of the chapter is the belief part. I pointed out some findings of that branch after which endorsed some answers to the ones findings. Finally, I gave the resources from which I took all of the facts and then the appendix element.
During my internship in City Bank Limited, TSD I have learned the culture of Private Bank, the working pattern and also learned about the environment of the bank. I mainly worked in the export processing unit. There is a fact that City Bank is always very conscious about its consumer banking and always tries to adapt to changes over time and wants to modernize its products and services.
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Chapter 1
INTRODUCTION
6


1.1. Rationale of the study
Financial institution is the maximum essential economic organization in the financial system. It’s far considered that the monetary development of a rustic relies upon at the improvement of banking area. nowadays present day banks aren't only presenting traditional banking but also increasing many financial offerings. Forex banking machine occupies a crucial vicinity in a nation’s economy. It ascertains allocation of sources and continues up the momentum of financial sports. A banking group is inevitable in a current society. It performs a critical role in the economic development of a rustic and bureaucracy the center on the money marketplace in any country. The internship application exercises a widespread significance because it allows a scholar to be accustomed with the business activities nearly. The students get the hazard to paintings carefully with the human beings of an corporation. And find out about the functions, duty and corporate subculture of that organization. This software allows a scholar to expand their analytical abilities and to have a real lifestyles orientation of the educational information. Moreover, this study is relevant to my future career, because I want to pursue a job in the financial institutions. So this study is helpful for me as a practical knowledge requirement and academic requirement. 

1.2 Objectives of the study
The overall objective of this study is to attain real life work experience to understand about banking structure and activities in the context of Bangladesh. At the same time, it will enrich my academic knowledge and will assist me to link Theoretical part with the practical environment.
1.2.1. Broad Objective 
The major objective of this report is to analyze Export activities of The City Bank Ltd. General objectives of this reports are to be known the performance appraisal of The City Bank Ltd, gain knowledge about the export activities, acquire in depth understanding of the functions of each department and coordinating the functions of various departments. Here also convey the principal activities and evaluate performance of The City Bank Ltd.
 1.2.2.Specific Objective
· To know the foreign exchange operations.
· To find out gap between customers expectations and perceived services and also looking for the possible solutions.
· To understand export procedure of The City Bank Ltd.
1.3.	Organization Overview
1.3.1 Historical Background of The City Bank Ltd:
The city bank Ltd is one of the first personal region financial institution in Bangladesh. It has been  working since 1983 with a  capital of tk 1.75 billion . It operates twelve prominent & main businessman of the country. Which reason in the back of starting this bank progress toward becoming to result in subjective changes in the circle of Banking and financial administration. these days The City bank Ltd Serves its customers at home and abroad with eighty two branches spread over the nation and around 3 hundred oversea correspondences ensuring all the real urban communities and undertaking center of the segment.
The administrations incorporate wide arranged regions of exchange, business and venture which customized to the explicit wants of the customers and are unmistakable by methods for a too dimension of actuate and private interest. The city bank has updated as well as upgrated its service over the time. The City Bank Ltd has just presented some new Banking items like duel cash Credit Cards, ATM and Online administrations which has made fascination among the customers. The Bank will present constant Internet, SMS and Phone Banking frameworks with all cutting edge conveyance channels at an early date. For noteworthy execution, The Bank has earned national and universal acknowledgment. The City Bank Ltd was one of the 12 Banks of Bangladesh among the 500 Banks in Asia for its advantage, store and benefit as assessed by "ASIA WEEK" In the Year 2000. Moreover, The City Bank Ltd got the "Best Ten Company" grant from the Prime Minister of the People's Republic Of Bangladesh.
They've a remarkable Board of executives which comprises of 13 effective and rumored specialists. Mr. Deen Mohammad, a best driving agent, industrialist, pioneer persona and business person of private territory's bank in Bangladesh, is the Chairman of the bank. Mr. Abbas Uddin Ahmed a dynamic, broadly and universally rumored Banker is the adapting to Director of the budgetary establishment. In the wake of accepting his cost as boss government in the year 2000, the bank's whole exercises have achieved marvelous force. 
At present,The bank  has in general 120 branches while ninety nine on-line branches.
1.3.2 Vision & Mission of The City Bank Ltd:
Vision:
To become  the main financial institution across the country with its service. 
Mission: 
To make a contributionto the socioeconomic improvement.
· To get maximum stage of purchaser pleasure via expand  of offerings .
· To hold continuous increase of market place.
Values:
· Result Driven 
· Accountable & Transparent 
· Courageous & Respectful 
· Engaged & Inspired 
· 
1.3.3 Customer Philosophy:
· Building customer satisfaction, because their satisfaction  is our reputation.
1.3. 4 Quality Standard
· Give high quality service to our customer to build our reputation.













1.3.5 Shareholder position:
		MANAGERS 




		Name
	Age
	Since
	Title

	Sohail Reza Khaled Husain, MBA
	52
	2007
	Chief Executive Officer & Managing Director

	MahiaJuned
	-
	2007
	Deputy Managing Director & Head-Operations

	Mohammad Mahbubur Rahman
	45
	2011
	Chief Financial Officer

	KaziAzizur Rahman
	52
	-
	Chief Information Officer

	Hossain Mehmood
	-
	-
	Director

	RajibulHuq Chowdhury, MBA
	-
	2001
	Director

	Tabassum Kaiser, MBA
	43
	2002
	Vice Chairman

	Rafiqul Islam Khan
	-
	2000
	Director

	Ashfak Aziz
	-
	1998
	Director

	Aziz Al-Kaiser
	51
	-
	Director





1.3.6 Internal Control
The internal management control system at The City Bank Ltd is based primarily on annual operational planning, ongoing management accounting and control, quarterly management meetings as well as regular Board meeting and reporting the Group.
1.3.7 I-Banking 
· Single click banking:
· View Account Summary
· View Account Details
· Print Statement 
· Cheque Book Inquiry
· View Standing Instruction









1.3.8 Management hierarchy of The City Bank Ltd


[image: organogram]

























	
Chapter 2

Export Import Practices followed and applied in The City Bank Limited

















2.1. Work-Related/Organization wide
By import and export act,1950 the export and import are operate in bangladesh . there are many formalities and activities regarding this function done . 
1. Scrutiny of contract or Letter of credit:
I tried to find out if there is any adverse condition or not. And checked about whether it follow all the guidelines or not. By using checklist I used to do this task.
2. Filing:
There is a specific advising number for each and every L/C. I used to keep the LCs based on company name, year and advising number wise.
3. Scrutiny of export documents against LC/Contract:
     By using checklist I used to find out:
· Whether there is a late shipment.
· Whether the documents has been submitted after LC expire date.
· Whether the required documents are submitted or there is any linguistic mistake or not.

4. Reporting:
I used to fill up the reporting part (back side) of EXP form. It includes writing method number, which currency, amount of currency and also the currency rate.



I observed this following thins during my internship period.

• Exploring of Export shipping record.
• conform to up for acknowledgment of Export proceed
• All Correspondence addressing Export branch.
• Consistence of Audit and Inspection.
• Informing with respect to Export L/Cs to the recipient.
• Confirmation of L/C and correction from other Correspondent budgetary establishment.
2.1.1Export letter of credit:
Bangladesh exports various products like ready made garments , apparels ,home textile ,leather goods, jute products , shrimps , tea and more. To complete any product to any foreign country it is needed to commitment which is called letter of credit ( LC ) .This Lc is the safeguard or commitment idle between two parties . Howeever Two banks of both countries are involved in import and export . So, The main function of a bank is LC processing to do export and import business. 
2.1.2.1Procedure of Export:
In bangladesh the export and import are regulated by export and import act ,1950. So, It is needed to follow some formalities to do business .these are as follows -
2.1.2.2Export Registration Certificate (ERC):
The exporters have to fill a form called export registration certificate which is given from ministry of trade through chief controller of imports & exports(CCI & R).It is impossible to export any goods without having this ERC certificate. This ERC have to be renewed in every year .
2.1.2.3The Export (EXP) form:
The exporters have to fill a form called export registration certificate which is given from ministry of trade through chief controller of imports & exports(CCI & R).It is impossible to export any goods without having this ERC certificate. This ERC have to be renewed in every year .
Taking this ERC ,If anyone wants to export or import goods he has to contact with a local bank and has to be followed following instructions. 
An EXP Form usually contains the following particulars -
• name and address of the approved merchant
• specifics of the product to be traded with subtleties and code number
•  Vendor Port 
• Goods amount
• Value of the shipment
• Terms of offer
• Consignee name with address
• Board of Loading 
• Destination Port
• Shipping Port
2.1.3.1Export Documents:
As evidence of export and as  in keeping with phrases of the export L/C, settlement, exporter have to put together file with the intention to get his charge and to facilitate launch of products by means of the client overseas. report arc of (2 () types.
Need following documents :
1) Invoice
2) B/L
3) Packing List 
5)Pre-shipment certificate


2.1.3.2Negotiation of documents:
Proper documents are needed to explore the export process. Bank, Article - 19 of UCPDC, ICC ebook 500 of. 1993 describes details of repayment arrangement, responsibilities of the issuing bank for timely compensation claiming of arrangement, responsibility of the issuing bank for well timed repayment claiming of reimbursement via the claiming financial institution and prices there towards. it's miles the duty of the Issuing financial institution to provide reimbursement authorization to Reimbursing financial institution in exact time
2.1.4 Reimbursement:
The direct which techniques for the word repayment can't avoid being reimbursement or to reward . It implies plan of repayment by the opening bank of a L/C contrary to which arranging monetary establishment officially made expense to the recipient starting bank make such repayment by means of each other bank inside the recipient's unified states or any 0. 33 us of a with which building up bank kept up A/C, this bank is alluded to as Reimbursing Bank, Article - 19 of UCPDC, ICC digital book 500 of. In overall inter-ch it's miles the obligation of the Issuing money related organization to give repayment approval to Reimbursing monetary establishment in correct meantime it's far utilized in L/C assignment for repayment of expense. 1993 portrays subtleties of reimbursement course of action, duties of the issuing bank for auspicious pay guaranteeing of game plan, obligation of the issuing bank for all around coordinated reimbursement asserting of repayment by means of the guaranteeing money related organization and costs there towards.
Charge Claiming bank will now not be required to post any endorsement of consistence of credit phrases at the season of repayment guarantee; Issuing bank will never again be discharged if remuneration isn't made by utilizing the repaying bank. Reimbursement is moreover guided by means of "ICC Uniform arrangements for budgetary organization lo-Rank Reimbursements underneath Documentary credit (URR-525) Issuing bank will be chargeable for any absence of premium if reimbursement isn't outfitted on first introduction of repaying money related foundation's charge is for the record of issuing bank if generally not extraordinary inside the FICO rating.
 2.1.5 Export Financing:
To satisfy the charge of the merchandise to be sent out, the exporter may likewise require bank back. Indeed, even after shipment of the merchandise, exporter may furthermore require bank fund to get together his advanced use up to repatriation of the fare continues. There are two assortments of fare fund:
 i) Pre-shipment Finance:
Pre-load subsidizing is back, permitted by utilizing a Hank to an exporter, to fulfill the cost up to the payload of the items to remote spots purchaser. The motivation to the financing is to purchase crude substances or completed products or assembling preparing. Pressing and transporting the items.
 ii) Post-Shipment Finance:
there's a decent hole among fare of the items and awareness of the returns. So exporter may likewise require back in that period to proceed with his undertaking.a. Export documents observe the credit phrases.


2.1.6 Settlement for Export Claims:
Whenever it appears that the importer does not keep his /her commitment or the goods e sent are not below of acceptance ,it,s need to seetle this matter .usually there are 5 % allowance in every shipment But if it crosses more then need to seetle this matter . 



















Chapter Three
CONSTRAINTS/CHALLENGES


















3.1 Observed in the Organization
3.1.1.	Identified General Observation
I have observed some aspects of this head office while doing my internship programme,those are as follows :
·  It is  peremptory for all Unit head to attend the meeting that is held everedy at 10 am .
· Bank employees are very much co-operative and friendly. I was astonished about their sinceriy and co-operativeness while giving me guidelines before assigning me to any kind of task.
· Working environment is awesome.Every employee are the partner of everyone’s joys &  sorrows. 
Despite all the positive aspects, I have point out some negative issues also. These are :
· Lack of Manpower: 
From my statement ,I  have noticed that The workload of this workplace is very high but they do not have sufficient staff to manipulate the paintings pressures. If one worker is absent or on go away, every other worker from same department has to look after the obligations of two human beings. this can purpose slowdown of the standard paintings.
· Slow activities of  Customer Service: at present time is precious .That’s why every one wants faster service so that he/she can complete the task can be completed whithin the alloted time.But there are only two employeeswho are  handling the overall customer service department. Along these lines, once in a while they don't inspire an opportunity to fulfill the majority of the customers and customers need to hold up a long haul and lost their understanding.
· Lack of Training Program: I think proper training program should be implemented for intern. Employee are very busy in this office, so it quite difficult for them to help me.
· Manual Working Process: Here,Most of the works are done  in online,whereas very few work are done manually.even those work also done in online, manual work is just a part of that (e.g. Filing). But they don’t file all the LCs and contract every day and save it for next day which decreases efficiency of the work. 
· Lack of strong report server:Top management wants to see Export-import overall scenario report but this office does not maintain  any advanced format in their system. So this whole process is done manually which is time consuming.
· Lack of adequate space: There is not enough space for storage of important files and documents.
· Lack of Technical Support: The City Bank Ltd does not provide technical support to personnel who are placed for intern.
· Less Logistic Support:This office has very limited number of printer. All most every day, they have been wasting time in waiting for printing the important documents. 
· Lack of Information sharing: They do not share all information with me about some important documents of Foreign Exchange Department rather than they are so much helpful.
· Lack of Motivation: The organization does not provide any extra incentive for showing extraordinary performance. Therefore, the tendency of showing better skills does not exist.
· Lack of enough space in the canteen: The organization does not have any proper canteen. So employees who can’t bring lunch from home need to bring their food from outside of the organization. There is a room where employees can sit and take their lunch but that space is also not enough for the employees. Also there is no place where female employees can pray their prayers.


3.2. Academic Preparation
There are some mismatch between assigned responsibilities and different operational functions of the corporation with my instructional training. In my BBA program I have completed many academic courses. The courses like Business Communication, Financial Management, Principals of Accounting and real courses fund were likewise useful. The work/corporate place is quite different from campus or university. But some courses are pertinent and helped me to my work filed.
English reading skill and public communication helped me to communicate with different types of people in different way.
Financial accounting course helped me to understand and give basic different types of accounting calculation. By learning these calculation and equation I can use some equation which is used to my bank internship period.
· Business communication course helped me to write professional way of writing various official letter, formal email, application & CV writing.
· [bookmark: page24][image: ]Introduction to behavioral science helped me to learn about the organizational behavior and culture.
· Legal environment course helped me to understand various rules and regulations of Bank Act, Company Act, partnership Act etc.
· Research Methodology course helped me, how to find out zeist of any topic and learn the report format .
Thus, I would say that most of the courses of UIU  have helped me a lot in apprehending the activities of the banking sector as well as how to operate within it. But the most important characteristic is that I have possessed throughout these 4 years of my university life is the confidence. This confidence was gained through various presentations that I have given in the university and eventually swept away any sign of nervousness that was inside of me. Various carrier seminer which is taken place in UIU premises that helped me to keep pace with the corporate behaviour ,manner .
3.3.	Missing knowledge and skills that need to be learned in the university
As a BBA student, I have learned a lot of things from my university UIU. While working in The City Bank Ltd, I found a lot of deference . I found that the bookish knowledge that I learnt does not have that much impact on the bank activities. In Bank, there are lot of things to learn which I did not learn in the book. In here, pragmatic knowledge works more than academic knowledge. During my internship period, I have to point out that only theoretical Organizational knowledge and skills is not enough we need to know about the real-life work experience knowledge that needed to be learned in the university as a part of course module. So, that students can know, how they should adjust to the organization easily and match with their culture.
After analyzing some issues, I have pointed some opinion that university may include in  future:

· UIU should organize organization/company visit so that student can see the real work environment.
·  UIU can arrange different types of workshop related program on corporate life, so that students can be benefited for their future carrier.
· UIU can teach the students about corporate philosophy, environment. Because some students are afraid about corporate life. Its help them to deduct those fears.
· UIU should focus on pragmaticl knowledge rather than only providing theoretical knowledge. By doing these students can identify their problem and can learn how to overcome the problem .
· UIU should give different types of case studies so that students can learn more and gain knowledge on different case studies topics on organizational environment or culture. So that in future students can adjust with organization environment and adapt culture easily. 
· They can assign some challenging works to understand the situation and also give some practical knowledge to handle this situation.
· They also should give us advanced knowledge about different kind of software like Sage 50, Tally, power point, Excel, MS word  and so on to enrich the practical experience.





















	
     Chapter 4


LESSONS LEARNED FROM THE
INTERNSHIP PROGRAM





4.1.	What Learned from this Internship program
This period of internship in The City Bank Ltd was a very Good experience. I feel proud to gain  a lot of knowledge about the banking system, its working system, and communication skill to deal with customers, senior employees and co-workers. I have learned a lot of thing about general banking activity of The City Bank Ltd, some of them are given below:

Increase Communication Skill
[image: ] Amid my Internship program, I needed to talk and interface with various sorts of individuals and visitor.I also had to deal with so many customers call and gave them to necessary information. These kinds of activity will help me to improve my communication skill.


Gain Work Experience
[image: ]I have achieved a big experience from my Internship Program. Before entering any corporate workplace, I have only academic knowledge but now I have real-world work experience. This work experience will help me in my future career.

         Responsibility 
While doing my temporary job, I have figured out how to perform obligation with legitimate duty, it was exceptionally testing issue on the grounds that any blame can make you punishment.
Organization Culture
[image: ]This internship period gave me an opportunity to work and learn banking culture. Knowing the culture helps an intern like me to interact with other people with proper respect.
Workplace Management
[image: ]I have learned to be self-disciplined. It's a big achievement for me, which will help me in my future career. In this internship program, I managed how to be disciplined & how to keep documentations in right place.



Accountability:
[image: ]Every employee is responsible for his/her action. They are bound to accountable to give feedback to their job. I have learned how to give feedback about every task I have assigned. So, everyone must be accountable for their job. I learned how to do all the activities with responsibility with accountability.

Dealing with customer
[image: ]There is another thing that I have learnt during my internship is that no matter how wrong the customer is, the employees cannot lose their temper and agree with the customers during any arguments. There were many incidents when the customers are wrong but the employees did not tell them straight to their face. They explained everything to the customers with patience. I have learnt those things.

Time Management Skill
[image: ]I have learnt to manage time while working at The City Bank Ltd. I was given lots of work and they used to give a time schedule. I used to make the works done before that. Like filing and scrutiny of contracts and LC.




























	Chapter 5


Recommendations and Conclusion


















5.1 Summary
The Banking zone performs an essential position in financial sports. Bangladesh is no exception of that. As as it's economic improvement and financial improvement are carefully associated, that’s why the non-public business banks are playing essential role on this regard.The City Bank Ltd is the 3 rd generation  bank that is also contributes to the socioeconomic improvement of the country. Internship  program is essential for each business student as we just have obtained hypothetical learning. This program gives us the prospect to have the useful information with the goal that we can relate Theories to the truth. I am sufficiently lucky to finish my entry level position program at The City Bank Ltd. It will help me to build up my professional career. Foreign exchange is the pioneer department of modern banking. Foreign exchange department acts as an intermediate between exporters and importers. Its foreign exchange department is quite busy. Foreign exchange procedures and activities are quite organized and management is trying their best to satisfy their clients.
THE CITY BANK LTD has well-defined products and services to meet customer needs and wants in their general banking.  It is contributing a significant portion by investing more of its fund in fruitful projects leading to an increase in production of the country. THE CITY BANK LTD also plays an vital role in the economic growth and development of a country through Banking. It is obvious that it established a successful channel of banking network over the country and internationally.
THE CITY BANK LTD is contributed significantly to the socio-economic development of the country. Through the CSR activities, they were focused on Terrorism, Health, Education, Disaster Management, Cultural Activities, Ecological Friendly sectors and several other sectors
5.2 Suggestions addressing the challenges identified
According to my consideration,I have few suggestion as follows:



[bookmark: _GoBack]

· Improved Customer service
Development in customer service is pivotal elements for carrier zone. To compete with different banks, customer service should be progressed as on line service, net service, 24 hours’ customer service and so forth.Technical upgrading is needed to keep tempo with the present day time.
· Training program
Financial institution can set up unique education program on extraordinary banking rule and rules set by way of Bangladesh bank with a purpose to optimize the performance of employees.
· Recruitment of more employees
I have determined that financial institution need to growth their wide variety of personnel. Every once in a while faculty can't convey legitimate enthusiasm to their customers on account of expanding work weights. bank can select additional representatives and separation their work similarly.
Improvement of online banking
Many real issues existed in the online administration are keeping The City Bank Ltd frame getting progressively positive reaction from its clients. Many real issues existed in the online administration are keeping The City Bank Ltd frame getting increasingly positive reaction from its clients.
· More Access to Technical Site/Work
Bank employees should give access computers to the intern students. At least they can show how to activate accounts, debit card, pay order etc. because it is very important to know the technical stuffs of the bank.
· Give More Important Works
The organizations should trust the interns and assign them more interesting and challenging works rather than giving them simple works so that we can learn more.
· Ensure Intern Computer
During my internship, I did not get any specific  computer for mine. It was really tough for me to keep my enthusiasm. So, they should keep a computer for intern, which will also help them to increase working speed.
· Training Module for Intern:

There must be widespread training module with a specific guiding principle for the intern. in order that the intern can learn proper banking understanding little by little. with the aid of doing this their right training may be executed and this could help for them to paintings in future for this kind of working surroundings.
In conclusion I can say that, The City Bank Ltd is working colossally to end up one of the harbinger in managing an account. The administration is efficient and about time the bank accomplishes the objectives. In any case, the bank must dispatch cutting edge innovations and programming to give quickest support of its clients. In the event that they can guarantee their clients about the administration quality, it will offer them the chance to draw new and greater customers.
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