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PREFACE

At the inception of human life on the planet we were very fragile and our adaptability with the nature and
surroundings were absent. It was because of the absence of the civilization. But over time human being
started to learn, understand events after events by exploring. And civilization starts its journey with that
learning. And the learning from events has shaped the curve of our civilization till date. But the time
when human being starts to identify his needs, understand his capability they started to depend on each
other. They started to exchange their goods to each other to meet the personal necessities and introduced
barter economy. But at certain point of time the civilization it self realized that there should be a specific
unit against which all other commaodities will be measured. This standardization introduced money in the
market. And the introduction of money eventually opened the door for a third party to hope in between

the buyer and seller. And that third party was none other than the “Bank”.

Bank is a financial institution that provides services related to money. The main motive of a Commercial
Bank is to earn profit by providing its clients with the best possible services. Since Bank operates in the
service industry having a strong customer relationship is of utmost importance. The Banking sector in
Bangladesh has gone through tremendous changes over the last few decades as the sector became more
competitive with the inclusion of many new Private Banks, each coming up with its own unigue scheme
of services A Bank offers all kinds of Commercial Corporate and Personal Banking services covering all
segments of society within the framework of Banking Company Act and rules and regulations laid down
by our central bank. Diversification of products and services include Corporate Banking, Retail Banking

and Consumer Banking right from industry to agriculture, and real state to software.
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EXECUTIVE SUMMARY

Under internship program each student has to prepare a report on the particular topic related with the
organization. According to this requirement, | have already completed my internship at Jamuna Bank
Limited, Sonargaon Road Branch. On the basis of my practical experience as well as theoretical
knowledge, I have completed the report regarding “General Banking Activities of Jamuna Bank Ltd
Sonargaon Road Branch” The main focus of my study is to know the general banking, clearing
mechanism of JBL. Jamuna Bank Ltd does not lend money or issue securities with fixed interest. In this
regard the Commercial Banks of Bangladesh are not the exceptions and the name of Jamuna Bank can be
mentioned here as one of the top ranked bank. Since inception in 3rd June 2001 Jamuna Bank Limited had

a single vision that is to be “Your partner for growth”

The overall approach of the report is a Descriptive one as it goes into the depth of service quality of
Jamuna Bank Ltd. Here both primary and secondary information were used. Interview was the basic
techniques comply to collect primary data from any people within the organization. Information about the
varieties of activities within the Correspondent Banking Department was collected through interviewed.
Annual reports of Jamuna Bank Ltd, Different circulars and papers of Jamuna Bank Ltd, Term papers of
JBL Training manuals, General Banking Operation manual, and Banking Lecture sheet within the

organization helped me to gather data about the organization.

The report contains Three Part. The First Part of the report describes the Prefatory part. The Second
Part of the report is Report body which are divided in Five chapter. Chapter One contain Introduction
of Topic, Origin the Report, Background of the study, Objective of the Report, Scope of the Report,
Methodology & Limitations. The Second chapter contains the profile of “Jamuna Bank Ltd.”,
Organization Structure of “Jamuna Bank Ltd.”, Vision and Mission ethical practices, core value of

Jamuna Bank Limited. General Banking Activities.
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Introduction
In the backdrop of economic liberalization and financial sector reforms, a group of highly successful local

entrepreneurs conceived an idea of floating a Commercial Bank with different outlook. Banking is the
backbone of national economy. Bank is a financial institution that provides services related to money. The
main motive of a Commercial Bank is to earn profit by providing its clients with the best possible
services. Since bank operates in the service industry having a strong customer relationship is of utmost
importance. For them, it was competence, excellence and consistent delivery of reliable service with
superior value products. The English word “Bank” is derived from Italian word “Banco”. The Latin
“bancus” and French word “Banque” which means a “Bench”. They are of the opinion that the medieval
European Bankers (i.e. money changers and money lenders) transacted their banking activities on the
benches in market place. This money changing and money lending business is known as “Banking
business”. The history of Banking is very old. Earlier there were two classes of people. One group felt the
need of honest and faithful persons to keep the surplus money safely and the other group owing to
transaction felt the need some person who could provide money. Based on these groups some business
personal come out. This business personal used to keep the money as deposit for security and give loans
to the needy people. This is how the banking sector has been developed. Now all over the world the
dimension of banking has been changing rapidly due to the deregulation, technological innovation and
globalization of the world business. Because Banks have to compete with local financial insinuation as
well as foreign financial institution in the market place, banks have to develop appropriate financial
structure and should periodically review and compare their performance with its competitor to build a
sound banking institution. The purpose of banking is to ensure transfer of money from surplus unit to
deficit units. Banks in all countries work as the repository of money. Banking sector thus owe a great deal
to the deposit holders on the one hand and the entrepreneurs on the other. They are expected to play the
role of friend, philosopher and guide for the deposit holders and the entrepreneurs. Circumstances being
such, it becomes imperative to find out the role that banks are now playing in the country and analyze its
operational aspects so as to ascertain the importance of this delicate financial sector and it are overall
impact on our national economy. In the global context, the role of banks is far reaching and more
penetrating in the economic and fiscal discipline, trade, commerce, industry, export and import all carried
through the banks. Banks are the only media through which international trade & commerce emanate the
entire credit transactions, both national and international. The number of schedule banks of Bangladesh

are somewhere around 51 and among them there are 4 states owned Commercial Banks, 5 are Specialized
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banks, 30 Local Private Commercial banks and 12 Foreign Commercial Banks. Besides these schedule
bank there is one Co-operative Bank, one Ansar-VDP Development Bank, 1 employment Bank and 1
Grameen Bank.

1.2 Origin of the report

As a requirement for the fulfillment of our MBA program of Daffodil International University | have to
perform three months internship. As a student of MBA | have gathered enough theoretical knowledge,
and now | want to put my potentiality in the practical field. Jamuna Bank Ltd. has given me the
opportunity to commence my internship there from June 01, 2015 to August 31, 2015. Internship Program
brings a student closer to the real life situation and thereby helps to launch a career with some prior
experience. During the internship program, students are required to prepare a report on the organization
where they have been attached. Jamuna Bank Ltd. and all the officials always encourage and welcome the
students for their internship program. | have tried my best to properly apply my potentiality and
theoretical knowledge to make the report reliable and information worthy. My honest effort will be
regarded as successful if this dissertation fulfills the objective of the program.

1.3 Scope of the report

This internship is a part the Master’s of Business Administration (MBA) degree that provides on the job
experience to students. | was starting my job on June 01, 2015 placed at Jamuna Bank Limited,
Sonargaon road branch as an internee for three months duration. These internship programs provide me
learning experience and knowledge in several areas. During the first few week of my internship period, |
was able to get accustomed to the working environment of Jamuna Bank Limited. In this report it has
been tried to focus on the overall banking system of JBL Bank Limited, Sonargaon road branch and also
includes the relationship of the customers with the bank as well as the principals covered by the bank as a
general banking & Foreign exchange activities of the bank. The scope of the report encompasses the areas
covered by the organization part, evaluation part. Maximum endeavor has been carried out to focus on the
General Banking Activities conducting the bank, which has included in the internship part. The study

focuses on the impact of the general banking & foreign exchange activities upon the client. It focuses on:

o Anoverview of JBL.

o Anoverview of General banking & foreign exchange, Foreign Trade activities of JBL.
o Import and Export procedure of JBL.

o Foreign Exchange performance of JBL.
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o Prospects and problem of foreign exchange operations and Foreign Trade of this branch.

1.4 Background of the report

Jamuna Bank Limited is one of the leading private commercial banks in Bangladesh that has achieved
tremendous popularity and credibility among the people for its products & services. It is a public limited
company and its shares are traded in Dhaka and Chittagong stock exchange. The bank undertakes all
types of banking transaction to support the development of trade and commerce in the country. JBLs
service is also available for the entrepreneurs to set up new ventures and BMM of industrial units. To
provide clientele services in respect of international trade it has established wide, corresponded Banking
relationship with local and foreign banks covering major trade and financial interest home and abroad.

1.5. Obijective of the report

1.5.1. General objective:

o To fulfil the partial requirement of the internship program as a full credit subject of the MBA
program.

1.5.2. Specific objectives:
o To make an in-depth study of General Banking Activities of Jamuna Bank Ltd.
o To evaluate the problems relating to General Banking Activities of Jamuna Bank Ltd.
o Toidentify whether all process are perfectly and effectively practiced or not.
o To make some suggestions based on findings.
1.6. Methodology
Research Design:

The study requires a systematic procedure from selection of the topic to final report preparation. As the
purpose of this study is to observe and evaluate general banking & Foreign Exchange operations and also
make a comparative analysis of general Banking & foreign exchange operation and foreign trade of this
branch. Descriptive method was undertaken to gain insights of the General Banking of JBL. To perform
the study data sources were identified and collected, they were classified, analyzed, interpreted and
presented in a systematic manner and key points are found out. This overall process of methodology is

given in below that has been followed in the study. Data have been collected using the “personal-contact”
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approach, i.e. the respondents have been approached personally and given a detailed explanation about
the survey. Selection of the topic: The topic selected for the study was chosen by me and approved
by Dr.Mostafa Kamal,Director(Academic,Administration & Development) Faculty of Business &
Economics, and Daffodil International University.

Identifying data sources: Essential data sources both primary and secondary had been identified

which were needed to complete and workout the study. To meet up the need of data:-

o Primary data are used and the study also required interviewing the officials and staffs,
clients where necessary.

o Secondary data sources were files, documents, website of the bank, relevant books, etc.
Target Population: All officers and clients of Jamuna Bank Ltd, Sonargaon Road Branch.
Population Size:
No. Of employees of this branch: - 45
No. Of clients of this branch: - 3000(approximately)

Sample Size: To take a portion from a huge population for the study of the population is called
sampling. And that portion which number of population is used is called sample. Each sample has a

specific size which is called sample size.

» No. Of employees: - 14 were selected from General Banking & Foreign Exchange and Foreign
remittance department.

» No. Of clients: - 50 were selected from General Banking & Foreign Exchange and Foreign
remittance department.

Objective of sampling is required to reflect a population group so the selection of
sampling method should be more effective in the report.

Time:

The survey time for the current study is March 10 to May 10.

Sources of Data: Sources of data are given below:-

Primary Source

» Officials
©Daffodil International University



» Observation and supervision

> Clients

Secondary Source

»  Annual reports & documents of JBL.

Newspaper, journal, articles etc.

Credit Policy Manual.

Different books and periodicals related to the banking sector.
Bangladesh Bank Report.

Website of Jamuna bank Limited.

YV V V V V V

Office circulars.

Method of Data Collection: For preparing this paper, | used both Secondary and Primary data.

Some data collection methods are:-

Consultation with bank officials.

Observing the activities of different departments of JBL.

YV V VY

Discussion with the supervisor.

> Face-to-face conversation with the clients.

Primary Data:

» Practical experience and queries from the executives while doing my internship at The
Jamuna Bank Ltd.

> Some data are collected from Informal discussion with the executives of the bank.

Secondary Data:

» Most of financial data are collected from the Annual Reports of the year 2008, 2009,2010 &
2011.
» Import Export Manual published by Bangladesh Bank.

> Some data are collected from different vouchers.
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> | also used different Manuals and Publication of The Jamuna Bank Ltd. to collect some
information.
> Website of JBL.

Data Analysis and Reporting:

To analyze the gathered data of General Banking & foreign exchange department, | used different types
of charts, tables and graphs. To do that analysis | used different types of computer software like Microsoft
Word and Microsoft Excel.

Findings of the study:

After finding out the data problems of the study were pointed out and they were shown under concerned

heads. Recommendations were suggested there after to overcome the problems.

Final report preparation:

On the basis of the suggestions of my honorable supervisor some deductions and additions were made

and final report was prepared thereafter.

1.7. Limitation of the study

I have tried my best to provide with all necessary information about Jamuna Bank Limited but the main
problem faced in preparing the paper was the inadequacy and lack of availability of required data. This
report is an overall view of General Banking & Foreign Exchange Operations and performance evaluation
of The Jamuna Bank Ltd. But there is some limitation for preparing this report. These barriers, which

hinder my work, are as follows:

Difficulty in accessing latest data of internal operations for data security.

Some information was withheld to retain the confidentiality of the bank.

Since the bank personnel are very busy with their activities, as a result they were unable
to provide much information about the report.

Respondents were very much busy. So they were not so interested to fill aquestionnaire
attentively.

I was placed to this department for only 3 months of time and working like a regular
employee hindered the opportunity to put the better effort for the study.

YV V VYV VY
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> Learning all the banking functions about General Banking within just three months was

really tough.
» Consolidated data related to the study were not available for the current year.
> So the most of the information is used from the previous years.

With all of this limitation | tried my best to make this report as best as possible. So readers are requested
to consider these limitations while reading and justifying any part of my study.

Chapter two

PROFILE OF JAMUNA BANK

©Daffodil International University



2.1. History

Jamuna Bank Limited (JBL) is a Banking Company registered under the Companies Act, 1994 with its
Head Office at Chini Shilpa Bhaban, 3, Dilkusha C/A, Dhaka-1000. The Bank started its operation from
3rd June 2001. The Bank undertakes all types of banking transactions to support the development of trade
and commerce of the country. JBL's services are also available for the entrepreneurs to set up new
ventures and BMRE of industrial units. Jamuna Bank Ltd., the only Bengali named new generation
private commercial bank was established by a group of winning local entrepreneurs conceiving an idea of
creating a model banking institution with different outlook to offer the valued customers, a
comprehensive range of financial services and innovative products for sustainable mutual growth and

prosperity. The sponsors are reputed personalities in the filed of trade, commerce and industries.

The Bank is being managed and operated by a group of highly educated andprofessional team with
diversified experience in finance and banking. The Management of the bank constantly focuses on
understanding and anticipating customers needs. The scenario of banking business is changing day by
day, so the bank's responsibility is to device strategy and new products to cope with the changing
environment. Jamuna Bank Ltd. has already achieved tremendous progress within only eight years. The
bank has already ranked as one of top quality service providers & is known for its reputation.

At present the Bank has real-time centralized Online banking branches (Urban & Rural) throughout the
Country having smart IT-Backbone. Besides these traditional delivery points, the bank has ATM of its
own, sharing with other partner banks & Consortium throughout the Country.

The operation hour of the Bank is 10:00 A.M. To 6:00 P.M. from Sunday to Thursday with transaction
hour from 10:00 A.M. to 4:00 P.M. The Bank remains closed on Friday including government holiday
2.2. Vision & Mission & Corporate Slogan Vision:

To become a leading banking institution and to play a pivotal role in the development of the country.

Mission:

The Bank is committed to satisfying diverse needs of its customers through an array of products at a
competitive price by using appropriate technology and providing timely service so that a sustainable
growth, reasonable return and contribution to development of the country can be ensured with a motivated

and professional workforce.

©Daffodil International University
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Corporate Slogan:
Your Partner for Growth.

2.3. Core Value

1 .Customer focus

2. Integrity

3. Quality

4. Team work

5. Respect for the individual
6. Courtesy

7. Commitment

8. Respective citizenship

9. Business ethics

10. Unique culture

2.4. Ethical practices

» We strictly comply with all rules and regulations.
We provide fair treatment to all stock holders.
We maintain strict secrecy of customers accounts

We listen to our customer and work for their requirement.

YV V V VY

We provide adequate discloser of corporate information and operation results to shareholders for

taking suitable investment decision.

v

We ensure work under highly motivated team spirit and fellowship bond

Y

We do not encourage projects which are not environment friendly

©Daffodil International University
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» We extend financial assistance to poor, helpless and distressed people as well as provide
sponsorship to sports culture and health-care and community development venture as we are

responsible corporate citizen of the country.

©Daffodil International University
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2.5. Jamuna Bank chronicles

Aprl, 001 ncomperation of the Company
June 03,2000 Commencement of danking busiress
June 03, 200 First Sranch oponing of Mohakhal
October 25, 2008 first isiami Saniking Branch cpenec of Nayobazar
Dacember 11,2008 Uicensed cs aPrimary Decler

March 28, 2004 Firs! Dividend Declorafion for [rcome Year 2003@ 0%
Docember 12,2005 Witlal Publs Offerng

Adl 12, 005 Listed With Dake Stock Exchange
Apll 17,2005 Listed with Chitlagorg Siock exchange
March 81, 2008 _amuno Bank Foundatien
Oclober 16, 2008 paca purchesed lor estabishing Corporate Head Oflice of Gukhan
June 15, 2008 Launcning of SME Divsion
Juy 29,2009 Launching of st SME / Agrf Branch
Seplember 15, 2009 Laying Soundation Stane of Old Home
December 2. 2009 Obluined Off Shore Barking Liconie

Dacember 23, 2008 .amune Sank Copiial Monagemen| Limiled (Marchart Bankng

Dacember 25, 2010 .amuna Bank Mode Vilage (Sngpara. Thakurgaon)
-amuna sank Securlies Umited (Bokerage Housa)

Apl, 2011 _armuna Bank Solar Yiiege (Char lerciaka, Kishargen)|
February 20, 2010 Opening of Jamura 8ank Faundation Afler Care Cene Anf Drug Hospita)
November 11,2011 Jomunc Bask Fourdaton Madicd Colage & Hospital o Rupshi. Nerayancony

2.6. Growth themes of JBL

There are three themes of JBL for their growth

» ntroducing card network and electronic banking.
» Expanding personalized services.

» Building strong presence in the market with reputation.

©Daffodil International University
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2.7. Organizational Structure

JBL is managed by highly professional people. The present Managing Director of the Bank is a forward
looking senior banker having decades of experience and multi discipline of knowledge to his credit both
at home and abroad. He is supported by an educated and skilled professional team with diversified
experience in finance and banking. The management of the bank constantly focuses on the understanding
and anticipating customers® needs and offer solution thereof. Jamuna Bank Limited has already achieved
tremendous progress within a short period of its operation. The Bank is already ranked as one of the

quality service providers and known for its reputation.

The full hierarchy of Jamuna Bank Ltd. is given below:

Charmoan

L Beasd of Dutettor: t - Chief Advisor

Alanaging Directos

[ Additional MD ]-—‘E—-{ Depaty MD |
L

| Semssr Exacomny Ve Procssest |

3
L L3 hd

[ Txscsma Vice Pretidas: I [ Lxpe=re Ve Prisadas ] [ Szacsree Vice Pacdes !
F : 3
acice Vs Prasice= Saxmzx Vice Peccas Sacser Vice Precides:
| | I - J I ]
I Vice Pre-atenr

L3
[ Semtsr Acntant Vice Preadase l

[ Awml\"‘uo Proisess ]

Firo Avssant Vice Procidest
v

Jr. Asstosgmt Ve Prosiflest
L ]

[ Semmyr Executive affecm I
v

l Exacumue efficer ]
L3

l Firsr szscmone officer l
*

Fredancasiv Oflicer
.

©Daffodil International University

14



2.8. JBL Corporate Culture

Employees of JBL share certain common values, which helps to create a JBL culture.

The client comes first.

Search for professional excellence.

Openness to new ideas &new methods to encourage creativity.
Quick decision-making.

Flexibility and prompt response.

YV Vv Vv Y VYV V¥V

A sense of professional ethics.

2.9. Future Trust of JBL

Full on-line banking.
Introducing more innovative products and services.

>

>

» Opening new branches including Islamic banking branch.

» Dealing Room Service for Corporate Customers and high net worth individuals.
>

Expansion of business network at home and abroad.

2.10. Strategies

e To manage and operate the bank in the most efficient manner to enhance financial
performance and to control cost of fund.

e To strive for customer satisfaction through quality control and delivery of timely
Services.

e To identify customers credits and other banking needs and monitor their perception
towards our performance in meeting those requirements.

©Daffodil International University
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e To revive and update policies, procedures and practices to enhance the ability to extend
better services to customers.

e To train and develop all employees and provide them adequate resources so that
customers needs can be responsibly addressed.

e To promote organizational effectiveness by openly communicating company plans,
policies, practices and procedures to all employees in a timely fashion. To cultivate a
working environment that fosters positive motivation for improved performance.

e To diversify portfolio both in the retail and wholesale market. To increase direct contact
with customers in order to cultivate a closer relationship between the bank and its
customers.

2.11. Objectives

e [ To earn and maintain CAMEL rating strong.

e To establish relationship banking and service quality through development of Strategic
Marketing Plan.

e To remain one of the best banks in Bangladesh in terms of profitability and asset quality.

e Tointroduce fully automated systems through integration of Information Technology.

e To ensure an adequate rate of return on investment.

e To keep risk position at an acceptable range (including any off balance sheet risks)

e To maintain adequate liquidity to meet maturity obligations and commitments.

e To maintain a healthy growth of business with desired image.

e To maintain adequate control systems and transparency in procedures.

e To develop and retain a quality work force through an effective Human Resources
Management System.

e To ensue optimum utilization of all available resources.

e To pursue an effective system of Management by ensuring compliance to ethical norms,

transparency and accountability at all levels.

2.12. Products & Services
2.12.1 Corporate Banking

The motto of JBL's Corporate Banking services is to provide a personalized solution to our customers.
The Bank distinguishes and identifies corporate customers' need and designs tailored solutions
accordingly. Jamuna Bank Ltd. offers a complete range of advisory, financing and operational services to

its corporate client groups combining trade, treasury, investment and transactional banking activities in
©Daffodil International University
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one package. Whether it is project finance, term loan, import or export deal, a working capital
requirement or a forward cover for a foreign currency transaction, our Corporate Banking Managers will
offer you the accurate solution. Our corporate Banking specialists will render high class service for

speedy approvals and efficient processing to satisfy customer needs.

Corporate Banking business envelops a broad range of businesses and industries. You can leverage on our
know-how in the following sectors mainly:

» Agro processing industry

Industry (Import Substitute / Export oriented)
Textile Spinning, Dyeing / Printing

Export Oriented Garments,

Sweater. Food & Allied

Paper & Paper Products

Engineering, Steel Mills

Chemical and chemical products etc.
Telecommunications.

Information Technology

Real Estate & Construction -

Wholesale trade

Transport - Hotels, Restaurants -

Non Bank Financial Institutions

Loan Syndication -

Project Finance - Investment Banking

Lease Finance - Hire Purchase - International Banking -

Export Finance

vV Vv Vv ¥V VvV ¥V ¥V V¥V VvV ¥V VvV ¥V V¥V V VYV VY V V

Import Finance

©Daffodil International University
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2.12.2 Personal Banking Division

Personal Banking Division (PBD) introduces to the customers with a variety of products. Our
PBD continuously meets the challenges of developing new products and services to match the
specific requirements of customers.

Personal Banking Division (PBD) issues both VISA Debit Cards and VISA Credit Cards. VISA
is the renowned Card brand in the earth. Jamuna Bank Limited is a principal member of VISA
Worldwide. Remittance Cell is another successful wing of the Personal Banking Division. Our
product range includes:

VISA Debit Cards - You can now avail the convenience of VISA Debit Card. It is the easiest and
the most secured way of utilizing your money for 24/7 retail purchases as well as cash
withdrawal.

VISA Credit Cards - The JBL Credit Card gives you a fast, convenient and reliable way to pay,
24 hours a day, wherever you are in the world.

VISA Classic

VISA Gold

International Credit Cards — JBL International Credit Cards (VISA) allows you flexibility and
convenience when you travel internationally. The VISA International card entitles you to
exclusive discounts worldwide.

VISA Dual (Gold)

JBL Remittance Cell — “Remit Fast” is the motto of JBL Remittance Cell. It provides the best &
faster services to its customers and connects the world through the renowned money exchange
agencies. Such as Placid Nk Corporation, Moneygram Payment System Inc., Raffles Exchange
Ltd.UK, Euro Bangla Money Transfer (UK) Ltd., Moneylink,UK, Homelink Remit (UK) Ltd.,
Rumana Money Services. Customers can avail improved pricing on remittance.

Bank Transfer

Instant Cash

Spot Cash
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[J To offer our customers a greater banking convenience, we have introduced many modern
banking facilities and some are under developments that include:

With our large ATM network including non-branch ATM across the country you have the
privilege of round the clock withdrawal and other account services at your convenience. -
Customer can enjoy higher ATM withdrawal limit each day.

No fees on retail purchase and can use our Credit Cards at thousands of retail outlets around the
world.There will be no commission charge on the endorsement of foreign currency for self and
spouse.

Our customer service agents are available on 365 days to offer assistance for you. Just connects to
our agents and satisfy your banking needs anytime of a day or any query that you might have.
Connect with us:

You're most welcome to drop by any of our branches or simply call at (88) 01713 067771, (88
02) 956 4587, (88 02) 956 2773 or (88 02) 957 0912 to ask for it. Our Sales Executive is always
available at your doorsteps.

Terms and conditions apply

2.12.3: International Trade Finance

International Trade forms the major business activity undertaken by Jamuna Bank Ltd. The Bank with its

worldwide correspondent network and close relationships with key financial institutions provides an

extensive trade services network to handle your transactions efficiently. Our key branches throughout the

country and Offshore Banking Unit (OBU) are staffed by personnel experienced in International Trade

Finance. These offices are the focal point for processing import and Export transactions for both small

and large corporate customers. We offer a complete range of Trade Finance services. Our professionals

will work with you to develop solutions tailored to meet your requirements, through mobilizing our full

range of trade services locally, and drawing on our global resources. We can offer you professional advice

on all aspects of International Trade requirements, namely:

» Issuing, advising and confirming of Documentary Credits.
» Pre-shipment and post-shipment finance.
» Negotiation and purchase of Export Bills.

» Discounting of Bills of Exchange.

©Daffodil International University

19



> Collection of Bills.
» [ [ Foreign Currency Dealing etc.
2.12.4: Offshore Banking Service
Jamuna Bank Limited offers the following range of Offshore Banking services :-
[J 0 Foreign Currency Deposits (Non Resident entities and NRBs),
[J O Loans in Foreign Currencies,
[J [0 Credit Facilities including Trade Financing,
[J 0 Negotiation / Purchase of Export Bills.,
1 [1 Discounting of Export Bils.
[J [0 Corporate Treasury Services etc.
2.12.5. List of Foreign Correspondents

To provide International Trade related services we have Correspondent Banking relationship with 728
locations of 207 world reputed Banks throughout the world having substantial credit line to facilitate trade
finance activities. Our main Correspondent Banks are: Commerzbank AG, Bank of China, BHF Bank,
BNP Paribas, KBC Bank NV, Citibank N.A., Standard Chartered Bank, Bank of New York, Bank of
Nova Scotia, Duetche Bank, Habib American Bank, Habib Bank AG Zurich, Bayerische Hypo Vareins
Bank, HSBC, Woori Bank, Bank Of America, Mashreq Bank PSC, Nordea Bank AB, Royal Bank of
Canada, UBS AG, Union De Banques Arabes ET, Francaises, Wachovia Bank NA, Forties Bank S.A/NV,
Svenska Handlesbanken, Bank of Ceylon, Banca Toscana, ABN Amro Bank, Commonwealth Bank of

Australia, Danske Bank A/S. Absa Bank Ltd., Agricultural Bank of Chaina, Banca Intesa SPA, Banca
Italo Albanese, Banca Popolare Commercio E Industria SPA, UniCredit Group, Commonwealth Bank of
Australia, Bank Madiri (Europe), Bank of Cyprus, Bank of Bahrain and Kuwait, Bank of Jordan Ltd, Blue
Nile Bank, Commercial Bank of Kuwait, Commercial Bank of Qatar Ltd., Development Bank of the
Philippines, Dexia Bank SA, EON Bank Berhad, First International Merchant Bank PLC., Foreign Trade
Bank of North Korea, Foreign Trade Bank of Vietnam, Hiroshima bank, HVB, Hungary RT, ICICI Bank,
Industrial and Commercial Bank of China, ING Bank NV, Islamic Bank of Yemen and for Finance &
Investment, Korea Exchange Bank, National Commercial Bank, Shinhan Bank, State Bank of India
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(Canada) Bank of Tokyo Mitshubishi UFG, UBAE Italy, FIM Bank, United Bank of India, Bank of
Bhutan, Allied Bank Philippines, National Australia Bank Ltd, Bank Of Shanghai, Bank of
Communication, Mizuho Corporate Bank, Nordea Bank, UBI Banca, Intesa Sanapaoli SPA, Kookmin
Bank, Korea Exchange Bank, Bank of Newyork, EON Bank Berhad, Development Bank of Phillipines,
Islamic Development Bank, Asian Development Bank, Abudhabi Commercial Bank, Dubai Islamic Bank

etc.
2.12.6:NRB- Banking & Foreign Remittance

Jamuna Bank Ltd is one of the most technologically advanced private commercial bank in the country
having wide branch & associate network throughout the Country. All the branches are running with real-
time Online and ATM facilities to settle their transaction from remote areas. We have dedicated NRB
desk to ensure personalized services to the valued customers at branch & Head Office Level. We have an
admirable Remittance Tie-up with a good number of world renowned Exchange Houses and Banks
throughout the World to facilitate the Remittance services to the beneficiaries in both as Instant Cash
(payment over the counter) and Account credit. Besides our 66 branch network and ATM outlets
throughout theCountry, we have also a strong Remittance Settlement Network with different associate
Banks, NGOs and Post Office, which cover more than 1000 remote locations throughout the Country.
Our main purpose is to cater to the needs of NRBs & their beneficiaries offering different products and
services both deposit and investment like, FC A/C, NFCD A/C, FC Term Deposit, Wage earner's
development Bond, USD Premium Bond, USD Investment Bond, Govt. Treasury Bond, Investment in
Capital Market through None Resident Investment Taka Account (NITA), Monthly Deposit Scheme,
Monthly Income scheme, Double/ Triple growth deposit Scheme, Lakhopoti Deposit Scheme, Millionaire
Deposit Scheme, Kotipoti Deposit Scheme, Education Savings Scheme, Marriage Deposit Scheme,
Consumer Credit, etc. Prioritizing the needs of NRBs, we are in process to offer different personalized
products & services by establishing JBL own Exchange Houses in different Countries like UK, USA,
Malaysia, Singapore, Italy, Spain, Australia, Japan, etc.We value our customers to provide prompt &
efficient services offering best competitive price for their hard-earning Foreign Currencies to facilitate

Bangladesh bound remittance Globally.

List of Exchange Houses of JBL with their services:
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SI Nawme of the Exchange House Location  Offered Services

No.,

i Mouey Grom Payment System Global wstant Cash

2 Placul NK Cosporation SA tant  Cash & Account
redir

3 Fast Remut Malaysin stant Cash & Accouut
‘redit
]

- Rafiles Exchange LUK Instmt Cash &  Account
Credut

o h‘loncyl.mk UK. Lud UK stant Cash & Accomnt
Credst

5 Hoie Link UK knsum Cash & Accomu
Credit

7 Euro Bangls Money Transfer (UKNUK Instant Cash &  Accoun

Lud Credit

B Rutusn Money Services UK Insant Cash & Account
Credit

» ZEN) Exchange Co. (Twbo Cashy  [Bahramn fnstmr Cash & Accouunt]
Credit

2.12.7: Real State Financing

Home ownership is a basic need and a dream of every individual. Since housing industry plays a vital role
in the national economy, our bank has come forward for Real Estate financing for Individual as well as
Developers. The main objective of Real Estate Financing is to promote Real Estate Developers and
Individuals.

Scope of Real Estate Loan:
* For Construction of Residential Building [CRB]
* For Construction of Commercial Building [CCB]
* For Flat Purchase [FP]
* For Building Purchase [BP]
* For Developers [DEV]
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Purpose:

- Construction / Extension / Renovation of Residential / Commercial Building.
- Purchase of Building /Flat /Office Space /Chamber /Shops.

Eligibility:

- Salaried Individuals and Professionals

- Self -Employed professionals

- Businessman

- Wage Earners or other professional serving abroad

Maximum Age Limit: 70 [Seventy] years at the end of loan tenor.

Minimum Income :

- Net Income/Take home salary will be at least Tk.40,000/-[forty thousand] per
month.

Maximum Loan Size :

- For Flat Purchase Tk.75.00 (seventy five) lack

- For Building Purchase/Construction of Residential Building Tk.100.00 (one
hundred) lack

Maximum Loan Tenure : Up-to 15 (fifteen) years including 01(one) year grace
period.

Maximum Loan Ratio:

- 50% of total Purchase Price for Flat / Building.

- 60% of total Construction cost for Residential/Commercial Building.

Requirement:
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- Registered Mortgage and Original Title Deed.
- Registered Irrevocable Power of Attorney (RIPA) in favor of JBL.
- Documents stated in the sanction advice.

2.12.8: Credit Facilities

The main focus of Jamuna Bank Ltd. Credit Line/Program is financing business, trade and industrial activities
through an effective delivery system. Jamuna Bank Ltd. offers credit to almost all sectors of commercial activities
having productive purpose. The loan portfolio of the Bank encompasses a wide range of credit programs. Credit is
also offered to major thrust sectors, as earmarked by the govt., at a reduced interest rate to develop frontier

industries.

Credit facilities are offered to individuals including housewives, businessmen, small and big business houses,
traders, manufactures, corporate bodies, etc. Loan is provided to the rural people for agricultural production and

other off-farm activities.

Loan pricing system is customer friendly.

Prime customers enjoy prime rate in lending and other services.

Quick appreciation, appraisal, decision and disbursement are ensured.

Credit facilities are extended as per guidelines of Bangladesh Bank (Central Bank of
Bangladesh) and operational procedures of the Bank.

2.12.9: Shop Finance Scheme

Objectives:

01. To enable the small business community to run the business smoothly

02. Facilitating expansion of the existing businesses

03. To improve the banking habit of self employed persons

04. To diversify bank's lending to Small & Medium Enterprises (SME) which

are considered as less risky and help community developments. It may be noted down
that the government is also encouraging investment in SME sector.
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Categories of eligible business:

i) Grocery/departmental/whole sale store

ii) Confectionary/bakery (owned by the bakers)
iii) Stationary shops

iv) Cloth materials & small local garment traders
v) Shoe makers/shops

vi) PVC & plastic product traders/small manufacturers
vii) Tiles/sanitary items retailers

viii) Computer/Photostat/Cyber Cafgé.

ix) Electrical & electronic items retailers

X) Pharmacy

xi) Gift shop/cosmetics shops

xii) Restaurant/fast food joints

xiii) Hardwire shops

xiv) Glass/ceramic retail outlets

xV) Sports Kit retailers

xvi) Photo studio

xvii) Rod, Cement & C.I. Sheet (Tin) Shop
xviii) Engineering Workshop

xix) Fertilizer & Pesticide shop

Maximum Loan Amount:

1) Up to a maximum of 10.00 lack in single case or 60% of possession value

(distress value to be considered) whichever is lower. However, loan size will depend
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on creditworthiness of the borrower and the decision of the sanctioning authority.

2) Branch Manager must verify the amount of possession money actually paid before
recommending such proposal.

Tenure of the loan limit:

Minimum 01 year - Maximum 03 years from the date of disbursement of the loan
Eligibility criteria:

The applicant must fulfill the following criteria to be eligible for loans and advances
under the scheme:

i) Shop owner must run the establishment himself, having at least three years of
successful business experience

ii) Valid lease deed for a minimum period of 03 years up to 05 years

iii) Satisfactory conducted deposit account with JBL for minimum 03 months.

iv) To deposit the daily sales proceeds in the account maintained with JBL

v) Agree to abide by credit rules & regulations of JBL

vi) Furnishing net-worth of the applicant/client .

vii) Clean CIB

viii) The bank reserves the right to accept or reject any application without assigning
any reason whatsoever.

iX) The intending borrower /loanee shall apply through the letter head of the business
firm or through a plain paper requesting the branch manager for sanction of loan
under the Shop Finance Scheme

Security:

i) Simple deposit of valid lease deed of agreement of the shop.
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ii) A tripartite agreement to be signed in between leaseholder/shop owner/Bank- to
the effect that the leaseholder cannot rent out or transfer the leased property without
the written consent of the Bank.

iii) The lease deed between the landlord and the borrower must be duly executed &
the original lease deed should be kept in the Bank as part of document.

iv) Lease must contain provisions enabling the landlord to forfeit the lease and enable
the bank to enforce a right to sell the possession of the shop to liquidate the default
debt (if any).

V) Letter of disclaimer by the landlord to facilitate the bank to liquidate the default
loan (if any)

vi) Equal numbers of post dated cheque covering amount of each loan installment
Insurance

All borrowing customers' inventory i.e. Stock-in-trade will be insured against Fire,
Rsd & other risks with the Bank's mortgage clause cost of which will be borne by the
shop owner/client/borrower.

Repayment Schedule:

Repayment schedule should be as under:

i) In case of 01 year, 10 monthly installments for the loan limit up to Tk. 3.00 lack
with 02 month grace period from the date of disbursement

i) In case of 02 year, 22 monthly installments for the loan limit up to Tk.6.00 lack
with 02 month grace period from the date of disbursement

iii) In case of 03 year, 34 monthly installments for the loan limit above Tk.6.00 lack

with 02 month grace period from the date of disbursement
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2.12.10: Q-Cash Round The Clock Banking

Jamuna Bank Q-Cash ATM Card enables you to withdraw cash and do a variety of banking transactions
24 hours a day. Q-Cash ATMs are conveniently located covering major shopping centers, business and
residential areas in major cities. The network will expand to cover the whole country within a short span of
time. With your Jamuna Bank Q-Cash ATM card you can:Cash withdrawal Round The Clock from any Q-Cash logo
marked ATM booths.

POS transaction (shopping malls, restaurants, jewellaries etc)

Enjoy overdraft facilities on the card (if approved)

Utility Bill Payment facilities

Cash transaction facilities for selective branches nationwide

ATM service available in Dhaka and Chittagong Withdrawal allowed from ATM's of
Jamuna Bank Ltd., AB Bank, The City Bank, Janata Bank, IFIC Bank, Mercantile
Bank, Pubali Bank, Eastern Bank Ltd. respectively

And more to come Is Q-Cash

Is Q-cash Secure?

Yes, Q-Cash is fully secure. Q-Cash cardholders can only carry out transactions on
Q-Cash ATMs with Personal Identification Numbers (PIN). The PIN is a unique 4-
digit number that allows you to access your account. You can change your PIN
anytime from ATM machine. In case you have lost your card, transactions cannot be
done without the PIN.

In line with the issuance of Q-cash products JBL is going to introduce VISA card very
soon.

2.12.11: Lease Finance

Lease means a contractual relationship between the owner of the asset and its user for a specified period against

mutually agreed upon rent. The owner is called the Lessor and the user is called the Lessee. Lease finance is one of
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the most convenient source of financing of assets viz machinery, equipment vehicle, etc. The user of the assets i.e.
Lessee is benefited through tax advantages, conserving working capital and preserving debt capacity. Moreover,
Lease is an off-balance sheet item i.e lease amount is not shown in the balance sheet of the lessee and does not affect
borrowing capacity. Leasing enables the lessee to avail the services of a plant or equipment without making the
investment or incurring debt obligation. The Lessee can use the asset by paying a series of periodic amounts called
“lease payment” or “lease rentals” to the owner of the asset at the predetermined rates and generally in advance. The
payments may be made monthly or quarterly. Jamuna Bank Ltd., the highly capitalized private Commercial Bank in
Bangladesh has introduced lease finance to facilitate funding requirement of valued customers & growth of their

business houses. Lease Items Vehicles like luxury bus, Mini bus ,Taxi cabs cars, Pick-up, CNG three wheeler etc
- Factory equipment.

- Medical equipment

- Machinery for Agro Based Industry

- Construction equipment

- Office equipment

- Generators, Lift & Elevators for commercial place.

- Sea or River Transport.

- Computer for IT Education Center.

2.12.12: SWIFT

Jamuna Bank Limited is the member of SWIFT (Society for Worldwide Inter-bank Financial
Telecommunication). SWIFT is a member owned co-operative, which provides a fast and accurate
communication network for financial transactions such as Letters of Credit, Fund transfer etc. By
becoming a member of SWIFT, the bank has opened up possibilities for uninterrupted connectivity with

over 5,700 user institutions in 150 countries around the world.

SWIFT No.: JAMUBDDH

2.12.13: Trading of Government Treasury Bond & Other Govt.
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Securities

Jamuna Bank Limited has been nominated as a Primary Dealer by the Bangladesh Bank for trading 5

years & 10 Years Treasury Bonds and other Government Securities.

1. Eligibility criteria:

(i) Individuals and institutions resident in Bangladesh, including provident funds, pension funds,
bank and corporate bodies shall be eligible to purchase the BGTBs.

(i) Individuals and institutions not resident in Bangladesh shall also be eligible to purchase the BGTBs,
with coupon payment and resale/redemption proceeds transferable abroad in foreign currency subject to

fulfillment of conditions as mentioned in the Bangladesh Govt. Treasury Bond Rules-2003.
2. Loan facility:
JBL offers loan up to 95% of the present value of the bond/other securities against lien of the

above instrument for their customers. Interested Financial Institutions/Corporations/Insurance

Companies/ Individuals are requested to contact the Bank in the following address:

01. Mirza Elias Uddin Ahmed,
Executive Vice President
Treasury Division

Head Office

Dhaka.

Tel: 9558966, 7160053. PABX 9570912-16 Ext.103, 113.
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02. Any of the following Branches of the Bank:

Dilkusha " 9565608, Agrabad,
1 Br. Dilkusha, Dhaka 0551419 1 | Agrabad Br. Chittagong 031-727727
g:latunga.n_] Patharghata,
. 9889273 |2 5 Chittagong 031-625454
2 | yiahakhall | Mahakhali, Dhaka | -4, i Jubilee
- 9899455 | 3. | 02, Road, 031-616266
Islamic Chittagon.
Banking Br. gong
Sonargaon | Sonargaon Rd.,
3 |Rd.Br. |Dhaka Faoe
7315025
4 Moulvi Moulvi Bazar, | -6 1 | Sylhet Br Zinda Bazar, | 0821-
Bazar Br. Dhaka 7315974 y : Sylhet 725409
-5
Shantinaga | Shantinagar, Goala Bazar | Goala Bazar, | 08222-
3| ¢Br. Dhaka L LR Sylhet 87352-3
Gulshan Gulshan-2, Beani Bazar | Beani Bazar, | 08223-
6 | Br. Dhaka. Saaeonll 12 Ipe Sylhet 88022
Dhanmond | Dhanmondi,
7 i Br. Dhaka. 8613920
Naogaon Sadar Rd,
Nayabazar 1 Br. i, 0741-61840
g | Islamic Br. Nayabazar, Dhsks. | g56n030 ¥
Foreign Mahadevpur | Mahadevpur | 07426-
9 2 DIT Avenue, 2 |Be Naogaon. | 75137-8
gi'(change Motijheel, Dhaka 9554474 g

2.12.14. Online Banking

Jamuna Bank Limited has introduced real-time any branch banking on April 05, 2005. Now, customers
can withdraw and deposit money from all branches located throughout the Country. Our valued customers
can also enjoy 24 hours banking service through ATM card from any of Q-cash ATMs located at different

location throughout the Country. All the existing customers of Jamuna Bank Limited will enjoy this

service by default.

Key features:

[J [0 Centralized Database

[J O Platform Independent

[J [ Real time any branch banking
[J [J Internet Banking Interface

[0 0 ATM Interface

[J [ Corporate MIS facility
Delivery Channels:

(] 0 Branch Network

[ 1 ATM Network

[J 00 POS (Point of Sales) Network
{1 [1 Tternet Banking Network
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Chapter Three

General Banking Activities
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3.1 Account Opening

Before discussion about account opening, first we have to know different types of
target customers of Jamuna Bank Ltd.

[J [J Individual

[] [[J Partner

[J [0 Join stock

[J [ PublicSector

Trustee/clubs/ associates / and different types if institutions.

Jamuna Bank Ltd. offer different types of account for their target groups. These are as follows
1. Current account

2. Saving account

3. Monthly savings Scheme

4. Fixed Term Deposit account (FDR)

5. Short term deposit (STD)

Following are broadly explaining all this type of account:

3.1.1. Current Account (CD):

Current account is that type®s account where depositor can withdraw his deposited
money at any time there is no restriction. Current account can be divided into four
types, such as:-

I. Individual current account

I1. Proprietary current account
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I11. Current partnership account
IV. Current account for limited companies.

In the below given the requirements which are need for opening current account:

I. For individual current account: -

[J 00 Two copies passport size photo

[J [ An introducer, who have an account in JBL, Dilkusha Branch.
[J 0 Ward commissioner or chairman certificate or national ID card.
[J [0 Mention sources of earnings.

I1. For proprietor current account: -

[J [ Trade license

[J O TIN number

[] [0 An introducer, who have an account in JBL, Dilkusha branch

[] [ Seal of the applicant required

[J [0 Ward commissioner or chairman certificate or National ID card.
I11. For current partnership account: -

[] [ Partnership agreement

[] [ Trade license

[J [J An introducer, who have an account in JBL, Dilkusha branch

[J [J Ward commissioner or chairman certificate or national ID card.
IV. Current account for limited companies: -

] [1 Memorandum and articles of associaton of the company
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[J [ Power of attorney

[J [J Resolution of the board of directors.

Following documents which is certified by the chairman of the company:
List of directors

Certificate of commencement of business

Certificate if incorporation.

3.1.2 Saving account (SB):

Saving account is that account whose interest rate is higher than current account and
saving account can be open by individual, joint name or club, association etc.
i. Requirements for opening individual saving account:

Two copies pass port size photo

Passport number no (if any)/ National 1D card.

TIN number (if any)

An introducer, who have an account in JBL, any branch

Name of nominee

Two signatures on the specimen signature card.

ii. Requirement for opening joint saving account:

Two copies pass port size photo (both parties)
The amount can be received by any person signature or two persons

signature jointly
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An introducer who maintaining an account in the JBL, any branch
Ward commissioner or chairman certificate

Three copies others laws/ rules and regulation duly certified by the
chairman.

iii. Rules for opening saving account:

Account opening money at least 500 taka.

If deposit holder wants to close his/her account then he should pay 100
taka as cancellation charge.

Savings account interest rate is 8% (for urban and rural)

In case of saving account cheque book is 10 leaves.

3.1.3 Monthly Savings Scheme (MSS)

Savings is the best friend in bad days. Small savings can build up a prosperous future.
Savings can meet up any emergences. JBL has introduced Monthly Savings Scheme
(MSS) that allows saving on a monthly basis and getting a handsome return upon
maturity. If anyone wants to build up a significant savings to carry out youre

cherished Dream, JBL MSS is the right solution.

3.1.4. Fixed Term Deposit account (FDR)
Fixed term deposit (FDR) application form has been used both for application form

and as a credit voucher for the bank. In case of FDR specimen signature card used and
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client give three signatures on the specimen card. In the case of FDR it is clearly
mention that when this amount will be withdrew account holder receive principle
amount plus interest.

FDR account holder gets a FDR slip that is provided by the JBL officer. FDR slip
contains name of account holder, deposited amount, and interest, and time of
maturity. If depositor withdrew his money before maturity date he does not get any
interest. If account holder lost FDR slip then indemnity bond is required to issue a
duplicate FDR slip. FDR account can be open by individually or joint name, In the
case of FDR holder death, his nominee will get the amount.

The following documents duly completed shall be obtained from the customer at the
time of opening different types of accounts as applicable:

a) Individual/ joint.

[J [0 Account opeing form as applicable duly filled in.

[J [0 Specimen Signature Card.

[0 00 Two photographs duly attested by introducer.

[J 0 Nominee Form (if nomination given by the account holder).Mandate or
Authority Form (if a third person is authorized to operate the account).

b) Proprietorship Firm

[0 O Account Opening Form.

[J [0 Specimen Signature Card.

[J [ Copy of Trade License

[J [0 Two photographs duly attested by introducer.
©Daffodil International University

37



[J [J Proprietorship Rubber Stamp against all signatures of the proprietor.
c) Partnership Concern

) [ AccounOpening Form.

[J [0 Specimen Signature Card.

[J [0 Copy of Trade License

[J O Partnerships Deed

[J [0 Two photographs of each partner duly attested by introducer.

[J O Partnership Rubber Stamp against all signatures of partners operating the
accounts.

[J [ Partnership letter.

d) Private Limited Company.

[J O Account Opening Form.

[J [0 Specimen Signature Card.

[J [0 Copy of Trade License.

[J [0 Copy of Memorandum and Articles of Association duly attested by the
Managing Director/ Chairman of the Co.

[] [ Certificate of Incorporation.

[] [0 List of Tirector as per return of Joint Stock Company with signature.
[J [0 Resolution of the Board for opening account with the bank.

[J [ Photographs of each of the authorized signatories.

e) Public Limited Company

[J [0 Account Opening Form.
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[J [J Specimen Signature Card.

1 [ Cpy of Trade License.

[J [0 Photograph of Directors and account operators other than Director.
[J O Certified copy of Memorandum and Articles of Association.

[J [ Certificate of commencement of business.

[] [ List of Directors as per returns of Joint Stock Company witltheir signature.
[J [J Resolution of the Board for opening account with the Bank.

[J O Certification of incorporation.

f) Clubs/ Association/ Society etc. (Non-Trading Concerns)

[J [0 Account opening Form for current account or SB accounts.

[J O Specimen Signature Card.

[J O Certified copy of Bye laws/ constitution of the organization.

[] [ List of the Executives of Managing Committee with their signature and
present and permanent address.

[J [0 Resolution of the Committee for opening account with the bank.

1 [1 2 Photographs of eacloperator of the account.

g) Corporation/ Autonomous Bodies/ Govt. Organization

[] (1 Account Opening Form as applicable.

[J [0 Specimen Signature Card.

[J [J Copy of the Act or Ordinance Showing authority to open account.
[J [J Letter from the authorized persons in absene of the Board.

h) Account Of Constituted Attorney
©Daffodil International University

39



[J [0 Account Opening Form (As applicable)

[J [ Specimen Signature Card

[J [0 Power of Attorney

A copy of Power of Attorney shall be taken and entered in the Power of Attorney
Register in serial order. The serial number is to be noted along with Banks name
on the Power of Attorney. Original may be returned and the copy to be attached
with Account Opening Form.

3.1.5. Short Term Deposit (STD)

Short term deposit account interest is calculated at daises and its interest rate is 7.00 %.
Documents required for opening short term deposit:

a. Two copies of pass port size photo.

b. TIN number

c. An introducer who has an account in JBL, Dilkusha branch.

d. Trade license.

e. Ward commissioner or chairman certificate.

Every day, authorized officer check out which (MSS, FDR, STD) account interest has

to pay. He credit voucher for interest excise duty. On every (MSS, FDR, STD)

account holder has to paid 105 govt. tax, another interest. Here authorized officer

issued one debit voucher and one credit voucher

3.1.6. New Schemes

Marriage Deposit Scheme

Marriage of children, specially daughter is a matter of great concern to the parents. Marriage of children involves
expense of considerable amount. Prudent parents make effort for gradual building of fund as per their capacity to
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meet the matrimonial expense of their children specially daughters. Parents get relief and can have peace of mind if
they can arrange the necessary fund for marriage of their children, no matter whether they survive or not till the
marriage occasion. It can be a great help to the parents if there is any scope of deposit of a modest amount as per

their financial capacity, which grows very fast at high rate of interest

yielding a sizeable amount on maturity. With this end in view JBL has introduced Marriage Deposit Scheme, which
offers you an opportunity to build up your cherished fund by monthly deposit of small amount at your affordable

capacity.

Eligibility:

[0 [J [J Marriage Deposit account can be opened in the nam@f children below the age of 18-years along with legal

guardian.

00 For opening a marriage deposit account, maintenance a savings account with JBL is required.
Lakhpati Deposit Scheme

To become a lakhpati is a dream to most of the people of Bangladesh specially to the lower and lower middle class
income group. We experience our expectations and wants are enormous in nature in our small span of life. To meet
our deposit and wants we need right plan. Keeping the above in mind JBL has introduced “Lakhopati Scheme”

which has flexibility in report of maturity and monthly installment as per affordable capacity.
Millionaire Deposit Scheme

It is a dream for many small savers to become a Millionaire. The word ,,Millionaire' is really exciting. This dream
can be a reality if you have a calculated plan and strong determination. JBL has introduced ,,Millionaire Deposit
Scheme' which has flexibility in respect of period and monthly deposit as per your affordable capacity for giving a

sum of Tk.1.00 (one) million i.e. Tk.10(ten) lac at a time.

Eligibility:

Millionaire Deposit account can be opened at any Branch of JBL For opening a millionaire deposit
account, maintenance a savings account with JBL is required. Customer can deposit monthly installment
through any of our online branches. Under standing instruction system, Customer can deposit money

automatically his accounts.
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Kotipati Deposit Scheme

To become ,,Kotipati' is simply a dream for the most of the populace of Bangladesh. It is realizable for
high income group who have strong determination and savings habit. If you decide and plan to save
money from your regular income, you can own Tk1.00 crore easily by making a planned savings. In this
regard, JBL has introduced “Kotipati” Deposit Scheme” offering the savings plan fit to your income and
to execute your dream to be a Kotipati by monthly deposit at your affordable capacity. You can take

advantage of the “Kotipati Deposit Scheme” from JBL and plan for your golden future accordingly.
Double/Triple Growth Deposit Scheme

For people who have cash flow at this moment and want to get it doubled/tripled quickly JBL has
introduced Double/Triple Growth Deposit Scheme that offers to make

Double/triple money within 6(six) years and 9.5 (nine and a half) years respectively resulting a high rate

of interest

3.2 Cash Department

Payment through cash: Clients give their cheque with their signatures are justified with specimen
signature cards. If the signature is correct, then A/C number is posted into the computer and required

balance in their account.

Payment through transfer: This transfer is made through account to account, not in cash. Cash
department is the important department of any bank. All the monetary transaction in occurred in this
department. The main work of the cash department is the opening of cash. The beginning balance is

registered while receiving & paying different amount of cash. (Cash received and cash payment)

3.3 Remittance
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Remittance is one of the main components of banking. The main activities of remittance section are:
1. Telegraphic Transfer (TT)

2. Demand Draft (DD)

3. Payment of Pay order

4. Pay slip

3.3.1 Payment of Telegraphic Transfer.
Receipt of message and payment
I. The in-charge and the manager verify the test message.

I1. If the test-number, payees A/C number and title of the A/C does not agree a telex is sent to the branch concern

asking them to rectify the message with correct test number and other particulars.

I11. If the test-number agrees and all other information is correct, test agreed seal is affixed on the message and

signed by the officers.

Where the payee does not have any account in the drawee branch a Pay Order/ Pay Slip is issued in favour of the

payee an delivered to his banker on the same day.

3.3.2. Issue and Payment of Pay-Orders.

I. The customer is asked to fill up the application that is treated as a credit
voucher for: Bills Payable Account-Pay-Order issued.

11. The voucher is given to the customer to deposit the cash with the cashier.

I11. The cashier receives the cash and delivers the vouchers to Remittance
Department against initials in his book.

1V. Pay-Order is prepared and entered in Pay-Order Issued Register. The amount
of the Pay-Order is protect graphed.

V. The Pay-Order number is written on the vouchers.
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V1. Pay-Order Register and the vouchers along with the register are sent to the
officer-in-charge for checking and signature.

VII. After officer-in-charge's signature, the pay-order and the voucher are sent to
Manager/Second officer for second signature.

VII1. Acknowledgement of the purchasers of P.O. shall be obtained on the back of
the counterfoils of the instruments.

IX. The vouchers are sent to Account Department.

3.3.3. Payment of Pay-Order.

Payment in cash: When pay-order is presented for encashment similar procedure is
adopted as explained in the foregoing for payment of Demand Draft in cash. It also
paid by clearing /transfer delivery /cash transfer Procedure is similar to that explained
in parts of Payment of DD through clearing transfer delivery and cash transfer.

3.3.4. Balancing of remittance accounts.

I. D.D. Payable, T.T. Payable, P.O. issued, D.D. Paid Without Advice accounts
should be balanced on monthly basis.

I1. The balances are agreed with the figures of concerned Subsidiary Accounts.
3.3.5. Issuance of Duplicate Instruments

Issue of duplicate pay-order

I. In addition to obtaining application from the purchaser, a confirmation should
also be obtained from the beneficiary to the effect that the instrument has been
lost or not received by him/them.

I1. Head Office is informed regarding loss of the P.O. for circulation to the

branches.
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I11. An indemnity bond affixed with special adhesive stamp of Tk.150/- is
obtained from the applicant.

IV. A note to this effect is made on the original application form and the Pay-
Order Issued Register.

V. The indemnity bond is kept in the "Indemnity Bonds for duplicate instruments
issued file."

V1. The Pay Order is issued marked “Duplicate” in Red Ink.

Issue of duplicate demand draft

I. On receipt of application from the purchaser of the draft regarding its loss and
issue of duplicate one, the signature of the applicant is verified from the

original application.

I1. Head Office is informed of the loss of DD immediately and the drawee branch
is informed of the loss of draft number and requested to exercise caution by
letter or telex. The telex charges if incurred are recovered from customer.

I11. On receipt of confirmation from the drawee branch that the draft is still
outstanding in their books and that caution is being exercised by them, a
duplicate draft is issued to the purchaser after obtaining an Indemnity Bond in
Bank"s prescribed format.

IV. The draft is issued marked "DUPLICATE" in red ink, repeating the original
printed number, striking out the present printed number and giving the original
controlling number.

V. A note to this effect is made on the original application form and the Drafts
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Issued Register.

V1. Drawee branch is advised regarding issuance of the duplicate draft.

VII. The indemnity bonds are kept in "Indemnity Bonds for duplicate instruments
issued File."

3.3.6. Cancellation of Instruments.

Cancellation of pay-order

I. On receipt of application along with pay-order for its cancellation, the
signature of applicant is verified from the original application form.

I1. Before the pay-order is cancelled it is ascertained that no duplicate pay-order
has been issued. The pay-order is cancelled and kept with the debit voucher.
Cancellation of demand draft

I. On receipt of application along with the Demand Draft for its cancellation the
signature of the applicant is verified from the original application form and the
genuineness of the Demand Draft is examined.

I1. Before the draft is cancelled it is ascertained that no duplicate draft has been
issued.

I11. The draft is cancelled bearing out the signature thereon, and a note to this
effect in red ink is made in the original application form and the Drafts Issued
Register and initialed.

IV. The cancelled draft is attached with the debit voucher.

V. The branch concerned is advised to this effect with instruction to send IBCA

for the cancelled Demand Draft.
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V1. On receipt of IBCA the entry in Sundry Assets Account-DD cancelled is
reversed.

VI1. No draft should be allowed to be cancelled without obtaining prior

confirmation from the drawee branch.

3.3.7. Local Remittance

The offers various kinds of remittance all over the country through it branch network.
Telegraphic transfer, travelers cheque and draft and cheque can do remittance. There
are two types of remittance as are:

Inward remittance: When one bank sends this T.T., MT, T.C, or cheque to another
bank within the country it will be called inward remittance.

Outward remittance: When one bank got this T.T, M.T, T.C and cheque from any
bank outside the country then it will be called outward remittance.

3.3.8 Foreign Remittance

Jamuna Bank Ltd. has a network of 19 branches in Bangladesh and 4 more branches are going to be

added to network soon. Remittance services are available at all branches and foreign remittances may be

sent to any branch by the remitters favoring their beneficiaries. Remittances are credited to the account of

beneficiaries instantly through Electronic Fund Transfer (EFT) mechanism or within shortest possible

time. Jamuna Bank Ltd. has correspondent banking relationship with all major banks located in almost all

the countries/cities. Expatriate Bangladeshis may send their hard earned foreign currencies through those

banks or may contact any renowned banks nearby ( where they reside/work) to send their money to their

dear ones in Bangladesh. To facilitate sending money in Bangladeshi Taka directly, Jamuna Bank Ltd.

has Taka Drawing Arrangement with many banks/exchange companies in different countries. The

expatriate Bangladeshis may send their money in BDT through the branches/subsidiaries of Jamuna Bank

Ltd.

3.4. Issuing Cheque Book
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There are three types of cheque book in JBL those are:
[J 0 Ten leaves cheque book used only for savings account.
[J [0 Twenty five leaves cheque book is used foe curent account.
[J [ Fifty leaves cheque book use for current account but this is provided those
depositors who are loyal customer or those transactions have done randomly.
3.4.1. Cheque book issue to a new account holder:

New account holder has to fill up an application form which is provided by JBL. After verifying depositor
signature the authorized officer put branch seal and put his/ her signature than date, name of the account5
holder, account number, cheque number and recorded in to register book When all this function is
successfully completed the client gets his cheque book and put his signature on the register book.

3.4.2. Cheque book issue to an existing account holder:

When an existing deposit holder wants to withdraw anew cheque book then should be give a requisition
slip to the bank which he get from previous cheque book then authorized officer verifying deposit holder
signature. After verifying signature authorized officer put branch seal and put his/ her signature than date,
name of the account5 holder, account number, cheque number and recorded in to register book then client

gets his cheque book and put his signature on the register book.
3.4.3 In the case of lost cheque book:

It has been observed that when a cheque book has been lost by account holder, then account holder must
have filled an indemnity bond which has been authorized by introducer. [J [ Instruction for stopping

payment of any cheque shall be obtained from the account holder in writing.

« If stop payment instructions are received over telephone or Telex a provisional note in respect
thereof shall be kept with cancellation officer, pending receipt of written instructions from the
account holder. Should the cheque be presented in the meantime, the same should be returned
with objection “drawers confirmation required”.

+«+ The date and time on which those instructions received shall be marked on the letter and signed

by an authorized officer.
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The signature of the account holder shall be verified on the letter and accordingly the cancellation
officer/ posting officer will be asked to insert the cheque number and stop payment in the
computer terminal.

Meanwhile if the cheque is already paid the account holder shall be informed immediately.

An acknowledgement Memo in Bank"s printed format may be issued to the account holder as to
the actions regarding stop payment.

The stop payment letters received from the party shall be filed in the “stop payment file”.

When a stopped cheque is presented for payment, the remark ‘“Payment Stopped by drawer
should be written in bold letter in red ink across the face thereof and returned to the payee with
return memo under usual manner.

Revocation instruction regarding “Stop Payment” shall be obtained from the account holders in
writing. The signature of the account holder shall be verified with the signature on the previous
letter.

The Stop Payment instruction shall be revoked from the account by withdrawing the cheque
number from computer system and note to this effect shall be made on the letter for reference.
The revocation letter shall be filed with the previous letter which contained “Stop Payment”
instructions.

The revocation instruction shall be acknowledged by sending a letter to the account holder.

3.5. Payment of Instrument,

3.7 Payment of Instrument, Dishonor of Instrument.

Scrutiny of cheque / voucher.

Before posting in the computer system, the cheque/ vouchers are to be checked by the

concerned officer with reference to the following:

3.5.1. Cash Cheque.

[J [J The cheque is drawn on the bank and branch where it is presented for payment.
[0 00 The cheque is an open cheque i.e. uncrossed.
1 [1 In case it is an order cheque (Payable in cah) the payee is identified to satisfaction.

[J [0 Tt is not postdated, undated or stale.
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[J [J The words and figures tally.

[J O The cheque is duly signed by the drawers.

[J [0 Cuttings and alteration have been authenticated under full signature of the drawer.

[J U Therds no over writing whatsoever.

[J [0 Any material part of the cheque is not mutilated.

) [1 The cheque is not unusually of huge amount and also withdrawl is not rare and
sudden. In such cases the matter should be brought to the notice of the Manager by
the posting officer.

[J O The cheque leave bears the initial of cheque book issuing officer.

3.5.2. Cash Debit Voucher.
In case of cash debit voucher, the following points should be checked:

[J O It is signed by the authorized officer along with the Manager.

(1[0 It is signed by the payee on the reverse and payee®s signature is verified.

[] [ It bears the Stamp “Pay Cash”.

3.5.3. Clearing Cheque.
In case of clearing cheque, it is checked that: -

[J [0 Collecting Bank*s Clearing Stamp bearing correct date is affixed on the face of the cheque and
the cheque is presented in the 1st or 2nd clearing as stamped.

[J [0 The collecting bank“s discharge is correct.

[1 [0 Other points similar to those as explained above are followed.
3.1.5.4. Transfer Delivery.

The following points to be checked:-
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[J O The Transfer Delivery Stamp is affixed on the face of the cheque and bears correct date.
[0 The collecting bank“s discharge is correct.
{11 Other points similar to those explained above are followed.
3.5.5. Cash Transfer.
It shall be checked that: -
[J [0 The Cash Transfer Stamp is affixed on the face of the cheque.
[J [0 Branch discharge is correct.
[J O Branch crossing seal is applied.
[J O Other points similar to explain above are followed.
3.5.6. Voucher.
It shall be checked that:
1 [ It is correctlywritten and dated.
[] [0 Two attorney holders sign it jointly.
[ [1 Amount in words and figures tallies.

[J 00 Appropriate head of account is given together with computer number.
3.5.7. Cancellation of Cheques.

e The cancellation officer should be an authorized officer of the bank/ branch.

o She shall keep all Specimen Signature Card under his effective control during transaction
hours.

e The cancellation officer shall retain only the signature cards admitted by the authorized
officer in serial order.

e Before passing any cheque, the signature of the drawer must be verified. In case,
signature of the drawer differs, cheques shall not be passed unless the drawers

confirmation is obtained or a reference is made to Manager for his instruction.
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e The cancellation officer shall not pass any cheque unless cheque is posted in the
computer system.

e He/ she should check the irregularities of the cheque if any.

e The cheque series number with Prefix should be checked to safeguard fraud and
forgeries.

e The cancellation shall be done by drawing a redline across the signature of the drawer of
the cheque. He/ She shall sign in full in red ink near the drawer"s signature.

e Cheque over Tk.50, 000/- shall be cancelled by two authorized officers jointly. Branch
must issue office order regarding cheque passing schedule according to its size and
volume of work load. The cancellation officer shall follow the schedule in variably.

e In case of cash payment cheque a “Pay Cash” stamp shall be affixed on the cheque and
signed by the cancellation office Payment of cheques after banking hours should be
discouraged. Payment to the drawer only may be made in special cases as deemed by the
Manager. The cheque should be paid after ascertaining sufficient balance in the account
and on completion of other formalities. However, such cheque should bear date of actual
payment or prior to that date.

3.6. Dishonor of Cheque/ Instruments.

Bankers are under legal obligation to honor customer™s cheque if funds permit. If they honor a cheque
through oversight when there are no funds. To the credit of the drawers account Bank may loss the
money. On the other hand, if they dishonor it through inadvertence they may pay damage for wrongful
dishonors. Therefore, it is incumbent upon the bankers to proceed with caution in the matter of
dishonoring cheque drawn on them. A banker is not under statutory obligation to give a written answer on
a dishonored cheque. But as per practice, as well as agreement of Banker™s Clearing House a banker
should return it with Return Memo giving the appropriate reason for the dishonor. While giving such
reasons, due care should be taken to see that the credit of the customer is not damaged by an unwarranted/
exaggerated answer. It should also be nsured that such reason does not mislead the payee. In the event of
dishonoring a cheque it must be entered in the Cheque Returned Register and the authorized officer must

sign in the register and the Cheque Return Memo.
The following reasons are generally used for returning cheque/ instruments:

a. Effects not cleared, please present again.

b. Not arranged for
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c. Payee®s endorsement required.

d. Payee®s endorsement irregular.

e. Payee“s endorsement illegible.

f. Drawer*'s signature differs from specimen recorded in the office.
g. Endorsement requires bank™s confirmation.

h. Alteration requires drawers signature in full.

i. Cheque is post dated.

j. Cheque is out of date.

k. Exceeds arrangement.

I. Amount in words and figures differ.

m. Crossed cheque must be presented through bank.
n. Payment stopped by the drawer.

0. Full cover not received.

p. Vernacular endorsement requires confirmation
g. Instrument Mutilated/ Requires confirmation.
r. Banks discharge irregular/ required.

s. Not drawn on us.

t. Funds insufficient.

u. Cheque incomplete.

v. Clearing stamp required.

w. Clearing date irregular.

3.7. Interest Application.
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Computerized branches need not require calculating interest manually. The computer system will guide
officials as per program incorporated. Branches need to pass vouchers only where needed to balance the

figures. Interest rates however will be decided by Head Office from time to time.
3.8. Balance Inquiries & Statements.
3.8.1. Balance Inquiries.

e The account holder may enquire about his/her balance in the account. The client may be advised
to fill and sign the Balance Requisition Slip (BRS) or to produce the Letter of Authority (LOA)
duly signed by the account holder.

e The signature of the account holder shall be verified on the BRS or LOA before disclosing the
balance.

e If aslip is required to be sent by mail or hand, it shall be sent in a closed envelope addressed to

the account holder.

3.8.2. Balance Certificate.

In the event of a balance certificate required by an account holder, he/she may be provided with such
certificate as per computer print report recorded by the branch against his/her written request. Certificate

may be delivered as per instruction of the account holder.

3.8.3. Balance Confirmation.

e In a computerized system of accounts, the computer program will provide print report of balance
confirmation of Accounts along with a sub-joined part. It will contain the full address of the
account holder. The balance confirmation shall be dispatched to account holder in a window
envelope. Follow-up should be made to get back the sub-joined part duly signed by the account
holder.

e On receipt of the confirmation from the party regarding his/her balance duly signed, it shall be
preserved in a file after verification of signature. Balance confirmation for debit balances in case
of over-draft, cash Credit and/or loan accounts shall be dealt with separately. The sub-joined part
to be received from clients duly signed by them and preserved in their document file after

verification of signature.
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3.9. Closing of account

For different reasons, the account holder(s) may request for closure of his/ their account with the bank.

On receipt of such letter of request for closure of account, the Manager should ascertain the reasons to

satisfy himself that the constituent is not severing his relations for grievance from the bank which may

possibly be redressed. If for genuine reason the account holder(s) approach for closure of his/their

account, the following steps shall be taken:

The application shall be received together with unused cheque leaves.

The signature of the account holder shall be verified

The number of unutilized cheque leaves shall be noted on the letter.

The Manager shall approve closure of the account and ascertain liability position (if any) and
closing charges at prescribed rate to be recovered.

The account holder may be requested to withdraw the balance on deduction of he charges. Other
wise the balance payable may be paid by way of pay Slip /Pay Order in favor of the account
holder

After closure of the account, "Account Closed" Stamp shall be affixed on the account opening
form, S.S. Card and in the Account Opened and Closed Register with date under signature of an
authorized officer.

The Account opening form together with S.S Card and the request letter shall be retained in
Account closed file to be maintained in branches for Current and Savings Accounts separately.

If the balance is paid by way of Pay Slip/Pay order, the debit advice may be delivered to the
account holder either by hand or by mail.

The unused cheque leaves shall be destroyed by authorized officer and shall be recorded on the
application for reference under joint signature.

The unused cheque leaves shall be entered in the A/C Opening Register and the running number

of the account shall be drawn reducing the closed account on each day.

3.10 Clearing.

Clearing Department plays a vital role in General Banking. This department receives cheques, DD, P.O.

etc from depositors attached with a deposit slip. Then these instruments are posted in the ,,NIKAS*

Computer. After posting those instruments, are segmented bank wise. Eleven separate branches of JBL

with in Dhaka sent instruments to the local branch (Dilkusha Branch) for collection along with the floppy
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disk in which particulars of the instruments are described. Then the authorized officer of the local branch
accumulates all information in a floppy and the instruments of twelve branches (including the local
branch) are segmented bank wise. All instruments are now ready for collection at the 1st clearing house.

There are two types of House:

[J O 4t Clearing House and

[] [ Sameday clearing House
CONDITIONS FOR SAME-DAY CLEARING

[J O The Instrument™s value must be over Tk.5 lack

[J O The respective branch of the bank must be with in 2 K.M of Bangladesh Bank.
3.10.1 Outward clearing:

All cheques, demand drafts and other credit instruments tendered for the credit of customers account will
be delivered by the depositor at the clearing counter. Any deposits received by post will also be sent over
to the clearing counter. The counter officer shall at the time of receipt examine such deposits carefully to
ensure that: The name of the account is very clearly written on the Deposit slips. The particulars of
deposits such as cheque numbers, names of bank etc. are properly entered on the deposit slip. The
depositor has signed the Deposit Slip. On item deposited payees discharge and the chain of endorsement,
are in order.

a. All cheques and other instruments will be crossed immediately on receipt with the banks special
crossing stamp. Items intended/selected for the next day“s clearinghouse will be branded with the
bank'’s clearing stamp with date. If the deposits are made at a time when it is too late for these to
be presented to drawee banks the same days the stamp "Too late for today*s clearing" will be

affixed on the counter foil.

b. All branches of Jamuna Bank Limited are computerized and operate in Clearing House with
computer Floppy. All clearing items will first be sorted out bank-wise and then entered in a
computer printed slip prescribed for the purpose. These Schedules/Slips are in fact list of cheques

etc. delivered by Jamuna Bank Limited to other banks through the clearing House.
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C. All these slips are summarized in a bigger computer print out which reflects in details the
instruments etc. presented by the bank to Clearing House and contains the names and account
number to which the credits will be posted. These sheets serve the purpose of a Clearing House

Register.

d. Bank also prepare, another summery sheet (Validation Sheet) from computer which contain the
total a number of cheque etc. delivered to different banks in the Clearing House and cheque
received from different banks with correct total of amount.

e. The Credit vouchers should then be released for posting in the computer. It will be the
responsibility of Deposit Department, however, not to allow any drawings against such items
before the fate is definitely known. Reversal entries for any clearing item returned unpaid should
invariably be made by a separate debit voucher.

f. All clearing item will be passed through the bank's Local Office/Main Branch's Account with
Bangladesh Bank.

g. Entries to be passed by Local office/ Main Branch.

h. Other branches routing their Clearing Instruments shall send a Clearing House Floppy to Local

Office/Main Branch supported by IBDA for the total amount.

i. Local Office/ Main Branch shall respond the IBDA to the debit of their account with Bangladesh

Bank/Sonali Bank in a consolidated manner.

J. In case of return of cheque unpaid in the Clearing House, Local Office /Main Branch shall issue

IBDA on the branch which lodged the cheque in clearing to reconcile the accounts.

k. All IBDAs originated in connection with Clearing House shall invariably be responded on the

same day and under no circumstances shall be kept pending.
3.10.2 Inward Clearing.

I Local Office/Main Branch shall receive cheque etc drawn on Jamuna Bank Limited branches

from the Clearing House. On receipt of the cheque etc. they shall segregate the same branch-wise
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and issue IBDA on branches against total amount of cheque etc. and shall arrange delivery of the

IBDA together with the cheque etc. within Clearing House time schedule.

1. Branches shall send the cheque dishonored by them supported by IBDA issued on Local
Office/Main Branch, within Clearing House time schedule for enabling Local Office/ Main

Branch to return these instruments in the 2™ Clearing House (Return House).
3.10.3 Transfer Delivery.

. All such instruments drawn on easily accessible local Branches of JBL (say within Dhaka city)
and deposited for credit of customer's account shall be treated as "Transfer Delivery".

1. Jamuna Bank Limited is yet to introduce transfer delivery system of collection amongst its
branches in Dhaka. Till such time the branches shall continue to collect proceeds through outward

bills for collection procedure as laid down in bills chapter.
3.10.4 Internal Transfer.
l. Transfer Book shall be maintained for entering transfer cheque/vouchers.

1. Serial number shall be allotted both on the debit and credit side of the book, which shall be
required for recording the daily transactions. The same serial number shall be noted on the
voucher entered in the book including their contra credit and debit voucher and or a set of credit

or debit vouchers of a transaction.

1. Entries in the debit and credit column of the book shall be directly made from the respective debit
and credit vouchers. At the end of the banking hours the total of the debit and credit shall be

arrived at and tallied with the computer figure in Transfer Head.

V. Transfer Stamp is affixted on the face of voucher; VVouchers are released from Transfer book. It is
balanced and signed by the writer and Book is checked and signed by the authorized officer.In a
computerized system scroll is done by the computer system. But branch shall maintain the
Transfer Book manually as a safe guard against easy detection of mistakes and issuing vouchers

if any.
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3.11 Accounting System.

The branches of the bank operate as independent accounting unit. They submit statement of affairs and
other prescribed returns direct to Head Office where these are consolidated in the form of a statement
showing assets and liabilities of whole Bank as at the close of business on Thursday and at the last
working day of each month. The system of transactions of the bank is essentially double entry system of
book keeping. But for quick and accurate recording as well as for arriving at daily financial position
specialized form of double entry system book keeping, named slip system under self-balancing method is
followed by the bank. The golden principle of debiting or crediting is the same as those of double entry
system. In the bank, instead of recording transactions in a journal initially, these are directly recorded and

posted in the ledger (computer) separating the debits and credits by slips or voucher system.

3.11.1 Half - Yearly Closing & Annual Closing
Half — Yearly Closing.

For ascertaining the financial position of the Bank, accounts are closed as on 30th June every year. For
Half-Yearly closing many important accounting jobs are to be done about which a detailed circular is

issued by Head Office from time to time. Branches will do the needful as required by the circular.
Annual Closing.

Annual closing of accounts is done as on 31st December every year about which Head Office issues a

detailed circular from time to time. Branches will perform annual closing works as per the circular.
3.11.2 Accounting ratios of management use.

Our Bank prepares a Budget every year and each branch is given business goals/targets at the beginning

of the year. These goals and targets include business goals in the areas like deposit, advance, foreign
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exchange business, non-funded business, ancillary business, profit etc. The performances of the branches
in these areas are reflected in their income, expenses, cost of fund, profit etc.Top management, while
appraising the performance of the branches, frequently needs much information which may help in
judging and rating the performance of the branches and the Bank in the business areas as mentioned
above. For helping top management in this exercise, many accounting ratios are to be calculated and
analyzed for arriving at decisions for effectiveness and profitability. Not only top management, Branch-
incharge or concerned can department also use these ratios for analyzing performance and improving

efficiency of the branches or departments and the Bank.
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Chapter Four

SWOT analysis
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4. SWOT analysis of JBL
SWOT Analysis:

The Bank™s strength and competitive capabilities can be shown by the SWOT analysis. The SWOT
analysis is grounded in the basic principle that strategy — making efforts must aim at producing a good fit
between a company*s resource capability and its external situation.

SWOT Analysis Framework

Environmental Scan
! \
Internal Analysis External Analysis
A\ X
Strengths VWeaknesses Opportunities Threats

|
SWOT Matrix
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4.2 SWOT Analysis of Jamuna Bank Ltd at a Glance

Potential Resource Strength Potential Resource Weaknesses
4 Goodwill 4+ Work Manually
4 Strong Board of Directors 4 Limited Online banking facility
4 Skilled Employee + Lack of ATM facility
+ Better Service + Lack of internet banking facility
4+ Less Employee Turnover + Lack of Strong Initiative to Explore
4+ Huge Authorized Fund Investment Opportunity . Through
4 Huge Reserve Fund Research And Marketing
4 Huge geographic coverage + IT & E-Banking Status Dose Not
# Strong Promotional activity Match With Other Banks
4+ Largest Portfolio Among PCBs
4+ Strong Liquidity Position

Potential Company Opportunities

Potential External Threats

4+ Good chance of expanding geographically
within Bangladesh.

4 Opportunity to take market share away
from rivals by offering new innovative

retail

product services.(such as

banking, credit card etc)

or

4+ Entry of new commercial banks, leasing
companies and merchant bank etc.

4+ Competitors are offering more innovative
products and services regularly.

+ Bargaining power of customer is
increasing.

4 Continuous devaluation of money.

The

4+ Increased Competition In

Market For Quality Assets

“_

Supply Gap Of Foreign Currency
4+ Overall Liquidity Crisis In Money
Market
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Chapter Five
Major Findings,
Recommendations and

Conclusion
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5.1 Findings: -

v JBL Sonargaon Road Branch looks forward to a new horizon with a distinctive ission to become
a highly competitive modern and transparent institution compellable to any of its kind at home
and abroad.

Online banking service is limited here.

It has lack of training program for their employees ,such as Seminar, Workshop etc.

It has shortage of staff.

ATM and Quick Cash is important in globalization. But this system are not sufficient in JBL.

It has no separate marketing department. But it is very essential in globalization.

A SANEE NN NN

There are many employees but they“re not well trained. Because they have come form various

education discipline which is not relevant with this field.

5.2 Recommendations: -

During three-month practical experience in JBL Sonargaon Road Branch, it is not easy to recommend
some suggestion to enhance the performance level of the organization. Although Jamuna Bank Limited
Sonargaon Road Branch now providing a very efficient General Banking services. There is also room for
improvement to provide their services even better. On the basis of my observation | would like to present

the following recommendations:

> JBL authority should train up their HR personnel, so that they can get a clear idea bout banking
knowledge

» There should be adequate number of computer to serve the general service to the customers.
Employees should be more expert & trained to use the Flora software.

» JBL"s clearing should be properly online. Credit card should be available for the general
customers of JBL.

» Salary structure should be revised for the satisfaction of the employees comparing with the other
commercial private banks.

» Capital structure should be stronger to serve properly.

» To encourage customers to use On-line banking facility this service charge should not be taken
charge from the customers.

» Customer service of bank has a greater impact onits customer. To provide smarter customer
service they need a call center department is very popular now a day.

©Daffodil International University

65



» Jamuna bank can introduce some new schemes for their consumers like student saving account,
Hajj scheme, etc.

» JBL should have to improve their financial condition so that they can provide consumer loan,
such as: can loan, house loan, education loan etc.

» General Banking operations of other banks are more dynamic and less time consuming. JBL
should take some initiative to complete with those banks.

» Funds should be available in the vault so that customer can withdraw their money on demand.

» Build new offices or make the adjustments in the interior design so that customers along with the
employees do not feel congested and can workfreely.

» Though customers are satisfied with the courteousness, warmly greeting is replaced by the
artificial one. Proper warm greetings, more polite and helpful behavior could get the highly
satisfied customer.

» Long-term training very much required for the officials.

» With all the above-mentioned recommendations, also require another important thing that is

effective and efficient guidance from the Bangladesh Bank.
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5.3 Conclusion:-

During the time of my internship program | have gathered lots of practical knowledge and experiences.
During my internship program | was assigned to work in general banking department. Jamuna bank
Sonargaon road Branch®“s major concentration is always on quality service not on quantity. Customer
focus is their priority not volume of the business. A modern commercial banking perspective is extending
business. The rewards are modest; the penalties for bad looking are enormous. Moreover, commercial
banks are great monetary institutions, which can play a significant role in welfare of society and country
more than any other institutions. Analyzing the whole scenario, which are tried to highlight in this report,
we can conclude that, the performance of Jamuna Bank Ltd. is quite satisfactory but there is stillroom for
improvement. Understanding this present competitive market pressure the Bank Management should start
some special new services to survive in this competitive market. JBL is a new generation bank. It is
committed to provide high quality financial services to contribute to the growth of G.D.P. of the country
through stimulation trade & commerce, Accelerating the pace of industrialization, boosting up export,
creating employment opportunity for the educated youth, poverty alleviation, raising standard of living of
limited income group and overall sustainable socio-economic development of the country. JBL offers full
range of banking services that include deposit banking, loans & advances, export, import and financing
national and international remittance facilities etc. The strategy of Jamuna Bank Ltd. is to add more
strength to the company*s performance by highlighting the areas where they have the advantage today
and where they can grow faster than their competitors. The bank think different to give differentiated
service to its customers and try to run business better than every passing day and better than their
competitors. Along with maintaining standard level of services Jamuna Bank Ltd. is playing a leading
role in economic development of the country | think Jamuna Bank is contributing greatly to the economy
of Bangladesh along with high level of corporate social responsibility. Working and get involved in such
a reputed bank is really a great pleasure for me. This internship program is obviously helpful for further

thinking about my career.
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B:Appedixes

Appendix-1:

Financial performance of JBL

JBL a blend of experience and technological excellence is in place to meet varied needs of modern
customers.The bank aims at mobilizing untapped money of the country and prudent deployment for
productive activities in the form of lending at a competitive interest rates/loan pricing.Towards attainment
of its goals and objectives the bank pursues diversified credit policies and strategic planning in credit
management.To name a few,the bank has extended micro credit,consumers durable scheme loans,house
building loan etc.to cater to the needs of the individuals such which in turn has helped thousands of
families.The bank also extends loan in the form of trade finance,industrial finance and project
finance,export & import finance etc.The bank’s credit polices aimed at balanced growth and harmonious
development of all the sectors of the country’s economy with top most priority to ensure quality of

lending by averting growth of non-performing assets.
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Appendix - 2:

Highlight of achievement in JBL
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Appendix - 3:
Interview with top executive of JBL

Consultation with the Following Persons (JBL, Sonargaon Road
Branch):

Mr. Moniruzzaman Khan (Vice President) and Branch Manager.
Mr. Md. Abu Bakker Siddiqur (Assistant Vice President),

Mr. Syed Fayzul Alam (First Assistant Vice President),

Sonia Akter (Senior First Executive Officer),

Md. Kamruzzaman ( First Executive Officer),

V V V V V V

Mohammad Monir Hossain (Executive Officer).
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THE END
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