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     Executive Summery 

 

 

The Internship report is prepared as requirement of BBA program of Daffodil International 

University. This report is on “An Analysis ofthe Post Dated Cheque Management: A study 

on IDLC Finance Ltd”. This report is intended to assist the reader in detailed understanding of 

Post Dated Cheque Management related activity of IDLC Finance Ltd.  

The primary objective of the report is to find out the necessary concept of PDC Management, 

physical process of cheque clearing, ground rules of PDC management, Process flow for 

different activities like Post Dated Cheque management, Single cheque management, Cash 

deposit management etc. The information of the report has collected from primary and secondary 

sources of IDLC Finance Ltd. In the first part of the report, it described the overview ofIDLC 

Finance. Then it described the detail information about ThePost Dated Cheque Management. 

Last of all there were some problems related to Post Dated Cheque Management and 

recommendation.  

After analyzing the Post Dated Cheque Management activities it is found that the Post Dated 

Cheque (PDC) Management is a core function of IDLC Finance Limited. Being a NBFI, PDC is 

the only way to collect funds to IDLCs accounts. In fact, this works as the cash for a NBFI. In 

the backdrop of implementing new software (Flexcube Core Banking System), it has been 

necessary to draw the guideline to manage PDC, making clear the responsibilities of each and 

every concerned party.  
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__________________________________ 

CHAPTER ONE 

 

1.1.Introduction 

 

IDLC stands for industrial development leasing company. At the beginning the name of the 

company was industrial development leasing company Bangladesh Ltd, but today the name is 

IDLC Finance Ltd only. IDLC Finance Limited started its journey in 1985, as the first ever 

leasing company of the country. In 1995, IDLC was licensed as a financial Institution by the 

country’s central bank, Bangladesh Bank, following the enactment of the Financial Institution 

Act 1993, over the last two decades, IDLC has grown in tandem with the country’s transition 

into a developing country and has emerged as Bangladesh’s leading multi-product financial 

institution. To encapsulate the evolving nature of company, IDLC has its name to IDLC Finance 

Limited from earlier Industrial Development Leasing Company of Bangladesh Limited in 

August 2007. Since 1985, when IDLC was formed as the pioneering leasing company in 

Bangladesh, the company continues to evolve as an innovative financial solution – all under one 

roof. Our wide array of products and services range from retail products, such as home and car 

loans, corporate and SME products including lease and term loans, structured finance services 

ranging from syndication to capital restructuring and a complete suite of merchant banking and 

capital market services. 

1.2.Origin of the Study 

 

I did my internship program in Post Dated Cheque Management (PDC) – Operations Division of 

IDLC Finance Limited. My organization supervisor assigned me all tasks related to Post Dated 

Cheque Management. So that I choose my internship report titled “An Analysis of Post 

D;atedCheque management: A study on IDLC Finance Ltd 

This report is a thorough study of the process implemented for Post Dated Cheque (PDC) 

Management which is a core function under Operations Division of IDLC Finance Limited. The 

crucial point of this report is to get a comprehensive idea about the process flow of Post Dated 

Cheque Management, Single Cheque Management, Cash deposit Management and drawing the 

guidelines to manage the PDCs’, making clear the responsibilities of each and every concerned 

party. 
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1.3.Objectives of the study 

 

 To analyze the process of Post Dated Cheque Management; 

 To identify some problems related toPost Dated Cheque Management if any; 

 To make some recommendations to overcome the problems identified. 

1.4.Methodology of the Study 

 

Sources of data: 

 

Primary sources of data: 

 

 Officers 

 Clients 

 

Secondary sources of data: 

 PDC management guideline. 

 Previous Interns surveys. 

 Annual Report 2013,  

 Internal Records 

 Internal Websites, IDLC (www.idlc.com) 

 Website of Standard Chartered Bank  

 Website of Citi Bank N.A 

Target population 

The target population of the study is the respective officers, staffs and customers of the branch of 

Dilkusha, IDLC Finance Limited. 

http://www.idlc.com/
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Sample size 

The sampling size of the study was 20 clients and 4officers. 

Sampling method 

Convenience Sampling 

Method of data collection: 

 Personal interview- face to face conversation and in depth interview with the respective officers of IDLC. 

 Personal observation- observing the procedures of Post Dated cheque management 

activities followed by each PDC management department. 

 Practical work exposure on different areas of the branch. 

 Informal conversation with the clients. 

 Relevant documents related to the study as provided by the officers 

1.5.Scope of the Study 

 

The study is conducted mainly on IDLC Finance Limited which is actively involved in 

banking/financing. IDLC Finance Limited is specialized in home and car loans, corporate and 

SME products including lease and term loans, structured finance services. Here, the main 

concentration was given on the operation division of IDLC Finance. But due to meet the deadline 

only the PDC Management Department of IDLC Finance is the primary target of this study. In 

spite of that, the scope and coverage of the study had been extensive.  

1.6.Limitations Of The Study : 

To prepare a report on the achieved practical experience in a short duration is not an easy task. In 

preparing this report some problems and limitations have encountered which are as follows: 

 The main constraint of the study is insufficiently of current information, relevant to the 

study. 

 All required information are not available in any specific branch of IDLC and there are 

also limited opportunity to visit more than one branch 

 Due to time limitations many of the aspects could  not be discussed in the present report 

 Lack of experience in internship report writing. 
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 ________________________________ 

CHAPTER TWO 

 

 

 

 

 The process of Post Dated Cheque Management 

 

 

2.1.1. Post Dated Cheque Management  

 

PDC Management is a core function of IDLC Finance Limited. Being a NBFI, PDC is 

the only way to collect funds to our accounts. In fact, this works as the cash for a NBFI. 

In the backdrop of implementing new software (Flexcube Core Banking System), it has 

been necessary to draw the guideline to manage PDC, making clear the responsibilities of 

each and every concerned party.  

It covers the following: 

1. The necessary concepts of PDC management 

2. Physical Process for cheque clearing 

3. Ground rules of PDC management 

4. Process flow for different activities like Post datedCheque management, Single 

cheque management, Cash deposit management etc 

 

2.1.2.  PDC Management Team: 

 

Dedicated PDC management Team is located at Dilkusha Branch and Corporate Head 

Office, overlooking PDC for some specific branches of Dhaka. This is the centralized team 

for PDC management. Outstation branch PDC will be managed as per outstation location. At 

present, Sylhet, Bogra, Comilla and Narsingdi Branch PDC is managed from branches 

through Operation employee, along with his/her other responsibilities. All the PDC of 

Chittagong is managed from Agrabad Branch. For new branches, PDC management will be 

decided before opening the branch. 

2.1.3. Physical Process of Cheque Clearing: 

 

IDLC Finance Limited, being an NBFI, is not a member of clearing house. We have opened 

accounts with banks and handover the cheques to the banks. These banks, being a member of 

clearing house places our cheques in the clearing house and get them cleared/dishonored. 

Upon clearing, fund is credited to our bank accounts. 
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Most of the cheques are being placed through CitiNA and Standard Chartered Bank. All the 

cheques that have been placed to the bank within banking hour (4.00 PM by present 

standard) will be placed to the next day’s clearing by the bank. The clearing process ends 

after banking hour on that day and our account gets credited at around 7.00- 8.00 pm on that 

day. We receive the bank statement on the following day morning and mark the cheques 

accordingly as honored/ dishonored.  

For example: All the cheques sent to bank within banking hour on Sunday will be on the 

clearing house on Monday, we will get information on Tuesday and get it marked properly 

on Tuesday. Generally, this marking requires 2-3 hours a day. 

All the cheques deposited after banking hour, that is on evening banking is placed to the day 

after tomorrow’s clearing house. That is, a cheque placed on Sunday evening banking will be 

on the house on Tuesday, and system marking will be on Wednesday. Please note that 

cheque placement in the evening banking is a very rare phenomenon.  

Generally, if a cheque cannot be placed within the banking hour, this is placed on the next 

working day. The effect and clearing time remains the same. 

2.1.4. System Process: 

 

Activation date is the single most important concept of PDC management is Flexcube. 

Activation date is the date on which check is auto liquidated. Based on the product user 

choose (t+1, t+2), that liquidated cheques is adjusted with any due of the account. 

For the same bank cheque (Like we have account at SCB, so does client, he gave us SCB 

Cheque), fund will be transferred to IDLC account within same day. No clearing house is 

required here. That’s why activation date will be same day of placement date.  

Same day cheques have to reach bank by 10.00 am that day. 

So, activation date will be the date on which the cheque will be on clearing house. It is one 

day later date for other bank cheque and same day for same bank cheque, no matter what the 

cheque date is. Cheque date is an issue for physical clearing process. We cannot place post 

datedcheques and stale cheque (Six month old cheque) as per regulatory requirement. 

Please consider the physical process of cheque clearing whenever you put activation date on 

the system. Any wrong input may lead to liquidation without even sending the cheque to the 

bank. So user must be very careful whenever he chooses the activation date. 

2.1.5. How system works: 

 

A cheque, after being properly entered and authorized, gets liquidated on the activation 

date. Collection Service team gets a notification on how many cheques have activation 

date tomorrow. They sorted out those cheques and send those to the banks. These 

cheques remain on the clearing house on the next working day, that is, on their activation 

date. On the subsequent working day after that, as mentioned in the physical process, we 

got the statement and mark the cheques as per statement reflection. 

So a cheque can be showed cleared on the system based on the activation date, even 

without sending that to bank. So whenever choosing a close activation date, user must be 
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very aware of physical placement of the cheques. PDC team also follows it up very 

minutely. 

 

 

If a cheque is not marked in due time, system will consider this as cleared and adjust all 

the dues. 

Some Ground Rules: 

 No PDC should be inputted before 10.30 am 

 All the cheques have to be authorized before sending to bank or collection 

service. 

 Entry and authorization have to be within same day. 

 Please mention whether this is cheque/cash/SI/PO in the remarks field. In the 

purpose field, mention the reason of collection (EMI/IDC/CIB Charge/Doc fee 

etc. 

 For cash entry: instrument no should be CIF+DATEOF DEPOSIT+ sequence no. 

For example, if a client with CIF 123456 deposits on May 2, instrument no will 

be1234560205201201, while 01 is the sequence no.  

 User must mail a list of cheques that have been sent to collection service team and 

get an acknowledgement from the concerned. If you handover the cheque to 

collection service for placement, you need not mail them. Just get a receive seal 

from the collection service team 

 Every day by 5.00 pm, a mail is to be sent to concerned collection service with a 

list containing all the cheques that have been deposited from the branch.  

 If you handover the cheque to collection service for placement, you need not mail 

them. Get a receive copy and keep it to you. 

 A mail is to be sent whenever cheques are couriered to collection service or to 

anyone. Recipient to acknowledge as soon as they receive. Senders have to follow 

it up with recipient.  

 Please ensure the correct PDC product before giving any entry. Specially, make 

sure in which bank you are placing the cheque physically and systematically.  

 All the Bulk cheques to be reached to concerned collection service within seven 

days from receive/ five days prior to first cheque date, whichever is earlier.  All 

bulk cheques to be sent in and envelope, with Client name, rental date and 

Settlement A/c no clearly mentioned. Rental date will be activation date in this 

case. 

 All other Post Datedcheques should be sent to collection service team within the 

same day of receiving, after completing both entry and authorization. These also 

should be in the envelope as mentioned above. 

 All concerns will have the dishonor list by 11.00 am. The dishonor reason will be 

specified there. No communication regarding this will be entertained from 

collection service. 

 In no case, PDC entry will be kept unauthorized.  

 Collection service will get the dishonor marking done for deposits, SFD and Pre 

disbursement charges within 12.30 pm and communicate to all accordingly 
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 Collection service will ensure-   

 whether all cheques that are shown in the list have been 

placed 

 Whether all dishonored cheques been properly marked in 

the system 

 

 

2.1.6. Single Cheque Processing: 

 If a cheque is received today for placing at the bank, input next working 

day's date as activation date, place within banking hour and mail to concerned 

collection service within 5 pm.  Example- If a cheque is received on Sunday, 

activation date will be Monday (Provided that is working day).  

 If you receive a cheque that you missed to place to the bank today, activation date 

will be Tuesday (The day after tomorrow).The cheque will be placed to the bank 

Monday 

 For same bank cheque, (Like we have account at SCB, so does client, he gave us 

SCB Cheque), activation date will be the day on which the cheque is placed to the 

bank. This cheque has to be liquidated and liquidation needs to be authorized as 

well. Please ensure the cheque is placed to the same bank, with correct PDC code 

selected in the system. 

 Do not send any single cheque/PO to collection service for placement. Place the 

cheque to IDLC designated bank account and mail to collection service.  

If you receive any cheque that cannot be placed in due time if it is couriered to collection 

service, coordinate with collection service/ operations for ensuring best 

2.1.7. Process Flow: 

The following pages show the process flow for the major activities in PDC management, 

that is: 

 Single Cheque Processing 

 Bulk Cheque processing 

 Retain the cheque 

 Re deposit of the cheque 

 Change of activation date of cheques 

The users at each stage are responsible to follow the process flow very minutely, with a 

clear understanding of the inherent risk of every action 
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BULK PDC Processing Through CHO & ETC 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CAD accepts the Cheques along with Loan 

documents 

CAD enters the cheques, put them in the 

envelope, mark the envelope properly 

and handover to Collection Service. 

Collection Service accepts the cheques 

and authorizes. If necessary, send the 

cheques to specific location. Otherwise, 

put them in vault and arrange them 

accordingly 

Checking Point 

 

Place the cheques on due date  

Business unit accepts the Bulk cheque 

from Client 

Cheques are in serial 

First serial cheque is for 

first installment & so on 

Checking Point 

Envelope is marked 

properly, with 

account no and rental 

date 

All the cheques 

entered have been 

handed over 
Checking Point Check from the account 

no written on the 

envelope  

Whether all cheques been 

handed over 

Whether the cheque 

managed in ETC/CHO 

 



   

© Daffodil International University 
 Page - 9 - 

 

 

BULK PDC Processing through Branches where no collection service is available 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Operations accepts the Cheques along with 

Loan documents 

Operations enter the cheque and 

authorize. Put the cheques in an 

envelope. Mark the envelope with Client 

name at the top. Courier the envelope to 

collection service. Mail to collection 

service with a list of the cheque and ask 

for receive acknowledgement. 

Collection Service takes over from courier 

and give acknowledgment to concerned 

sender. Arrange the cheques 

Checking Point 

Place the cheques on due date  

Business unit accepts the Bulk cheque 

from Client 

Cheques are in serial 

First serial cheque is for 

first installment & so on 

Checking Point 
Envelope is marked 

properly, with 

account no, rental 

date & no of cheques 

 

Checking Point 
Check from the account no 

written on the envelope 

whether the cheques have 

been sent to right place. 

Solve if not. 
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Single Cheque Processing through CHO/ETC 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Special Note: 

 If Business/CAD/Collection/SAM cannot handover a cheque by 3.15 pm, but can 

be deposited to bank by banking hour, they will get it deposited by themselves, 

ensuring entry and authorization. After that, handover the deposit slip to 

Collection service by 5.00 pm. 

 

 If Business/CAD/Collection/SAM receives a cheque that cannot be deposited to 

bank by the day end, they will give entry with activation date as per physical 

process. They will keep the cheque with them and handover to collection service 

next day. 

 

 

 

Business/CAD/SAM/collection receives 

the cheques 

Business/CAD/SAM/collection enters 

the cheques and get them authorized 

Business/CAD/SAM/collection 

handover the cheques to collection 

service. 

Cut Off Time 3.15 pm every day 

Collection service starts filling up the 

deposit slips from 2.00 pm. 

Checking Point 

Deposit slips of all the 

cheques deposited by 

3.15 pm must be 

completed by 3.30 pm 

Place the cheques by day end, within 

banking hour 
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Single Cheque Processing through Branch 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

Special Note: 

 If Business/CAD/Collection/SAM cannot handover a cheque by 3.15 pm, but can 

be deposited to bank by banking hour, they will get it deposited by themselves, 

ensuring entry and authorization. After that, handover the deposit slip to 

Customer service by 5.00 pm. 

 

 If Business/CAD/Collection/SAM receives a cheque that cannot be deposited to 

bank by the day end, they will give entry with activation as per physical process. 

They will keep the cheque with them and handover to customer service next day. 

 

Business/CAD/SAM/collection/custom

er service receives the cheques 

Business/CAD/SAM/collection/custom

er service enters the cheques and gets 

them authorized 

Business/CAD/SAM/collection/custom

er service handover the cheques to 

service delivery, with deposit slip filled 

up 

Cut Off Time 3.15 pm every day 

Service Delivery hand over the cheques 

to messenger for deposit to bank. 

Place the cheques by day end 

A mail is to be sent every day to 

respective collection unit in a specific 

format. 

Service Delivery 

follows it up 
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Change the activation date of a cheque 

 

 

 

 

 

 

 

 

 

Special Note:  

 Change of activation date is to be done at least two days before current 

activation date 

 Any Change in activation date must be mailed to concerned collection 

service within 5.00 pm 

 

 

 

 

 

 

 

Collection/Business communicates with customer and 

gets confirmation of placing his cheque on other day 

than regular date. 

Collection/Business changes the activation date of the 

specific cheque accordingly. 

Checking Point 

Consider the 

physical process 

and make sure 

that the proper 

activation date is 

put.  
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Retention of a cheque 

 

 

 

 

 

 

 

Retention of Re Finance Accounts Cheque 

 

 

 

 

 

 

 

 

 

 

 

 

 

Collection/Business communicates with customer and 

gets confirmation retaining the cheque 

Collection/Business changes the activation date of the 

specific cheque to 30-12-2030 

Business gets confirmation from Credit about the 

Refinance approval. 

Business/ Branch in Charge/STL confirms the last 

installment date of existing contract 

Business/ Branch in Charge/STL ensures that the next 

two installment cheque is retained (Through 

themselves/Collection) 
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Return of Cheques 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Special Note: 

In no way, a cheque will be returned without marking it properly in the system 

 

 

 

 

 

CAD closes the account and asks collection 

service for returning the unused cheques of the 

account. 

Collection service marks all the cheques as 

“Returned” in the system and returns those to 

CAD. 

Checking Point 

If any cheque is 

marked as 

dishonored in 

the system, CAD 

re enters the 

cheque and then 

collection 

service mark 

them as 

dishonored 

CAD accepts the cheques from Collection service 

and handover to Clients/ Business Team member 
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Re-Deposit of a Cheque 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Special Note:  

 Citi Bank NA returns the cheque on the next morning of clearing date. But 

other bank does not maintain this. So while re-deposit any cheque that was 

not placed in Citi Bank, user must be aware of the physical location of the 

cheque. 

 Any Change in activation date must be mailed to concerned collection 

service within 5.00 pm. 

Collection/Business gets confirmation from 

Collection Service about dishonored cheques. 

Collection/Business communicates with the client and 

gets confirmation about new placement date of the 

dishonored cheque 

Collection/Business change the activation date of the 

cheque accordingly. Physical process of cheque 

management is considered before choosing the 

activation date. 

Collection service gets the notification and place the 

cheque to the bank accordingly. 

Checking Point Check whether 

cheque is staled  
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PDC Management- Collection Service Team 

Cheque Placement on daily basis 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

No 

Yes 

Collection service brings out the 

cheques to be deposited on that 

day  

 

Collection Service takes a printout 

of cheques to be deposited in the 

morning 

Collection service tallies list with 

physical cheques 

Discrepancies 

Find out the cheques that 

are not in hand, mail to 

respective user by day end 

if entered earlier. 

Less cheque 

in hand 
Morecheque in hand 

Arrange the excess cheques 

as per client and puts them in 

Retained folder in separate 

envelope for each client 

Put to be placed cheques together and place them to the bank. 
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System Operational Manual 

Activity name PDC Management 

Objective of the activity  To provide all types of cheques / Cash clearing services 

Risk in the activity This will enable users to use fund which is physically not clear & any human 

error may result clearing information update in system wrongly. 

Risk control mechanism Comprehensive and through training, creating user awareness & daily 

reconciliation, especially for cash deposit. 

Frequency of Activity  On a daily basis  

Brief Description  Process flow for different activities like Post datedCheque entry, Single cheque 

entry, bulk cheque entry, redeposit, Cash deposit, return & retain mark, 

dishonor mark, cheque deposit, liquidate, release & authorization, 

reconciliation of various bank statement against standing instruction & TD 

opening. 

SL Process Description Process Owner  Evidence  

1 Receive post datedcheques from I) SME-CAD ii) MEF, iii) 

CD-CAD iv) SME-CRM in different branches. 

PDC Physical document  

&,Mail 

2 

 

After receiving the cheques different from areas, we maintain 

our cheques custody according to client name, contract 

number & bank name. 

PDC Physical Cheques 

3 To keep single various cheques in our custody as a cheque to 

be place. 
PDC 

Physical Cheques& 

mail 

4 Find out the cheques from different inventory area, deposit 

mark in the system and place it to the Bank & Send mail to 

Bank with deposited cheques list attachment. 
PDC Deposit Module 

5 These banks, place our cheques in the clearing house.  For 

the processing, fund is credited to our bank account. We 

receive mail from banks and updating the return mail in to 

the system and dishonor mark & authorize the cheques as per 

statement indication manually.  

PDC Flexcube& mail 

6 Receive dishonor cheques with memo from banks which is 

included dishonoring reason   and slot those cheques 

according to year & month. 

PDC 
Mail & Physical 

Cheques 

7 To authorize the re-entry cheques (dishonor cheques) for 

redeposit this is informed by collection team. 
PDC 

Physical Cheques& 

mail 
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8 When TD team wants to balance available in customer 

CASA within a short time, then we have to need fund 

liquidate & release manually in our system  

PDC Flexcube& mail 

9 Factoring: 

We receive various bank statements on the following day and 

mark the funds accordingly as clear or dishonor. As per PDC 

team confirmation, SFD (factoring) continues their process.  

PDC 

Satellite software & 

bank statements 

 

10 Return & retain mark: 

 When a client wants to get his physical cheque in 

terms of cash paid or close contract with IDLC, then 

we need to close that cheques in flexcube. 

 Change of activation date is to be done at least two 

days before current activation date; Any Change of 

activation date must be mailed to concerned 

collection people. 

 

PDC Flexcube& mail 

11 As per IDLC’s clearing bank statements, we confirm the 

corporate division for their related SI (standing Instruction). 
PDC & Corporate Mail 

12 For smooth disbursement, PDC team involves with liquidate, 

release & authorize for their insurance & loan processing 

fees 
SME & PDC Deposit slip & mail 

13 For foreclosing client, PDC team checks & confirm client’s 

profile 

PDC & SME-

CAD 

Mail & physical 

cheques 

14 To assist the account department for proper reconciliation. PDC & Accounts Mail & Deposit slip 

15 Ensure the various department for clearing product & report. PDC Mail 

16 

 

End of the day, PDC team preserve all deposit slip, print the 

daily deposit, banks statement, Citi NA return mail& keep a 

separate file properly.  

PDC Separate file 
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   System Implementation (Screenshots) 

Interface of our Core Banking Software (FLEXCUBE) 

 

Transaction Module of Post Dated Cheques 

 



   

© Daffodil International University 
 Page - 20 - 

 

 

Transaction Module (Single Cheque Information) 

 

Transaction Module (Bulk Cheque Authorization) 
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Transaction Module (Bulk Cheque Information) 

 

Transaction Module (Dishonor Marking) 
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Transaction Module (Dishonor Marking) 
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Transaction Module (Uncollected Fund Release) 

 
 

IISAF-Satelite Software (Cheque Deposit Module) 
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   ________________________________ 

CHAPTER THREE 
 
 

 
 

Problems related to Post Dated Cheque Management  

 

 With the growing number of clients in different product category of IDLC, the 

number of post dated cheques received is increasing immensely day by day. But 

number of personnel assigned for doing the job remains the same. Therefore, work 

pressure has been increasing proportionately at the same time. Meanwhile, 

dependency in branch level shortens the efficiency in service management sometimes 

as there are no separate personnel for PDC Management at branch level.  

 

 With  the  implementation  of  new  core Banking Software FLEXCUBE, sometimes  

PDC Management personnel  face  problem  to  operate  the  system. Due to the 

increasing number of Post Dated Cheque entry into the system, the database requires 

holding and generating a vast number of information of different clients’ payment and 

overdue adjustment which sometimes results in low response time. It  hampers  the 

efficiency  of  PDC  Team personnel  by  consuming  more  time  to  solve  the  

system  related issues. 

 

 

 Currently several  process  improvement  and  re-engineering  process  are  going on  

in  PDC Management,  for example -  Concept of Electronic Fund Transfer has been 

introduced which is in implemented currently in case of crediting Loan funds to 

Customer account. Furthermore, it is yet to be implemented as a replacement of Post 

Dated Cheque from Customer account to IDLC’s corporate account. With the 

successful implementation of BEFTN in near future, the number of post dated cheque 

will be diminished to a greater extent. This will lead to an optimized service timing 

and enhance the service quality.     

 

 From the very beginning, all information related to PDCs’ had been stored and 

executed through IDLC’s internal Software IISAF-Satelite Module. When core 

Banking Software FLEXCUBE was introduced by the end of Feb ’12, all data was 

migrated into the new software. This leads to a data duplication as well as redundancy 

or mismatch between the two different systems. Therefore, sometime PDC 

Management personnel have to verify information by cross-checking into both 

systems for Accounts Reconciliation as required.  
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________________________________ 

CHAPTER FOUR 
 

 

 

 

 
Recommendations 

The findings of the report have explored some areas where crucial steps can be recommended to avoid as 

well as enabling the services to a greater efficiency level and hence smoothing the operations. They are as 

follows: 

 

 Separate PDC Management personnel should be assigned at branch level. Due to the deficiency 

of such personnel, daily deposit report from the branches often arrives late and the process needs 

to be followed up often. 

 

 PDC Management processes should be standardized in all branches. Like the outside branches of 

Dhaka i.e. Chittagong, Bogra, Sylhet, Comillaetc and documentation should be also preserved. 

 

 

 With the immense growth of business, numbers of clients as well as post datedcheques are 

increasing at an alarming rate which requires for additional storage space. Meanwhile, process of 

disposal or omission of dishonored and stale cheques should also be taken. 

 

 Due to the increasing number of Clients’ information, the system seems to be responding at a 

higher output time which leads to lower efficiency level and constraint in time management. 

Therefore, corrective measures should be taken to speeding up the system. 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

© Daffodil International University 
 Page 26 
 

 

 

 

 
Conclusions 

In service oriented organization, Back-office Operations are the crucial part for smooth functioning of 

Business Operations. It is such an area where Management is concerned with overseeing, designing and 

controlling the processes of Business Operations in the production of services. It involves the 

responsibility of ensuring that the business operations are efficient in terms of as few resources as needed 

and effective in terms of meeting customer requirements.  

 

In IDLC, such Operations are divided into two wings: Credit Administrations Operations and Service 

Delivery. Core Credit Administration functions include Loan Sanctioning, Approvals, and Disbursement 

etc where Service Delivery acts as an intermediary service path between Clients and Credit Admin 

Officials. Service Delivery includes Front-Office Client Services, Liability Operations and PDC 

Management.  

 

PDC Management processes are optimized and well-structured and don’t require much elaboration. But it 

is very sophisticated and constrained in timing and system adjustment terms. Because, even a single day 

adjustment delay will lead to discrepancy in Client Overdue Adjustment which will result in Loan/ 

Deposit Payment deviation. Meanwhile, incorrect entries or dishonor marking errors may result in Loan 

adjustment deviation as well as lead to Reconciliation problems which will result in inconsistency in 

Clients’ and Company portfolio.  

 

During my working period, I have scarcely noticed such inconsistency or major reconciliation problems. 

Management has a strong supervision and monitoring over PDC Management Team and the personnel are 

also very efficient in performance and time management. So end of the day or month, there remains 

hardly any backlogs or Reconciliation problems. Day to day adjustments are made to avoid this hassle 

and corrective measures are taken by. All these in combination produced and nurtured me with a great 

experience for my further career development and helped me to learn many Important factors. 
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