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Executive Summery
Under the bank company Act, 1991 Standard Bank Limited is a scheduled Bank under private sector established and emerged as a public Limited Company under Companies Act, 1994.This started commercial banking operations from June 03, 1999.Standard bank ltd. Vastly become popular to the business community, from small entrepreneur to large traders and industrial conglomerates, including the top rated corporate borrowers for forward-looking business outlook and innovative financing solutions. This bank established a unique image for   itself and gained significant reputation in banking sector as operator of standard banking concept. 

Standard Bank Limited (SBL) I  liked  to gain practical  experience as an intern for three months  period starting from 07th June 2018 till 09th  September 2018, Internship as prerequisite of  Bachelor of Business Administration .I have completed my internship in Mohammadpur branch as an intern for the department of General Banking Department at the Mohammadpur branch of  standard bank.
Standard bank undertook  different  steps to enrich the quality of human resource that are aimed to flourish professional knowledge ,expertise, skill level of employees through training and development .This programs will help to form a well- equipped work force to ensure superlative services to client.
The general banking sectors mainly focus on different sectors like investment, deposit scheme, loan sanction, remittance etc. I have conducted a study on the general banking performance of SBL within the organization and my report with the title “An internship report on “General Banking Performance of Standard Bank Ltd is presented. In addition to this, I have a provided an overview of the company, the department I have been assigned to along with an account of my experience as an intern at SBL. 





                    CHAPTER ONE
INTRODUCTION











1.0 Background of the Report:
	
The topic of my report is General Banking Performance of Standard Bank Limited. This report is partial requirement of my BBA program of UIU (United International University) and assigned by Dr. Mohd. Hasanur   Raihan Joarder, Professor, Human Resource Management, School Of Business and Economics (UIU).

Dr. Mohd. Hasanur Raihan Joarder instructed me to prepare a report on general banking and I have decided to prepare a report on this topic. The report covers
As Bangladesh follows free market economy banks, non-financial Institutions and Insurance Companies from both private & public sectors are functioning freely to boost the economy. Moreover some foreign Banks also operating in Bangladesh like HSBC, Standard Chartered Bank, commercial Bank of Ceylon, City Bank etc. Bangladesh bank is the central bank of the country responsible for regulating and promoting healthy growth and development of the banking system.

1.1 Introduction:

This report will cover the whole banking operation of Standard Bank Limited (SBL).The establishment of SBL, reasons for this establishment, its objectives, contributions in the economy general banking activities, investment methods, invested sectors will try to include on the report in the organized manner. And because of customer service department of SBL is my main focus so I will try to separately describe the account opening section, local remittance, clearing and bills section, bank receipts.





1.2 Goals of the Report:

Standard Bank Limited started as a commercial bank with efficient banking services with strong capital structure which boosted it to prove capability to make large amount of investments in all sectors of Bangladesh economy. This bank facilitates student to gain practical knowledge in real field .I have observed the way of working in financial organization as an intern that is the require meant of my degree. I tried my best to present real activities and vital issues regarding banking system.


1.3 Scope of Report:

My Internship report has been prepared through discussion with employees of Standard bank. They provided me the annual report to prepare for the help of preparing this report. I gained knowledge about whole banking activities at the time of preparing of the report by communicating with manager, employees and statistical data also.


1.4 Objectives:

DR. Mohd Hasanur Raihan Joarder “General Banking Activities & Performance of Standard Bank Limited” assigned topic me .The main purpose of this topic is to present practical knowledge of bank and its orientations. This is well defined topic that is important to prepare a report which is an indicator of all described part of the presented report.




1.4.1 Primary objectives:

Presentation of Standard Bank Limited and visualization of a clear view with essential parts of internship program is the primary objective of this report.


1.4.2 Secondary Objectives:	

Observing tactical data of Standard Bank Limited

·  Analyzing practical working style and process in all level of standard bank. To observe numerical data of 

· Relating theoretical knowledge with real world.

· SWOT analysis of the bank.

· Recommendation for betterment of existing   operating activities to attract newer client.

1.5 Methodology of data collection:

Sources of Data:

Facts which are related with topic are considered as data. Two types of data are

                    * Primary data
                    * Secondary data

1.5.1 Primary data sources:

The data those are collected through conducting survey or personal interview is called primary data. This data are materializing from original source.

Primary data can be collected from:

· Officer
· Team member
· Related persons


1.5.2 Secondary data sources:

Secondary data are collected by others that are available in different sites and have been gone through   statistical   procedure. I have collected my report data from   annual   report, Bank governing bodies, Magazine,   Bank’s website, employees different departments, Manuals of standard bank ltd and also from
Internal and external tools:
· Statement of affairs
· Bank brochures
· General report
· Bank Rate sheet
Analysis of data:
Various type of computer software like: Microsoft power point, Microsoft word are used for analyzing the collected data. Tables and graphs were used to present numerical data.
· All employees of Standard bank have been considered as the population.
· sample size was maximum 10 employee
·  employee of standard bank
1.6 Limitations of the study:

I have face difficulties while preparing my internship report are as follows:
· Time limitation: To cover the whole banking sector, I could present more informative report if I get more time to observe practical scenario. I had to prepare the report alone there was not any guideline 
· Data disclose issues: There were some impediment about disclosing some data and information for various sites of bank for preparing the report.
· Lacking in some of related data: Time of covering vast area is limited that is not enough for presenting all related data flawlessly.
·  Busy working environment: I had to struggle a lot to collect data from different personnel because of their busyness in duty.
· Haphazard Direction: There was not any clear direction actually what duties an intern has to perform in a branch during internship period.









Chapter Two
Description of standard Bank Limited














	




2.0 Introduction:

In my report I tried to present view of employee performances, banking procedures for customer satisfaction in standard bank because customer is the key .I have chosen general banking in standard bank because to know the level of customer demand, ongoing trend, customer satisfaction and performance of standard bank .I also tried to come to a conclusion along with some recommendation for the betterment of bank.
Standard bank collects money from client through offering some types of   financial products after that they circulates the collected money to different sectors at high interest rate. Customer demand is changing rapidly for this banking style and operations are becoming dynamic. Variation in client demand is requiring more smart banking style.  Bankers are facing a lot of challenges to handle their clients. Now days this is more difficult to do job in financial market than before.
Standard bank is trying to meet the customer’s requirements that must be translated and also quantified into achievable target. This delivers an easy way to monitor improvements and provides direction that needs to be concentrated on in order to gain more customers satisfaction. Customer satisfaction is the main concerning issue for all banks so for this we should identify where we need to bring changes for improving existing operation style. After implementation of those changes we   have to ensure feedback and necessary correction if needed. Understanding customer’s satisfaction is challenging task.one stop integrated financial services offered by bank is directed to meet client desire. Banking facilities are now increasing to stand in competition strongly. This is the good news that at present banking style is customer oriented.


· Organization profile:

	Name 
	Standard Bank Limited

	Logo
	[image: ]

	Origin
	Local

	Category
	Commercial

	Short form of bank
	SBL

	Type of bank
	Private

	Date of Incorporation
	May 11, 1999

	Slogan
	Setting a new standard in banking

	Swift Code
	SDBLBDDH

	Head office
	Chamber building (3rd floor), Motijheel, commercial area. Dhaka

	Stock code
	STANDBANKL

	Phone
	+02-9772247





2.1History
Standard Bank limited incorporated under private sector and turned into a public limited company on May 11, 1994 under company’s act of 1994. This bank started commercial banking operations on June 03 1994 and since started it is operating a positive service in Bangladesh by serving internet banking, online service and money transfer ,Locker facilities, cash transaction within a short period.
The motto of standard bank is creating new banking environment among its all levels along with introducing  use  of new technology  in modern banking .All banking activities specially cash transaction are monitored and regulated by  Bangladesh automated clearing house where cash are transferred to Bangladesh Bank from all branches through principle  branch. ATM facilities, credit card services, opening letter of credits for export import of various products, loan schemes. Standard bank is committed to serve the customers within a suitable time and ensuring best service through professional work force. There are 102 branches across Bangladesh and a principal branch located   in Motijheel in Dhaka. Head office circulates all facilities, order and decision to all branches around the country and monitors all facts related with banking as well. 
Head office of Standard bank is monitoring system of mail delivering, account opening, Bill, remittance collection, cash section .Overall all activates are observed by governing body. This is the main objective of standard bank. They are maintaining facilities for employee motivation which is aspects of Human resource management. This bank is providing superior service through their motivated human resource to ensure maximum quality of service along with customer satisfaction. Supervision of operation of all branches to provide flawless monetary supply to all parties is also a considering purpose of standard bank operation.
In summary we can mention that standard bank has introduced a new dimension in the sector of finance and commerce. Finance and commerce sector deals with monetary issues that are quickly processed and transferred to people in terms of salary, bill, loan, deposit etc. In Bangladesh standard bank has introduced newer technology to attract valuable client in attractive manner. Their employees are delivering excellent service, operations in all departments of standard bank. Employees are trained and active .Standard bank is maintaining consistent training programs to enhance employee capability along with various facilities for employee energy to provide better service. Standard bank is performing social responsibilities to its trained employees to ensure their safe and secure life through human resource management division where many dedicated officers are recruited for caring personal inconvenient issues of all employees with honesty towards the mission of positioning in top of the EVA (Economic Value Addition) each year.  Standard bank is considering CSR issues trough contributing in national economy as donor, sponsor. They are involved in different programs that are organized for needy people.

2.2 Mission:	
Standard bank limited has goal to achieve top position in banking sector of Bangladesh.
2.3 Vision of the Standard bank: 
Standard Bank Limited started its journey with the goal of contributing in accelerated national economy by providing fruitful modern and efficient Banking services to the nation and also to stands as the top among all private commercial banks is operating in Bangladesh in terms of efficiency, capital adequacy, asset quality, sound management, profitability and strong liquidity.

Invisible Features of the Bank: 

· Standard Bank Limited has been operating conventional commercial banking activities.
· This bank is the role model of introducing and launching diverse customer pleasant deposit schemes to habituate people’s for more saving which boosts the required investment capability towards essential productive sectors of the economy.
· Recent days one of the most popular consumer credit schemes for securing household necessities was firstly introduced by Standard Bank Limited.


2.4 Organogram of standard bank:

[image: ]


2.5 Competitors of Standard bank limited:
The main competitors of standard bank are,
· Dutch Bangla bank ltd.

· Social Islami bank 

· One bank

· IFIC bank ltd

· Islami bank

· Prime bank etc.

2.6 Strategies of Standard bank limited:
· Operation of activities in efficient manner
· Customer satisfaction through standard quality of service.
· Identification of customer’s ongoing demand through continuous market survey.
· Analysis of loan need of loan party
· Review and modification of perceived procedure of performance.
· Developing human resource by regular training.
· Maintenance of positive working environment.
2.7 Branches of standard bank limited:
	Location
	Number of branches

	Dhaka
	48 branches

	Chittagong
	26 branches

	Khulna
	11 branches

	Rangpur
	13 branches

	Syleth
	6 branches



2.8 Product of standard bank limited:
· Current Deposit
· Short Term Deposit
· Deposits Under Scheme
· Savings Deposit
· Secured overdraft
· Staff Loan
· General Loan
· House building Loan
· Packing Credit
· SME
· Consumer Credit
· Debit Card
· Pay order

1) STANDARD BANK DEPOSIT PRODUCT SCHEME: 
There are several deposit schemes that are offered by standard bank for middle and lower level income clients .This schemes are, 
1) SBL deposit-sarbojonin  : Interest rate is 7.5%
Maturity amount chart:
	Monthly deposit
	3 year matured amount
	5 year matured amount

	500
	20,600
	37,600

	1000
	41,400	
	75,200

	2000
	82,400
	155,400

	2500
	103,000
	188,000

	5000
	206,000
	375,000

	10000
	412,000
	712,000


[bookmark: _GoBack]Table: 1 Rate of Deposit (SBL brocure2018)



2) SBL deposit Program –Projonmo: Its customer type is joint. One minor can open this. Link account is mandatory for opening this. Interest rate is Nine percent,
	Monthly deposit
	3 years matured amount
	5 years matured amount
	7 year matured amount
	10 years matured amount

	500
	20,700
	38,100
	58,800
	87,100

	1000
	41,800
	76,200
	117,800
	186,200

	2000
	82,400
	152,400
	235,600
	382,400

	2500
	103,500
	180,500
	284,500
	487,200

	5000
	207,000
	381,000
	578,000
	8870,000

	10000
	414,000
	762,000
	1178,000
	1862,000


Table 2: Rate of projonmo (SBL brochure)
STANDARD BANK DPS-GHORONI: Only female customer can open this deposit. Customer type is individual/joint    .period is 4 years, 6 year
	Monthly deposit
	4years matured amount
	6 years matured amount

	500
	29,800
	48,000

	1000
	58,000
	96,000

	2000
	116,000
	100,000

	2500
	145,000
	240,000

	5000
	290,000
	480,000

	100000
	580,000
	600,0000


Table 3: Rate of Ghoroni (SBL brochure)


Standard bank Lakohopoti plus: Interest rate is5% .18 years and above people can open this deposit .Account link is mandatory. Tax on interest will be deducted as consideration of client income amount.Pre matured encashment is allowed. The chart is given below:
Amount payable at maturity chart:
		Period
	Monthly Installment
	Amount payable at maturity

	3years
	2500
	103,000

	5years
	1350
	102,000

	7years
	4000
	106,000

	10years
	9500
	107,000


Table 4: Rate of Lakhopoti plus (SBL brochure)

Standard bank DPS- DIGUN SHMRIDDHI:
Minimum initial deposit amount is 1000000 or it’s multiple. Interest rate is
	Initial deposit
		Value at maturity

	10,000
	20,100

	20,000
	40,200

	50,000
	100,500

	100,0000
	201,500


Table 5: Rate of Digun shomridhi (SBL brochure)




STANDARD BANK DPS-BNODOHN SAVINGS:
Target customer is daily income earner, low income segment. Restricted segment are government service holder, private service holder.  Company account is not allowed. Minimum initial deposit amount 100 tk. and maximum amount is 25,000.
SBL SAVINGS PREMIUM STADARD BANK:
 Any Bangladeshi citizen age 18 years above can apply for this. Minimum initial amount is 100,000.ATM card issuing fee is free for first time. Interest posting cycle is in quarter basis.
Standard bank has many more DPS scheme that schemes are:
1) Premium plus
2) Super saver
3) Women savings
4) Classic savings
5) Golden age savings etc.
2.9 Human resource management of standard bank limited:
The set of organizational steps for improving, maintaining and controlling a sound workforce with desire of achieving organizational goals is called human resource management .Hr. practice is a vital part of standard bank through which all employee issues are considered. Application of related part from employee selection to employee betterment is monitored by Human Resource Department of standard Bank limited. This bank is employee oriented .All steps of HR. is equally important to human resource department. Especially Training and development is main concern for meeting ongoing demand of client.


 Goals of human resource management:
· Goal of contributing in society: Ethically and socially responsible to the societal needs and challenges besides maintaining organized working environment in organization.
· Goal of fulfillment of organizational need: Human resource department always monitors employee performance and measures that with standard measurement because employee is the ultimate factor of meeting organizational needs.
· Goal of making better working environment: Sound and legal practice in organizations also considered issue of human resource department.
2.10 Functions of Human Resource management:
1. Acquisition:  Planning, recruitment, selection, training and development of human resource are the core function of human resource management. Acquisition deals with the process of
· Job analysis: Job analysis is the procedure of collecting analyzing data.
· Job design: It specifies the required task to be performed in a job.
· Job enlargement: it is the process of expanding the duties of a job.
· Job enrichment: Job enrichment is the process of enhancing job characteristics.

1. Recruitment: Recruitment is the function of recruiting people to fill specific job position. There are two sources of recruitment:

a) Internal source
b) External source

1. Selection: The goal of selection is “Right person in right position”.
1. Training and development: Training develops employee’s capability of doing assigned job.
1. Motivation: Employee motivation is ensured by punishment, salary, bonus etc.
1. Maintenance: Maintenance means employee commitment and loyalty for working with organization. It is concerned with retaining employee in organization.





2.11 Importance of training and development of employee of standard bank limited:
Standard bank follows standard process of training to train its employees. Training ensures employees ability to perform right job in right position. The demand of client is changing day by day. Smooth delivery of service is very important for sustaining such a competitive market.


Training process is followed by standard bank limited:

[image: hrm-human-resources-development-6-638]


2.12 Research on Training program of employee:
· Which of the training process standard bank follows?

	Sl.
	percentage
	
	Respondant

	1. On the job training
	4%
	
	45people

	2.off the job training
	96%
	
	200people


Interpretation: 96% training are conducted through off the job process.


· How is environment of training of standard bank?

	Category.
	
	Respondent

	Strongly agree
	
	50%

	Agree
	
	20%

	Disagree
	
	25%

	Neutral
	
	5%


Interpretation: There were 5% people remained neutral.50% were recommending the training environment is satisfactory, 20% said the environment is good. Rest 25% was dissatisfied.


· Does training program meets job requirement?

	Sl.
	Category
	
	percentage

	1.
	Strongly Agree
	
	60%

	2.
	Agree
	
	15%

	3.
	Disagree
	
	18%

	4.
	Neutral
	
	7%


Interpretation: Job requirement is potential factor of employee development and training as well.60% respondent said training program meets job requirement.


Method of on the job and off the job:
Standard bank follows job rotation; Coaching, Job instruction and internship training for on the job training. These methods are effective to develop employee skill. On the other hand standard bank follows case study method, Role play method, Business games as off the job method for training.
 2.13 Performance appraisal: 
Performance appraisal refers the evaluation of evaluation of employee performance according to present and past relative to performance standard. Performance appraisal is functioning in appreciation of performance, developing living standard, Improving skill, and Identifying best performer.

Appraisal of performance is generally followed by several methods like:
A) Graphic rating scale
B) Forced distribution method
C) Paired comparison method
D) Critical incident method
E) Behaviorally anchored rating method (BARS)
F) Management by objectives (MBO

2.14 Compensation:
Standard bank is employee oriented commercial bank. Its sound management is very much continues about compensation of their employees. They follow standard compensation methods to pay their fair amount. Paying handsome salary to employees for retaining valuable human resource is the main concerning issue of the management of standard bank.












	
Chapter Three: General banking activities of standard bank limited


	








	

3.1 Services of Standard Bank Ltd:

3.1.1 General Banking division:
Bank is such financial institution that is known where it stands between ultimate lenders and borrowers. In two ways banks perform this function by taking deposit and lending that amount of money to the potential investors in other different forms. General banking plays a vital   role among all the banking operation. General banking department assist in taking deposits and simultaneously provides valuable services. It provides services to those customers who come frequently and those customers who are there for enjoying one time in banking services.  In general   banking, Sometimes there is no consistent relation between banker and customers who are there for taking one service from bank and on the other hand   there is different type of client with whom bank is often doing its business. General banking department delivers day-to-day services to its valuable clients.  By considering valid documents every day it collects deposits and provides loans to loan parties. New account opening, issuing bank drafts and pay order, collecting remittance etc. are also responsibilities  of standard bank .General banking is also considered as retail banking. 

3.1.2 Cash Department:
Cash department is the mirror of bank as it deals with all kinds of cash. Cash are transferred to the cash division from the bank’s cash vault. Cash department starts the day with liquid currency in vault. Each day cash receipts and payments are added to the opening cash in branch, this figure is called closing cash. This closing cash is calculated very sharply and if there is equal balance of all transaction that happened at the day it then added to the vault. 




3.1.3 Foreign exchange department: 	
Foreign exchange is a process which deals with converting one national currency into another and transferring currency from one country to another country. The bank plays role as a media for the system of foreign exchange policy. An employee who is working in foreign exchange division should have proper knowledge about different facts of this department like- exchange rate, process of converting, premium and discount, convertibility etc. 

3.1.4 Credit division:
 Banking firstly considered as dealing business with money and credit. A bank invests its collected funds in many forms for income. Most of its income derives from loan and advances.  This is the survival unit for a bank and unless the achievement of this divisions the survival is a question to every bank. If this section does not properly works the bank will face bankruptcy. Credit is ongoing process. Recovery of one credit boosts rise to another credit. Bank earns interests by investing these funds to loan clients. Credit types may differ in terms of security requirement, disbursement policy, terms and condition etc. The loans are the main portion of the assets of a bank. Loans are provided considering client’s mortgage assets and business issues are also.




3.1.5 Divisions under head office:
Standard bank has other divisions that are operating under head office. These divisions are whole supporter of all branch banking activities. Supplementary support is ensured by these divisions. These divisions are concerned about client dealings, operating process, policies, recovery of loans.

· Information Technology division
· Branch management and operation division
· Human resource division
· Credit administration division
· Law and recovery division
· Audit division (ICCD)
· International division
· SME division
· AGRI division
· System and operation division
· Anti-Money laundering Division
· Sustainable Finance Division
· Board Division
· Offshore banking division

3.2 Sections of branch:
General banking is the heart of bank. During my internship period I have observed several significant activities are done by general banking. In general banking officer’s does different works for conducting accounts and other issues of general banking related with client. In general banking GB in charge also performs some factors that are related with branch management. Various sections are:
	
3.2.1 Account Opening Section:
Account opening is considered as the starting point of relationship for customer and banker. This is the entry sign of a client to the banking activities with certain bank. A customer deals all transaction through distinguished account. This is the most potential and significant section of a bank because bank circulates funds from deposit to loan fund through bank account. Various rules, terms, conditions are maintained for account opening. A client can open different types of account in this division like: savings, current, short term deposit, fixed deposit receipt, Deposit scheme Account. Procedure of account opining:

STEP-1
· Receiving application form  officer
· Input the required data in the received form
· Two copies of passport size photograph should be attached with the application
· Fill-up of KYC with the help of officer.
	
STEP-2
· Sign in signature place
· Introducer’s signature
· Account number which is verified by legal officer

STEP-3
· Signing in KYC (Know your customer)
· Signing up in owner information form

STEP-4	
· Authorized officer accepts the application

STEP-5
· Minimum cash must be deposited for account opening

STEP-6
· Account  is opened ,cheque book  is along with payment receipt

3.2.2 Information required for account opening:

There are different types of account service those are facilitated by standard bank for clients. Various type of information is required for different account. Those are:

Partnership account:

· Partnership deed copy
· Mandate of partners
· General information of all account holder

Individual account:

· Name
· Present address
· Permanent address
· Nationality
· TIN information
· Age
· Death of birth
· Photograph of account holder (passport size)
· National id card copy
· Passport copy ( if any)
· Nominee  declaration form
· Photo of nominee
· National Id copy of nominee
· Passport copy of nominee (if any)
· Signature in FTCA form


Limited company:

· Memorandum copy
· Incorporation copy
· Article of Association
· Commencement certificate
· Along with all the information required for individual account.

3.2.3 Account transfer system:

There is a system of transferring of account through branch to branch. There are some steps that are followed in the case of account transfer:

· Application of account transfer to the account holders branch
· Contact between manager to manager about demand of account transfer
·  Transfer of application with account holder’s signature to the proposed branch
· Finally opening of new account in proposed branch.
· Activation of  account in new branch
· Monitoring transaction of transferred account in proposed branch
· A new cheaque book should be provided to account holder.

3.2.4 Current Deposit Account:

There are many categories of current accounts for individuals, partnership firms, proprietorship firms, Joint Stock, trust, Company, association, school, college and N.G.O. Account opening form. The Mohammadpur Branch of Standard Bank Limited has scope to serve its customers with different types of account. In different type of account rules and conditions differs but overall process is more or less similar. There are two categories of current account:


Proprietorship account:	

Bank requires trade license for proprietorship account. Trade license is attached by officer and procedure is maintained for opening a proprietorship account.

Partnership:
Opening process of Current account for partnership is almost same as proprietorship but additional documents are required:
1) Trade license
2) Partnership deed
3) Letter of partnership
There are some documents that are also demanded for opening of joint stock Company like;
· Certificate incorporation 
· Memorandum of association 
· Copy of board Resolution containing 
· Registration certificate from Register of joint stock companies 
· Annual audit report 
· Name of authorized person etc.
3.2.5 Short Term Deposit (STD/SND):
The main difference of STD and savings account is interest rate moreover opening procedures is more or less similar. All terms and condition of current account is applicable for this account also.
Interest rate for SND/STD IS:
	Deposited amount
	Interest rate

	Below 5 corer
	3%

	5 to 10 corer 
	4.5%

	More than 10 corer
	5%


	
3.2.6 Fixed Deposit Receipt:
An amount is deposited for a fixed period of time is considered as fixed deposit in a bank. Customer gets high interest rate for fixed deposit. Interest rate can be varied inconsideration of market condition and economic ups and down. This facility is only for those who have idle money that can be deposited for certain period of time. Bank transacts these amounts to loan parties in the form of loan.

Procedure of FDR Account:

· Fixed deposit form is given by officer to depositor
· Customers fill the form mentioning all the required data.
· After fill-up of the form officer take the amount from customer in terms of cash or cheque. Then the officer issues the FDR form by transfer seal. After   consideration of all documents as perfect, officer provide sign copy handover the FDR copy to customer. 
· Customer   gives   signature on the specimen.
· The demanded Fixed deposite is opened
· A FDR jacket is provided by office

There are   FDR block of specific data regarding FDR.FDR block includes:
· Customer name and deposited amount.
· Date of fixed deposit.
· Maturity date of the fixed deposit.
· Interest rate.




3.2.7 Bills Collection: 

Modern banking requires the mechanism has become complex as far as smooth transaction and safety is concerned. Customer always pays and receive bill from their counterpart as a result of transaction. Commercial bank's duty is to collect bills and behalf of their customer.
Types of Bills for Collection 

· Outward Bills for Collection (OBC).
·  Inward Bills for Collection (IBC).
3.2.8 Account Section:
Account Department is called as the nerve center of the bank.  Business transactions are done every day and these transactions are to be recorded properly and systematically as the banks deal with the depositors' money. Improper recording of transactions will read to the mismatch in the debit side and in the credit side. To avoid these mishaps, the bank provides a separate department whose function is to check the mistakes in passing vouchers or wrong entries or fraud or forgery. This department is called as Accounts Department. If any discrepancy arises regarding any transaction this department report to the concerned department
Function of accounting department: 

· Record of  the transactions 
·  Data entry of the transactions in ledger.
·  Charge for different types of duties. 
·  Preparation of the budget of branch
· Data entry of the daily position of the branch.
· Calculation of profit and loss (Month basis).


3.2.9 Deposit Section:

We know the deposit collection is the potential function of a bank from history and originof banking operation .There is two types of deposits are accepted by standard bank .The categories 
Are:
a) Time deposits: 

A deposit that can be payable at a certain date or after a period of notice is called time deposit. Time deposits are accepted by bank through Fixed Deposit Receipt (FDR), Bearer certificate Deposit (BCD) and Short Term Deposit (STD) etc. banker opens an account in the name of a customer while there is a contract between the banker and customer. There is a condition that the contact will be not being valid until both parties are component of contracts Banker and client initiates the fundamental relationship through opening of account since the banker has to deal with different kinds of persons.

b) Demand deposits: 
Standard Bank accepts demand deposits through the opening of: 
1.  Call deposits
2. Current account and savings account
3.2.10 Cash Section: 
Cash department have an important role in banking and its significant function like other commercial bank receiving the deposit and paying the cash on demand. Reputation of the bank depends much on it as this department deals directly with the Customers the Bank. Standard bank accepts surplus money from client known as deposit and there is option to withdraw the deposited amount by cheque .The functions of a cash department are described below:
Cash payment:
1) Cash payment against cheque
2) Payment of cash only against printed valid cheque
Cash Receipt:
1) Collection of deposit
2) Receiving cash through receipts form


3.2.11 Process of cheque cancelation or cash payment:
STEP-1
· Collection of cheque in the cash counter by officer
· Verification of presented cheque
STEP-2
· Checking of the issued date of cheque
· Verification of signature
· Checking of amount of figure
· Freshness of cheque should be checked
STEP-3
· Attaching cash pay seal
· Sending the cheque to the cash counter and completing payment.
3.2.12 Savings Account: 

Savings account is for small scale saver clients. One can draw three days in a week, if they want interest from deposited money. There will be no interest if one draws twice in a week. There are some important points regarding savings account .Those  are:

·  interest rate is 3.00%
· Minimum initial deposit of Tk.2000
· Withdrawal amount should not be more than 1/4th of the total balance at a time and   limit twice in a month. 
· Minimum Tk. 500 tk. must is maintained.
· Payment service of Utility
· Facility of Cheque book
· Transfer of fund from one branch to another through:
                1.  Demand draft
                2.  Mail transfer



3.2.13 Clearing Section: 
 A process by that a bank collects customers fund from one bank to another through clearing house is called clearing.  Pay Order (P.O), cheques, Demand Draft (D.D.) etc. collection from other banks on behalf of its customer are a basic function of a clearing department. 

Clearing House: Clearing House is the place where officer of different banks get together to collect and pay cheque with another banks. Generally, Bangladesh Bank performs as the clearing House in Dhaka, Chittagong, Rajshahi, and Khulna & Bogura. Sonali bank arranges this in absent of Bangladesh bank. There are different types of clearing systems:
	
Types of Clearing: 
Outward Clearing: outward clearing is called when a bank’s branches collect cheque from that bank’s customers within local clearing zone for collection.
Inward Clearing: Inward clearing is the method by which bank receive cheque drawn on them from other bank in clearing house.
Remittance:
In words we understand remittance refers system of money transfer from one place to another through banking system. Remittance is a kind of earning source for bank .Mohammadpur branch is authorized for remittance.  Client gets facilities to send money from one area to another in exchange of service charge by system. This service charge is the source of bank earning .Bank works like a mediator of this process. Transaction through bank is safe.
MoneyGram:
MoneyGram is an agent of money transfer. They earns through the charge of delivery. One has to present 12 digit number to bank officer for collecting payment.12 digit number is the main indicator of MoneyGram. Documents are required from receiver are:
· Salary statement
· Passport copy
· Tuition fees statement (if needed)
· National id card copy

Foreign remittance:
The main function of bank is sending of one place to another in case of foreign remittance. Foreign remittance is received by bank through order of any international agent .Mohammadpur branch has authorization of collecting and receiving foreign remittance .MoneyGram and western union are the main two medium of agent  for foreign remittance.

3.2.14 Clearing of Cheque:
Officers of standard bank receive all kind of cheque that is needed to clearing on behalf of client. Then it is important to endorse and cross of cheque also.

	Category of cheque	
	Explanation
	Process of clearing

	Inward clearing cheque
	Cheque collected from standard bank Limited’s clearing house
	Party’s account number to general account number of standard bank limited.

	Outward bill for collection
	Standard bank limited clears within own clearing area
	None

	OBC
	Cheques of other branch
	This type of cheques is directly sent to the representative branch.

	Clearing cheque
	Cheque of another bank within clearing area of standard bank limited
	These cheques are sent to clearing house of Mothijeel.

	Outward clearing 
	Cheques for another bank outside the clearing area
	It is sent to other branch of standard bank limited and IBCA.


	Table 6: Cheque clearing (SBL website2018)

3.2.14 Category of clearing cheque:
1) Transfer cheque:
These cheques are collected by the same branch of standard bank limited and paid also.
2) Local bill collection cheque (LBC):
Local bills collection cheques are presented to the standard bank limited for collection and payment through two different branches in the same city.
3) Outward bills collection cheque (OBC):
These cheques are presented to standard bank limited for collection and payment by two particular branches in the outstation.
Other types of clearing are:

1) Local remittance:
This is the system of sending money to one branch from another in the form of remittance  , Mohammadpur branch of standard bank limited clears this type of issues through inter banking policy governed by head office.
These are:	
1) Telegraphic transfer (TT)
2) Pay order
3) Demand draft (DD)



2) Pay order:
Pay order is the process of payment from issuing branch through clearing area of issuing branch. It facilitates payee the right of claim of payment from the issuing branch.

The process of payment of pay order:
·  Evaluation of authenticity  of pay order
· Entry in pay register and contra entry for the pay order
· Debit in the case of sufficient amount in account.
· Ok for payment

3.3 Banking through ATM:
Standard bank has introduced credit card and debit card service for the convenience of its client. There are 40 ATM booths around the country. Theses ATM are serving very smooth service to clients. All the transaction of ATM booths is clearly monitored by Branches of standard bank limited. There are approved proposal of setting more 100 ATM booths around the country within 2020.Standard bank has joined in national payment switch network (NPN) to cover all area.
3.3.1 Standard bank Debit card:
Fees and charges of debit card of standard bank limited:
	Category of payment 
	Fees and charges

	Pin reissue fee
	200BDT

	Annual fee
	Free

	Renewal fee
	300BDT

	Replacement fee
	500BDT

	Debit card for employee
	Free

	Debit card for high officials of standard bank
	Free




3.3.2 Standard bank credit card:
Fee and charges of Standard bank visa gold card:

	Particulars of payment
	Gold Int’l
$
	Gold local taka
	Gold dual
$

	Late payment fee
	4
	300
	5

	Replacement fee
	4
	300
	5

	Supplementary card fee
	Free
	Free
	free

	Annual/Renewal fee
	20
	1500
	22

	Statement retrieval fee
	1
	50
	2

	Pin re -issue fee
	8
	500
	9

	Charge slip retrieval fee
	4
	250
	5


Table 8
	Particulars 
	Fees and charges

	Interest on cash advance
	2.5%per month

	Cash advance fee from branch
	2% of withdrawal amount

	Cash advance limit
	50% of the total card limit

	Cash advance fee from ATM
	2%


Table 7
Table 7 & 8: Fee and charges of visa credit card (Gold card)


Fees and charges of credit card (classic card) of standard bank limited:
	particulars
	Classic Dual $
	Classic Local taka
	Classic Int’l $

	Pin re issue fee
	7
	500
	8

	Annual /renewal fee
	10
	600
	12

	Charge slip retrieval fee
	3
	200
	4

	Replacement fee
	4
	300
	5

	Statement retrieval fee
	1
	50
	2

	Supplementary card fee
	Free
	Free 
	Free

	Late payment fee
	3
	200
	4


		Table: 9 
	Particulars
	Fees and charges

	Cash advance interest
	2.5% per month

	Cash advance fee of ATM
	2% of withdrawal

	Cash advance fee from branch
	2% of withdrawal

	Cash advance limit
	50% of deposited amount


	Table: 10
Table 9&10: Fees and charges of visa card (classic card) of standard bank limited



Chapter Four: Job Description of Intern























4.0 Mohammadpur branch of standard bank limited:
Mohammadpur branch of standard bank limited is one of the busiest branches of standard bank limited .There are four departments including: Cash department, Credit department, General banking department and Chamber of Manager and Deputy Manager. It is situated in town hall of mohammadpur .It is a profitable branch established in 2004.the main customer of mohammadpur branch are businessman, service holder, Teacher ,Housewife. Loan section are dealing there loan parties smartly. There is no classified loan in the branch.
4.1 Internship in Mohammadpur branch:
I have completed my internship in mohammadpur branch of standard bank limited. My internship period was from 7th June to 7th September. There were another three persons were appointed as intern in the branch. I had to do various duties in all department of the branch. Nature of my duty was quite basic for intern.
Description of my job as an intern:
· Making of  cash cover
· Cheque issue
· Cheque delivery
· Cheque requisition
· SMs banking service
· Client dealings in front desk
· Client data entry
· Preparing client statement
· Data entry if DPS form
· Data entry if FDR form.
· Bill collection
· Assisting in bill entry
· Debit card service
· Credit card service
· Data entry in pay order block. etc.









Chapter five:  Analysis, Findings, recommendation and conclusion



















SWOT Analysis: 
Through the life cycle of each & every organizations some strengths, weaknesses, opportunities and threats are there, as Standard Bank Limited consists the following:
Strengths: 

1) Quality:
 The theme of Standard Bank Limited, Mohammadpur Branch is customer satisfaction. Employees are well behaved and always ready to ensure customers Excellency.

2) Modernization in operation:
Standard bank has strength of adaptability and it always has ongoing process in rapid change in operating process. It has efficient workforce for embracing technological change .This bank has adopted world class standard within very short time in banking sector.

3) Smart Management:
  Standard Bank Ltd has a culture that is efficiently directed toward quick delivery of service. Management always monitors activities of all level and take corrective action if necessary. Management is also conscious of enhancing brand image through graving a unique position in competition.

4) Skilled workforce:
Skilled workforce is the hidden source of rapid development in service of standard bank.
 There is several training program of training of employees. Training is conducted by expert sometimes on the job and sometimes off the job. Management of standard bank is employee oriented.



Weaknesses: 

1) Insufficient Workforce:
 Standard Bank Ltd. Mohammadpur Branch has insufficient workforce to serve customer in comparison with financial operations. Employee has to play extra load for this reason.

2) Backdated technological Infrastructure: 
Standard bank wants to cope with advanced world more but it is not possible because of poor technological infrastructure of the country. 

Opportunities: 

1) Support of government:
Bangladesh government has various program to develop banking sector.Standard bank is following requirements of government to get aid from it. 
2) E- Banking: Government has initiative about E- banking .There is a lot of scope for all banks if they properly can adopt E-Banking service for their customer. The bank has already enrolled the world of e-banking it is good news for its customer etc.

Threats: 

1) Mergers and Acquisition: Merge and acquisition is now the burning issue in the economy of Bangladesh .Competition is getting harder because of in banking sector specially.
2) Currency crisis: Currency devaluation will affect the economy of Bangladesh as the effect of global.




Findings: 

Standard bank has market based salary and wage system for maintaining their work force. Salary, bonuses, performance bonus, festival bonuses, commission, gratuity, profit sharing, medical insurance, provident fund etc. are provided to employees from bank .The organization always is careful about labor law. There is good practice of labor law in practical field. Employee gets fair treatment of law from standard bank. Here Human resource management practice is remarkable .Standard bank always recruits fresh graduates to entry level from batch through recruitment process. By providing training to new recruited people HRD assigns them in different position to perform.  Standard bank prefers internal recruitment for higher level and mid-level. If there are not enough people to recruit internally, they select experienced people from same industry.
As there is fair practice of recruitment, they hire executive level from internal source and technical level from external source. External sources are used for advertisements. It feels that this type of advertisement is most helpful in building company's reputation. In the case of new recruitment, authorized division staff recruitment proposal forms by the division head .Then this proposal is forwarded to human resource department. Human resource department investigate the proposal’s need than forward it to managing director for approval .If the proposal is approved than human resource department starts recruitment according to followed recruitment method.
Standard bank provides training to executives. Training program is organized by training institute and designed by human resource department after need analysis .Need of organization is also considered for training. There is feedback system in training period. After monitoring employee capability to apply the training knowledge the authority arranges further training according need basis .On the job training is arranged for employees and technical persons. Managerial persons sometimes are referred to other training institute.



Recommendations:
Standard bank limited is operating successfully as a commercial bank in banking sector of Bangladesh. Although it is rendering service to its customer from1999, it has some limitations I have already mentioned in my above explanation .There is recommendations as solution of these problems presenting in below:
 Islamic banking:
Standard bank can offer to its customers to increase the level of customer satisfaction .Standard bank can introduce Islamic banking to attract another category of customer in Bangladesh.
Complain box:
There should be regular monitoring of complain box response in branch to know about customer opinion about branch banking and service.
 Workforce:
There is high need for more officers to handle total general banking because there officers has to perform over workload. The bank management should consider this issue to ensure better and quality service. Officers of a branch are the main source of bank who is dealing clients directly. There are four divisions in the Mohammadpur branch and all divisions are involved with dealings of customer.
IT service:
Bank should develop IT sector to ensure flawless service to all. Bankers have to face difficulties in the time of service delivery due to IT problem.




Salary structure:
Now the burning issue of standard bank is to revised salary of its employees. It is important to revise salary for motivating employees. Motivated employees are key of customer satisfaction. The manager should review each employee’s record of performance in case of achieving their target.

Reasonable service charge:	
SBL should offer standardized rate for customer and extra offerings for attracting new customers. Irregular clients will be attracted to deal with the bank by these offered facilities.

Night banking:
Bank should develop more flawless service and they can also introduce night banking like other bank. There is high possibility to gain more appreciation from customer by this step.

Recovery of loan and effective training program:
Loan and recovery division should be considered as heart of standard bank .Management should not avoid this as dumping area of the bank because this division deals with recovery of loans and recovery of loan boosts capability of providing another loan .More training is needed to train employees about using of newer technology and delivery of smart service.


Conclusion:
In the modern age banking sector is adopting new modernized method of banking. There many new bank has emerging in the sector .This is making banking sector more competitive than before. Standard bank has to adopt more specialized operating skill and smooth service to meet the changing demand of their customer. The important factor for standard bank is to use its assets and liabilities in efficient way to sustain in this competitive world. I have enjoyed my internship from learning and experiencing the practical working environment .This three month internship program at the branch of standard bank will definitely help me to realize my career in this competitive job market. During the course of my practical orientation I have tried to learn the practical banking and tried to understand theoretical knowledge in the form of application, what I have gathered from various courses. It is great pleasure for me to have practical exposure of STANDARD Bank Limited; because without practical exposure it couldn’t be possible for me to compare the theory with practice. So at the end it is true that every organization has positive and negative side as well.
 Management of standard bank is determined to achieve the top position in banking sector by considering improvement in every layer of operation. Standard bank is in good position within very short time .this bank can achieve the ultimate goal with its strong workforce within very short span of time. I wish standard bank all success prosperity in their competitive field.
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Explanation of used short form in the report:
	SBL
	Standard Bank Limited

	GB 
	General Banking 

	STD/SND
	Short Term Deposit 

	CDF 
	Current Deposit Fifty 

	IBC 
	Inward Bills Collection 

	OBC 
	Outward Bill Collection 

	NCB 
	Nationalized Commercial Banks 

	PCB 
	Private Commercial Banks 

	FCB 
	Foreign Commercial Banks 

	DD
	Demand draft
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Ref: SBL/MOHD. PUR/ ADMIN/2018/440
September 9, 2018

TO WHOM IT MAY CONCERN

This is to certify that Iftho Hara Khanam, D/O- Nurur Rahaman & Rafeza Khanam.
having address: House# 52, Road-16, Comfort Housing, Adabor, Dhaka-1207
participated in 03 (Three) months long Internship Program from 07t June 2018 to 09
September 2018 has successfully completed at our Standard Bank Limited,
Mohammadpur Branch, Dhaka.

During her internship period, she was found very attentive, intelligent and eager
towards the subject matter.

We wish her every success in life.

Afsana Islam i ania Rahman

SEO & GB In-Charge SEO & 27d Man
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