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Executive Summary
Southeast Bank Limited is one of renowned, profitable and modern private banking financial institution of

Bangladesh with vision to become a premier financial institution and contribute to the economy. The report
is originated in result of my internship programme which I have done as a requirement of BBA program
.This report is completed based on my three months internship in Southeast Bank Limited. That contains the
real life day to day working experience of different tasks in Credit and GB dept. of Southeast Bank Ltd.,
Sarulia branch.

The objective of this study is to analyze the credit policy and general banking activities, client’s perception
towards the performance of SEBL, financial performance regarding credit and GB. To prepare this report
both primary and secondary sources of data have been used. Apart from this, a questionnaire has been made
and did a survey on 25 regular clients. This report contains six chapters. First chapter deals with
introduction, mission and vision, objective, scope, methodology and limitations of the report. Next three
chapters contain analysis of credit management and general banking activities and SWOT analysis. The
remaining chapters consist of findings, recommendations and conclusion.

| was assigned it in the Sarulia Branch of Southeast Bank Ltd. | present the report on the basis of
knowledge and experience gained during the working period

To serve the nation Southeast bank performs some activities for their clients like general banking, loan and
advance, capital market operation etc. Bank collects deposit from public and provides it to other business or
individual as loan. Bank pays interest to deposit holder and take interest from borrowers. Southeast bank
measure all risk components before sanctioning a loan. When all the formalities completed then respective
officer disburse the loan. After disburse the loan it is duty of bank to recover the disbursed loan. The overall
credit management of SEBL has analyzed to give a clean idea about the policy of SEBL and
implementation of that policy by various mechanism and process.

After completion of analysis, it is found that SEBL’s loan processing time is quite lengthy & service
charge is quite high. Bank’s credit to deposit ratio is increasing from previous year. That means bank can
invest properly and utilize more funds to maximize their profit.

Finally, it can say that honesty, reliability, thoroughness and willingness to be open to new ideas and new
ways of meeting customer needs are most important for success.

But General Banking Activities of SEBL’s is too much fast. All officers are too much sincere about their
duty that’s why day by day increasing SEBL’s customer. Especially customer relationship officer is too

much amicable with their customer. After all, all customers are satisfied for SEBL’s service.
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1.1 An Overview of Southeast Bank Limited:

The emergence of Southeast Bank Limited into banking industry of Bangladesh was at the stage
of liberalization of global economic activities in 1995. The experience of the prosperous
economies of the Asian countries and in particular of South Asia; has been the driving force
and the strategic operational policy option for the Bank. The philosophy of the bank is “A Bank
with Vision" has been precisely an essence of the legend of success in the Asian countries.
Southeast Bank Limited was established in 1995 with a vision to become a leading banking
financial institution of the country and contribute significantly to the growth of the national

economy.

It is one of the fast moving, conventional financial institutions; a scheduled private commercial
bank which was established under the domain of Bank Company Act of 1994 and incorporated as a
public limited company under Companies Act, 1994. The Bank started commercial banking
operations effective from May 25, 1995 with an Authorized capital of Tk. 500 million and Paid up
Capital of Tk. 100 million. During this short period of time this organization has managed to
successfully position itself as a progressive and dynamic financial institution of the country. The
financial strength of its portfolio has upward trend for several years. The bank obtained
remarkable achievement within a period of 19 years of its operation and met up requirements of
Bangladesh Bank.

In the recent period of the economic slowdown, the bank’s asset and investment portfolio is
fair enough than other banks. The bank had been widely acclaimed by the business community,
from small entrepreneurs to large traders and industrial conglomerates including the top rated
corporate borrowers for its forward - looking business outlook and innovative financial solutions.
The products and services provided by this bank are wide and competitive, includes
conventional deposit-loan products, trade finance, project finance, risk management, underwriting,
foreign exchange, guarantees, credit and debit cards, Islamic banking and many more. Within a
very short interval of time, it has been managed to create good brand image and significant
reputation in the banking industry. Presently, it has 114 branches all over the country. It maintains
correspondence with more than 25 foreign financial institutions in business intensive countries of the

world.
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Southeast Bank Limited has consistently turned over good returns on assets and capital. The bank has
maintained good proportion of debt-equity and reserve ratio in considering the betterment of its
stakeholders. It has been growing fast as one of the leaders of the new generation banks in the private
sector in respect of business and profitability as it is evident from the financial statements. The bank
has been graded a top class bank in the country through internationally accepted CAMELS rating.

1.2 Mission, Vision of SEBL.:

Mission of SEBL
Southeast bank limited aims to become one of the leading banks in Bangladesh by prudence, flair and

quality of operations in their banking sector. The bank has some mission to achieve the organizational
goals time to time. Some of them are mentioned in following-

*High quality financial services with state of the art technology

eFast customer service

Sustainable growth strategy
*Follow ethical standards in business

Steady return on shareholders' equity

Innovative banking at a competitive price
eAttract and retain quality human resource
*Commitment to Corporate Social Responsibility.

Vision of SEBL

The vision of this bank is to be a premier banking institution in Bangladesh and contribute

significantly to the national economy.
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1.3 Organ gram:

The SEBL has 16 layers in its organ gram where the MD stands in the top position and Trainee
Assistant officer in the bottom position. The top to button organ gram has been shown below:-

President and Managing Director

Executive Vice President

enior Vice President

First Vice President

Assistant Vice President

! Principle Officer [

Chart-01: Management hierarchy of Southeast Bank Ltd. (Southeast Bank Limited, 2013)
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1.4 Products and Services of Southeast Bank Ltd.:

Southeast bank provides a wide variety of banking products and services to different category of
customer in response to their need of banking.

a) Conventional Banking: - The bank offers several conventional retail products available in
the market which are stated below-

Savings deposit

Current deposit

Fixed deposit Receipt
Double benefit scheme
Short notice deposit
Pension savings scheme
Monthly savings scheme

Monthly income scheme

b) Islamic Banking: - The bank offers similar type of banking product on the basis of Shariah law
of Finance and Banking so that the majority people or Muslims can follow the religious
instructions in every sphere of life. The brand name of Islamic banking is “Tijarah” which
offers interest-free concept of banking.

Mudarabasavings deposit
Al-Wadiahcurrent deposit
Mudarabashort term deposit
Mudarabaterm deposit receipt

Mudarabadouble benefit scheme
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Mudarabamillionaire deposit scheme

udarabahajj sanchayprokalpa

c) Loans and advances product: - The bank offers wide range of different funded and non-
funded loans and advance products in name of working capital finance, project finance, syndicated
finance, trade finance etc.

Working capital finance

Trade capital finance

Project finance

Syndicated loan

Packing credit

Loan against trust receipt

Loan against Export/Import bill payment
Bank guarantee

SME credit

Loan against share and securities
VISA credit card

House building financing

Industrial finance

d) Services: - The bank provides some direct service to its
customers.
Virtual card
Locker service

Remittance service
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Western union
SWIFT

ATM

Internet banking
E-Statement

Online bill payment

1.5 The Performance of Southeast Bank Ltd.:

The performance includes a descriptive evaluation on financial, operational, risk based capital
position, credit based position of SEBL.

Five years performance at a glance:-

The difference between authorized and paid up capital should below to express an increase
in yearly operational budget and growth motive. It means that authorized capital that is fixed
by regulatory and policy-making authority has been paid in close percentage. In the last
five years, the authorized capital and its use was good and satisfactory to support the

operational cost requirement for the whole bank.

The reserve fund and capital usage requirement by central bank and policy-makers has
upward movement which is good for a bank to fulfill total investment target on any

emergency. The increasing rate of reserve and capital has an impressive increasing rate.

The amount of deposit in last five years has remarkably increased. The growth in deposit
is 20.23% compared to last year. This growth rate might be termed as a remarkable

achievement considering the volatile economic scenario of the country.

The loans and advances of the bank recorded have an impressive growth. The advance
portfolio of the bank is well diversified and covers funding to a wide spectrum of business

and industries including ready-made garments, textile, edible oil, ship scrapping, steel &
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engineering, chemicals, pharmaceuticals, cement, construction, real-estate and loans
under consumers' credit schemes allowed to the middle-class people of the country for
acquiring various household items.

The bank has also developed a system to improve the recovery rate of disbursed loans
and also taken adequate measures for converting the classified loans into performing assets.

The investment by bank to ventures after maintaining statutory and cash reserve
requirement is good though it faced slight drop in 2011.

The performance of bank in terms of number of foreign correspondents, shareholders,
employees and branches has high increasing trend in last five years which means the
foreign trade related activities, investors ‘interest, workforce strength and network has

increased.

1.6 Scope of the Study

The scope is not limited to overall level of credit management but also it encompasses a
specific measurement of data and attributes with supporting schematics. The research report also
contains the respondent analysis segment, where | have tried to demonstrate the effect of some
primary demographics with supporting illustrations so that some demographical representation of
data comes and shows the general scenario with connected interpretation. The research result
could be used for improvement of management system of credit and associated services but the
purpose is to describe or measure the management level rather predicting anything, but the

authority can use its result if they want on the basis of my findings and recommendations.
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1.7 Objectives of the Report

General Objective:
The prime objective of this report is to analyze the credit management and General Banking of

Southeast bank Ltd., Sarulia branch.

Specific Objectives:
I.  Tostudy the General Banking Activities of SEBL.

Il.  Toevaluate the credit management activities of SEBL.
I1l.  To identify the position of credit division of SEBL for successful credit operations.

IV.  Tosuggest some recommendations based on findings.

1.8 Methodology:

This report was prepared by following primary and secondary sources of data.

Research type
This is a descriptive research, which briefly reveals the overall activities of the credit dept. of SEBL
and also critically analyzes the “Credit Management” of this bank.

To prepare this report all the necessary information collected from both primary and secondary

sources of data.

Primary sources of data

In the preparation of this report, data was collected from different primary sources. The
techniques were used to collect data are:

* Observation while working at credit dept.
* Informal discussion with employees and clients.
Secondary sources of data

* Internal sources: Annual reports of SEBL, other published documents of the bank,
SEBL Website.

 External sources: Books, articles, journals, newspaper, web browsing.
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1.9 Limitations:
There are some limitations of the study. Such are as follows:-
The main constrain of the study was insufficiency of information.

As bank’s clients were too busy thus they were not interested to fill up the questionnaire. So |

can’t survey on a large population.
Since the bank personnel were very busy, they could not provide enough time to talk me.

Since Bangladesh Bank (BB) regularly changes their policy towards commercial banks. So
to adjust with BB, SEBL also changes rules & regulation according to BB. As a result in
all cases, | can’t collect all update information & strategy.
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Chapter 2

Credit Management
Activities
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Daf_fodi!v S Southeast Bank Ltd.

2.1 Definition of credit:

Credit is a contractual agreement, in which a borrower receives something of value now, with the
agreement to repay the lender at some date in the future. One of the basic functions of the bank is to
deposit extraction and credit extension. And managing credit operations is the crying need for any
bank. The loan and credit department is one of the most important departments of any bank. The
money mobilized from ultimate surplus units are allocated through this department to the ultimate
deficit unit (borrower). Success of this department keeps a great influence on the overall profit of a
bank. Again, failure of this department may lead the bank to huge losses or even to bankruptcy. Like
any other bank SEBL’s credit division also tries to do their job perfectly.

2.2 Objective of credit management:

The objective of the credit management is to maximize the performing asset and the minimization of
the non-performing asset as well as ensuring the optimal point of loans and advances and their

efficient management.

2.3 Credit policy of SEBL.:

Lending being the most important function of commercial bank, every bank should have own credit
policy. The credit policy of SEBL has been formulated of the plan of “All new loans to be good
loans”; the plan was formed on the basis of the following objectives:-

0 To maximize the profit of the bank by making sound lending.
0 To deliver credit to viable borrowing at a reasonable cost.
o0 To provide satisfactory return on investment.

0 To assist the social and economic development of the country.
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But in SEBL most of the lending officers are not familiar with their written credit policy or lending
guidelines. They have got only some oral instruction from the senior management or in charge of
credit. If all the lending officers of the SEBL roughly know and understand their credit policy it will
be very helpful for them to do their job more efficiently.

2.4. Functions of credit division:

Money lending is one of the main functions of a commercial bank. In the lending process, selection of
borrower is the most crucial and vital job for a banker. Before a customer enjoys credit facilities it is
important that the applicant should qualify for five Cs. The five Cs are:-

*Character — Intention to pay back the loan.

*Capacity — Borrower’s competence in terms of utilizing the fund profitably and
generate income.

Capital — Financial strength needed to lend cover the risk.

 Conditions — General business condition between two parties.

* Collateral — Implies additional securities.

In addition, objectives of the credit department are managing credit exposure of the bank, maintaining
credit risk, compliance of central bank, recovering or collecting dues of retail loans or advances. At
present credit division performs following activities:

*Dealing with corporate & retail credit.
*Perform collection and monitoring activity.

*Support recovery & risk management.

Besides this, the activities of this department include managing the financial books of the bank,
checking all entries of the book are according to standards, preparing daily reports for Bangladesh

Bank, revenue appropriation and calculations, setting the internal pricing rates etc.
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2.5 Eligibility for credit:

The persons having confirmed/permanent job in any one of the following organizations and age
between 20 to 50 years are eligible for availing of credit facilities under the scheme.
Government organization.
Semi-government and autonomous bodies.
Banks, insurances companies or any other financial institutions.
Law enforcing agency.

Private organizations having corporate structure

Besides the above, professionals like doctors, engineers, architects, lawyers, journalists, chartered
accountants; self employed business executives are also eligible for enjoying credit facilities under
this scheme subject to the providing of bank guarantee on insurance guarantee for the amount of
credit.

2.6. Application procedures for the customers:

The intending client will have to application from which is available in respective branch. Customers
will submit the application form dully filed-in with 2(two) photograph and signed along with
quotation for purchase of desired article or any other relevant documents. The customers name/other

names including nickname, if any, should be mentioned in every loan application.

2.7 Different types of credit facilities:

There are types of credit facilities offered by SEBL from which some are explaining below:-

Overdraft
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The word overdraft means the act of overdrawing from the bank account. In other words, the account
holder withdraws more money from the current account than has been deposited in it. The loan holder
can freely draw money from this account up to the limit and can deposit money in the account. The
overdraft loan has an expiry date after which renewal or enhancement is necessary for enjoying
such facility. Any deposit in the overdraft account is treated as repayment of loan. Interest is charged
as balance outstanding on quarterly basis. Overdraft facilities are generally granted to businessmen.

Working Capital Finance

This is a loan facility designed to meet day to day operation of business concerns and manufacturing

companies.
Project Finance

This is a term loan facility provided by the bank for acquisition of fixed assets and machinery for any

Project.

Packing Credit
We provide pre-shipment finance in the form of Export Packing Credit (PC) to assist cash flows for

manufacturing or packing goods for export from Bangladesh.

Bill Discounting

Under this type of lending, bank takes the bill drawn by borrower on his (borrower's) customer and
pays him immediately deducting some amount as discount/commission. The Bank then presents the
bill to the borrower's customer on the due date of the bill and collects the total amount. If the bill is
delayed, the borrower or his customer pays the bank a predetermined interest depending upon the

terms of transaction.

Term Loan

These types of banks lend money in this mode when the repayment is sought to be made in fixed,
predetermined installments. These are the loans sanctioned for repayment in period more than one

year. This type of loan is normally given to the borrowers for acquiring long term assets.

Short Term loan
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Term loan extended for short period usually up to one year is term as STL (short term loan). This
type of loan may or may not have specific repayment schedule. However STL with repayment
schedule is preferable. Suppose, short term agricultural loan and micro credit is enlisted by
agricultural credit division of Bangladesh Bank in its ‘annual loan program’. Loans disbursed in
agricultural sector for a period not more than 12 months are also included in this category.

Lease Finance

These types of finance are made to acquire the assets selected by the borrower (lessee) for hiring of
the same at a certain agreed terms and conditions with the bank (lessor).

In this case bank retains ownership of the assets and borrower possesses and uses the same on
payment of rental as per contract. In this case no down payment is required and usually purchase
option is not permitted.

Letter of Credit (L/C)

This is a pre-import finance which is made in the form of commitment on behalf of the client to pay
an agreed sum of money to the beneficiary of the L/C upon fulfillment of terms and conditions of the
credit. Thus at this stage bank does not directly assume any liability, as such the same is termed as
contingent liability.

This is a demand loan facility for the exporters in the form of negotiation or acceptance of export bills
by the Bank.

Syndicated Loan

These are the loans usually involving huge amount of credit and such to reduce a particular bank’s
stake. A number of banks/financial institutions participate in such credit, known as loan syndication.
The bank primarily approached/arranging the credit is known as the lead or managing bank. Large
projects are financed through raising funds through participation of more than one bank by joint

financing against a set of common terms and conditions laid down in a loan agreement.
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2.8 Classification and description of loan:

Broadly, there are two types of loan such as-
* Retail loan and

 Corporate loan

2.8.1. Retail loan:

Retail loans are given for personal usage rather than for business purposes. It includes personal loan,

home loan and car loan etc.

Personal loan

The objectives of this loan are to provide essential household durable to the fixed income group
(service holders) and other eligible borrowers. Car loan, loan for house renovation, vacation loan,
marriage loan and loan for household equipment well as entertainment products are governed by
personal loan program. Depending on the size and purpose of the loan, the number of installments
varies from 12 to 48 months. In SEBL the minimum amount one can borrow under this facility is
BDT 25,000 and the maximum amount is BDT 500,000. Personal loan is given under personal
guarantee of the borrower and another third person known to the borrower. There is also a processing

fee of 1.5% taken at the time of disbursement of the loan.

Car loan

Car loan provides for purchasing customer desired car. SEBL provide car loan under following
condition.

Who can apply: - Salaried Individuals

- Professionals

Age Limit: -Minimum Age of the Applicant: 21 Years

-Maximum Age of the Applicant: 57 Years

Loan Size: - Minimum: BDT 5, 00,000.00
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-Maximum: BDT 20, 00,000.00

Interest Rate: 15.00 % per annum

Other Terms & Conditions:
-Minimum gross family income: BDT 50,000.00
-Loan facility for brand new or re-conditioned vehicle, not older than 6 Years.

-Vehicle should be for personal use only.

Home Loan

Home Loan is a term loan facility to purchase your desired home/flat. SEBL also provide home loan

under following situation-

Who Can Apply: -Salaried Individuals

-Professionals

-Business Persons

Age Limit: Loans are only available to Bangladeshi nationals:
-Minimum age of eligibility: 21 years

-Maximum age of eligibility: 65 years

Loan Size: - Minimum: BDT 5, 00,000

-Maximum: BDT 75, 00,000

Interest Rate: Southeast bank's home loan interest rates vary from 12% to 13.50%.

Security: Registered Mortgage of the House/Apartment
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Govt. Charges: As per Government Specification.

2.8.2 Corporate loan:

Any loan exceeding one core BDT and issued for business and trade purposes is defined as corporate
loan. Such loans mainly serve the purpose of initials for the establishment of industry or large scale
factory. Again corporate loan can be classified under two types which are as follows:

Bank guarantee

Bank guarantee is one sort of non funded facility. Bank guarantee is an irrevocable obligation of a
bank to pay a pre-agreed amount of money to a third party on behalf of a customer of a bank. A
contract of guarantee is thus secondary contract, the principal contract being between the
beneficiary/creditor and the principal/principal debtor themselves to which guarantor is not a part. If
the promise or the liability in the principal contract is not fulfilled or discharged, only then the

liability of guarantor or surety arises.

SME (Small & Medium Enterprise) Loans

This type of loan is disbursed for business purposes but the amount loaned does not exceed one core
BDT. The amount loaned here serves the purpose of potential (partial) working capital for small and

medium business ventures.
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2.9. Interest Rates for Lending:

There are numerous interest rates for various kinds of lending which are shown in a table.

SI. No. Categories of lending Interest Rates (per annum)
1 Agriculture 07.00%
2 Industrial term loan

* Large and medium scale industry 13.25%
» Small scale industry 14.00%
3 Working capital
Type 1
» Pharmaceuticals 13.50%
* Textile 13.00%
» Garments 13.00%
* Chemical 13.00%
» Financial intuition Transport and 13.50%
communication 14.50%

Chart- 02: Interest rates for lending

Source: Credit division, SEBL, Sarulia branch.
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2.10 Process of handling loan:

[G etting loan proposal ] .[Collecting information ]- ~ Evaluating project/client J

[ Decision

Branch level l Head office level

Disbursing foan  supervision of the Toan

Sanctioning &
documentation of loan

[ Recovery of the ]

Chart- 03: Process of handling loan

Source: Primary data
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2.11 Overall procedure for sanctioning loan

The following procedure need to be followed for giving advances to the customer. These are:-

*  Party’s application

Filling form-A

*  Collecting CIB(Credit Information Bureau) report from Bangladesh Bank
*  Processing loan proposal

*  Project appraisal

»  Head office approval

»  Sanction letter

»  Documentation

*  Disbursement

Party’s application

At first borrower had to submit an application to the respective branch for loan, where he/she has to
clearly specify the reason for loan. After receiving the application form the borrower Bank officer
verifies all the information carefully. He also checks the account maintains by the borrower with the
Bank. If the official becomes satisfied then he gives form-A (prescribed application form of Bank) to

the prospective borrower.

Filling Form -A

After satisfying with party’s application the applicant need to fill Form-A. It is the prescribed form
provides by the respective branch that contains information of the borrower. It contains- name with
its factory location, official address and telephone number, details of past and present business, its

achievement and failures, type of loan needed etc.
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Collecting CIB report from Bangladesh Bank

After receiving the application for advance, Southeast Bank sends a letter to Bangladesh Bank for
obtaining a report from there. This report is called CIB (Credit Information Bureau) report. Southeast
bank generally seeks this report from the head office for all kinds’ investments. The purpose of this

Report is to being informed that whether the borrower has taken loan from any other Bank; if ‘yes’

Then whether the party has any overdue amount or
not.

Processing loan proposal

After receiving CIB report from Bangladesh Bank, then respective branch prepare an investment
proposal which contains terms and conditions of investment for approval of head office. Documents
those are necessary for sending investment proposal are:

Necessary documents:

While advancing money, banks create a lot of documents, which are required to be signed by the
borrowers before the disbursement of the loan. Of them some are technically called charge
documents. Necessary steps and documents:

1. Loan application form duly signed by the customer.
2. Acceptance of the term and conditions of sanction advice.
3. Trade license.

4. In case of partnership firm, copy of registered partnership deed duly certified as true copy or a
partnership deed on non-judicial stamp of taka-150 denomination duly notarized.

5. In case of limited company

a. Copy of memorandum and articles of association of the company including certificate of
incorporation duly certified by Registered Joint Stock Companies (RJSC) and attested by the
managing director and accompanied by an up-to-date list of directors.
b. Copy of board resolution of the company for availing credit facilities and authorizing managing
director/chairman/director for execution of documents and operation of the accounts.

c¢. An undertaking not to change the management of the company and the memorandum and article of

the company without prior permission
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d. Copy of last audited financial statement up to last 3 years.
e. Personal guarantee of the directors including the chairman and managing director.

f. Certificate of registration of charges over the fixed and floating assets of the company duly issued
by RJSC.

g. Certificate of registration of amendment of charges over the fixed and floating assets of the
company duly issued by RJSC in case of repeat loan or change in terms and conditions of
sanction advice regarding loan amount and securities etc.

6. Demand promissory notes.

Project appraisal

It is the pre-investment analysis. Project appraisal in the banking sector is important for the following

reasons:

To achieve organizational goals
To recommend if the project is not designed properly
To justify the soundness of an investment

To ensure repayment of bank finance
Techniques of Project Appraisal
An appraisal is a systematic exercise to establish that the proposed project is a viable preposition.
Appraising officer checks the various information submitted by the promoter in first information
sheet, application for investment and investment proposal. The Head Office (HO) mainly checks the
technical, commercial and financial viability of the project. For others, HO is dependent on branch’s
information. But when the investment size is big, then the HO verifies the authenticity of information

physically.

Head office approval
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When head office receive appraisal from the branch then, head office again appraises the project. If it
seems to be a viable one, the HO sends it to the board of directors for the approval of the investment.
The board of directors (BOD) considers the proposal and takes decision whether to approve the
investment or not. If the BOD approves the investment, the HO sends the approval to the concerned
branch.

The respective officer of head office appraises the project by preparing a summary named “Top
Sheet” or “Executive Summary” and then he sends it to the credit division of head office for the
approval of the loan. Then credit division considers the proposal and takes decision whether to
Approve the investment or not. If the committee approves the investment; the HO sends the

approval to the concerned branch.

Sanction letter

After getting the approval of the HO the branch issues sanction letter to the borrower. A sanction
letter contains:

*Name of borrower

*Facility allowed

*Purpose

*Rate of interest

*Period of the investment and mode of adjustment

Security and other terms and condition
Documentation

If the borrower accepts the sanction letter, the documentation starts. Documentation is a written
statement of fact evidencing certain transactions covering the legal aspects duly signed by the
authorized persons having the legal status. The most common documents used by the Southeastbank
limited for sanctioning different kinds of investment are:

Joint promissory note
Letter of arrangement

Letter of disbursement
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Letter of installment
Letter of continuity
Trust Receipt
Counter guarantee
Stock report

Letter of lien

Status Report
Letter of guarantee

Documents related to mortgage

Disbursement

After sanction and completion of all formalities the respective officer disburses the loan. The officer
writes cheque and provides it to the borrower. For this borrower has to open an account through

which he/she can withdraw the money.

2.12 Strategies for recovering loan:
Recovery of loan can be made in the following three methods:-

Persuasive recovery: The first step in recovery procedure is private communication that
creates a mental pressure on borrower to repay the loan.

Voluntarily: In this method, some steps are followed for recovering loan. These are:-
Arranging seminar
Loan rescheduling policy
Waiver of interest rate

Legal recovery: When all steps fail to keep an account regular and the borrower does not pay
the installments and interests then the bank take necessary legal steps against the borrower for

realization of its dues. In this case “Artha Rin Adalat Law 2003 plays an important role for
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collecting the loan.

2.13 Credit administration

The administration function is critical in ensuring that proper documentation and approvals are in
place prior to the disbursement of loan facilities. For this reason it is essential that the function credit
administration be strictly segregated from relationship management/ marketing in order the
possibility of controls being compromised of issues not being highlighted at the appropriate level.

2.14 Credit monitoring

To minimize credit losses, monitoring procedures and systems shall be in place that provides an early
indication of the deteriorating financial health of a borrower. At a minimum, systems shall be in place
to report the following exceptions to relevant executives in RM (Relationship managers) team:
Past due principal or interest payments, past due trade bills, account excesses, and breach of
loan covenants.
Loan terms and conditions are monitored, financial statements are received on regular basis,
and any covenant breaches or exceptions are referred to the RM team for timely follow-up.
Timely corrective action is taken to address finding of internal, external or regulator
inspection/audit.
All borrower relationships/loan facilities are reviewed and approved through the submission of

a credit proposal at least annually.

2.15 Comparison between BB’s guidelines and SEBL’s policy:

To ensure safety, stability and discipline in banking sector; To ensure compliance of banking laws,
rules and regulations; To evaluate quality and performance of bank management and board of

directors; To identify weaknesses which are to be addressed to strengthen the banks and to evaluate
financial soundness and operational efficiency of the banks- Bangladesh Bank set various guidelines

for banking sector and SEBL follows the

CAMELS Rating

Performance of the banking sector has been evaluated through CAMELS rating which involves
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analysis and evaluation of the six crucial dimensions of banking operations. The six indicators used
in the rating system are:
Capital adequacy

Asset quality
Management soundness
Earnings

Liquidity and

Sensitivity to market risk

SEBL maintain these indicators as followed by Bangladesh Bank. To assess the degree to which
a bank might be exposed to adverse financial market conditions, the BB (Bangladesh Bank)
added a new characteristic named as “Sensitivity to market risk” to what was previously referred
to as the CAMEL ratings. In particular, BB started placing much emphasis on banks sensitivity to
interest rate movement through the introduction of revised CAMELS rating system since 1 July
2006.

2.15.1 Different types of statutory requirement compliance:

Banks being a large financial institution are subject to different statutory requirement as required
by the superior authority. By analyzing — if the bank had compliance with the statutory requirement
the performance of the bank can be measured because most of these requirements are
designed to improve the bank’s overall performance and to reduce the bank’s risk. Some of the

statutory requirement that the banks in Bangladesh are required to maintained are as follows:-

CRR (Cash Reserve Requirement): Cash reserve requirements are set by the central bank to
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maintain liquidity. Scheduled banks are required to keep a certain percentage of their total deposit in
cash with the account in Bangladesh Bank to maintain a strong position in liquidity. So by
analyzing how bank has maintained their CRR, we can have an idea about how the bank’s
liquidity position. At present the CRR rate is 6%.

SLR (Statutory Liquidity Requirement): Statutory liquidity requirement is total statutory reserve
that a bank has to maintain with Bangladesh Bank. Some portion of the SLR is to be kept in cash
(CRR) and some portion of the SLR is kept by buying govt. securities and bonds. SLR gives us a
clearer picture of a bank liquidity position because it indicates the maximum amount that bank can
use out of its deposit. At present SLR is 19%.

CAR (Capital Adequacy Ratio): Capital adequacy ratio is a ratio that regulators in the
banking system use to watch bank’s health, specifically bank’s capital to its risk. CAR ratio is set by
Bangladesh Bank and CAR ratio calculates how much capital a bank have relative to bank’s

risk weighted assets. So it will tell us about how prudently the bank’s funds are managed.

These are the main type’s statutory requirements. These data are published in a timely manner in

the balance sheet. SEBL successfully maintains these statutory requirement compliances.
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GENERAL BANKING ACTIVITIES

To make profit in business you need to sell product or service. A bank does not produce any tangible
product to sell but does offer a variety of financial services to customers. General banking is the starting
point of all the banking operations. It is the department which provides day-to-day services to the
customers. Every day it receives deposits from the customers and meets theirs demand for cash by honoring
cheque. It opens new accounts, remit funds, issue bank draft & pay orders etc. Since bank is confined to
provide the service every day. General banking is known as Retail banking.

Chart-05: Different activities of SEBL of General bank
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Function of this General Banking Department:

General banking department has four functions such as front desk or account, cash section, clearing section,
account section in Southeast Bank. Those various sections do various works by which general banking
activities.

3.1 Account opening section:

When a person is willing to make saving on bank or others need to then they open an account. To establish
a banker and customer relationship account opening is first step. Opening of an account binds the Banker
and customer into contractual relationship. But selection of customer for opening an account is very
important because there are many fraud people who deal with illegal thing through bank .So the Bank takes
in its selection of customers very carefully. The following works are done this section.

THE FOLLOING WORKS ARE DONE BY THIS SECTION

Account opening section

accepting of opening of

deposit account

Check book _
transfer of account cloosing of account

issuing

Chart-06: Five works done by account opening section

3.1.1 Accepting Deposit:

If a customer want to open an account, at first banker has to accept deposit. The relationship between a
banker and customer begins with the opening of an account by the former in name of letter. Initially all
accounts are opened with a deposit of money by the customer and hence these accounts are called deposit
account. Banker solicits deposits from the number of public belonging to different lifestyle, engaged in
numerous economic activities and having different financial status. There are two officers performing
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various functions in this department. The deposits those are two accepted by SEBL may be classified into:
a) Demand deposit b) Time deposits

3.1.2 Demand Deposits:

The amount in accounts are payable on demand so it is called demand deposit account. SEBL accepts
demand deposits through the opening of, -

A) Current account
B) Savings account
A) Current Account:

Both individual and business open this type of account. Frequently transaction are (deposit as well
withdrawal) allowed in this type of a account. A current a/c holder can draw check on his account, any
amount and any number of times in a day as the balance in this account permits.

Criteria of current account followed by SEBL.:
Generally opened by businessman, government and semi-government organization; with proper
introduction.

No interest is provided for deposited amount
Overdraft is allowed in this account
Minimum opening balance is TK 5000.

A minimum balance of TK. 500/- has to be maintained

B) Savings Account:

Individuals for savings purposes open this type of account. Current interest rate of these accounts is 06%
per annum. Interest on SB account is calculated and accrued monthly and Credited to the account half
yearly. Interest calculation is made for each month based on the lowest balance at credit of an account in
that month. A depositor can withdraw from his SB account not more than twice a week up to an amount not
exceeding 25% of the balance in the account. If anyone withdraws money more than twice he/she will not
get the interest for that month

Criteria of savings account followed by SEBL.:

An appropriate introduction is required for opening the A/C;
Frequent withdrawal is not encouraged;
A depositor may withdraw money from his/her account twice in a week;
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Minimum amount of TK.5000 is required as initial deposit;

Depositor may withdraw his/her deposited money up to 25% of the Balance in his/her account
without notice. The bank may realize service charge in its discretion.

Depositor will get interest on the amount deposited in his/her account.

3.1.3. Time Deposits:

A deposit which is payable at a fixed date or after a period of notice is a time deposit. In SEBL Sarulia
Branch accepts time deposits through Fixed Deposit Receipt (FDR), Short Term Deposit (STD), and
Schemes etc. While accepting these deposits, a contract is done between the bank and the customer. When
the banker opens an account in the name of a customer, there arises a contract between the two. This
contract will be a valid one only when both the parties are competent to enter into contracts. As an account
opening initiate the fundamental relationship & since the banker has to deal with different kinds of persons
with different. To open an account the procedure is below:

3.1.4 Opening an Account

—

3 tor
mdividual
information s
needed by
account
hnldm

2.He/she is
required to
signature on
specium
signature card

1.Applicant fill up the
relevant application
form in prescibed maner

4+ The authorized
otticers analvze
the mtroduction
and examine the
documents
submitted

5 1ssuance of
deposit shp and
deposit must be
made on cash no
check or drattis
accepted

6. After depositing
the cash one
cheque book &
pav-m-ship book 1s
1ssued

Accountis
opened

Chart-07: Account opening procedure in flow chart

After accepting deposit banker in Southeast Bank Limited at Sarulia Branch, person or organization has to
fill up account opening form. Account opening form consist of the of the branch ,type of account, name of
applicant(s),present address, permanent address, passport number(if any),date of birth, nationality,
occupation, nominees (s), special introducer ,initial, deposit specimen signature of the
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applicant(s),introducer’s information etc. Moreover person or organization who is opening account, she/he
is laundering. If the transaction profile does not match with KYC, bank should report to Bangladesh Bank.
Then signature of that person or organization who are opening account is needed attested by introducer
signature of that person or it and specimen signature card. The individual who is going to be customer need
properly introduced by following: an existing customer, officials of the bank who are not the rank of
Assistant officer, a respectable person who is well known to the Manager or authorized officer. the
authorized officers analyze the introduction and examine the documents that has submitted such copy of
National ld/copy of passport/ copy of driving license of that person who open account, copy of nominee(s)
National 1D, photograph of that person and photograph of nominee(s).then concern authority will allocate a
number for a new account. Then customer deposits the ,,initial deposit™ by filling up deposit slips. Initials
deposit to open a current account in SEBL is TK.1000 or saving account is tk.1000.after depositing the cash
one cheque book and pay-in-slip book is issued. The account is considered to be opened in SEBL at Sarulia
Branch. Sarulia Branch maintains account in computer through Bank Ultimus Software. After depositing
the initial deposit, Sarulia Branch records it in the computer by giving new account number. Then it issues a
cheque book requisition slip by the customer. They distribute all relevant paper to relevant department.

3.1.5 Short Term Deposit (STD) Account:

In Short Term Deposit account, the deposit should be kept for at least seven days to get interest. The
interest offered for STD is less than that of savings deposit. In SEBL, SMR various, companies,
organizations, Government Departments keep money in STD accounts. Frequent withdrawal is discouraged
and requires prior notice. STD Account opening procedure is similar to that of the saving account

Interest rate for STD account---------- 6.00% per annum

In SEBL, SMR usually customers give an instruction to the Bank that their current account will be debited
whenever its deposited amount crosses a certain limit and this amount will be transferred to the STD
account. Southeast Bank Saruilia Branch has some other Special Schemes which is given below

3.1.6 Name of the Schemes

A. Double Benefit Scheme (DBS): Amount to be deposited: TK. 10,000 or Multiple.

Duration: 7 years (double)
Terms and Conditions:

A Person of 18 years of age and above having a sound mind can open the account
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A person can open more than one DBS account at any branch of the Bank of the Bank and in such
case separate form should be filled.

A passport size photograph of each account holder is required to open the account

DBS account can be opened at any working day of the month

DBS account can be opened in joint names or in the name of institution

DBS account can be opened in the name of a minor. In that case, Banks existing account opening
formalities for opening accounts for minor will be followed.

B. Monthly Savings Scheme (MSS):
Duration:2 years, 3 (three) Years & 5 (Five) Years

Amount of Monthly Installment: TK.1500 or Multiple amount up to TK.25, 000 (Twenty five Thousand).

Terms and Conditions:

A Person of 18 years of age and above having a sound mind can open the account

A Person can open more than one MMSS account at any branch of the Bank and in such case
separate form should be filled

A passport size Photograph is required to open the account

MSS account can be opened at any working day of the month.

Account opened within first 10th of any month will be treated as account of that particular month. If
the account is opened after 10th of any month in that case 1st installment will be due and realized
from the next month.

MSS account cannot be opened in the name of any minor, in joint names, or I n the name of
institution.

An account can be transferred from one Branch to another Branch of the Bank by a written
application of the account holder. In such case a fee of TK. 500 is payable as banks service charge
Installments can be deposited in advance.

C. Monthly Income Scheme (MIS)

Duration of the Account: 3 (three) Years & 5 (five) years Amount to be Deposited: TK.10, 000 or its
multiple (Deposited amount will be returned on maturity)
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Terms and Conditions:

A Person of 18 years of age and above having a sound mind can open the account

A person/institution can open more than one MMIS account at any branch of the Bank and in such
case separate form should be filled.

The applicant must open /have a CD Savings Deposit account within the branch in which monthly
income will be credited automatically.

MMIS account cannot be opened in the name of any minor but it can be opened in joint names, or in
name of any institution

. An account can be transferred from one Branch to another Branch of the Bank by a written
application of the account holder. In such case a fee of TK. 500 is payable as banks service charge

D. Pension Savings Scheme (PSS):

Duration: 4, 6 and 8 Years Terms Amount of Monthly Instaliment: 500 or multiple up to TK.25, 000 (i.e.
Tk.500 or 10000r 1500)

Terms and Conditions:

A Person of 18 years of age and above having a sound mind can open the account

A person can open more than one MPSS account for different amount at any branch of the Bank and
in such case separate form should be filled in.

A passport size photograph of the account holder and each nominee (attested by the account holder)
are required to open the account

. The account can be opened at any working day of the month.

Account opened within 10th of any month will be treated as account opened on the particular
month. If the accounts opened after 10th of any month in that case 1st installment will be due from
the following month and will be realized in the following month.

MPSS account can be opened in the name of minor .In that case minor“s legal guardian can operate
the account

Account cannot be opened in joint names, or in the name of any institution.

E. New Pension Savings Scheme (NPSS):

Duration: 4, 6 and 8 Years Terms Amount of Monthly Installment: 500 or multiple up to TK.25, 000 (i.e.
Tk.500 or 1000 or 1500)
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Terms and Conditions:

A Person of 18 years of age and above having a sound mind can open the account

A person can open more than one NPSS account for different amount at any branch of the Bank and
in such case separate form should be filled in.

A passport size photograph of the account holder and each nominee (attested by the account holder)
are required to open the account

The account can be opened at any working day of the month.

Account opened within 10th of any month will be treated as account opened on the particular
month. If the accounts opened after 10th of any month in that case 1st installment will be due for the
following month and will be realized in the following month.

NPSS account can be opened in the name of minor .In that case minor’s legal guardian can operate
the account

Account cannot be opened in joint names, or in the name of any institution

It is said that, there is no banker customer relationship if there is no a/c of a person in that bank. By
opening an a/c banker and customer create a contractual relationship. However, selection of
customer for opening an account is very crucial for a Bank.

F. Fixed Deposit Receipt (FDR):

Fixed Deposit Receipt offers the customers the opportunity to invest a fixed amount for a fixed period at a
fixed rate of interest. The customers have the option to re — invest their funds both principal amount and
interest amount on maturity or principal amount and the interest amount being paid into their SB or CD
accounts. Money can grow with attractive interest rate with flexible tenure. It has Automatic renewal
facility at maturity. Loan facility against FDR has to meet urgent financial needs. The customer may avail
loan facilities against FDR as security. Premature closure facility has at savings rate. FDR Account can be
opened both for Individual and Corporate bodies. Only Resident Bangladeshi National is allowed to open
Personal FDR Account. Age bar for opening of Personal FDR Account: 18 years or above person can be
opened this FDR account.. Minor account can be opened under the supervision of his / her / their guardian.
FDR can be issued for senior citizen with attractive rate.

Fixed Deposit for

a. 1 (one) month 6.50%
b. 3 (three) months 8.50%
c. 6 (six) months 8.50%
d. lyear 8.50%
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3.1.7 Activities &Papers Necessary For Opening An Account

A. Joint Account:

If the account is a joint account, then the joint account holder should submit a declaration and 35 operational
instructions of the account along with their signature

B. Partnership firm:

The following documents have to be submitted for preparing an account of a partnership firm:

i) Partnership deed.
ii) (a) If the partnership firm is a registered one, then one copy of registration forms.

(b) If not, then a copy of certificate from the notary public.

C. Limited Company:

For the opening of an account of a limited company, following documents have to be submitted:

i) A copy of resolution of the company that the company decided to open an account in the Southeast Bank.
ii) Certified true copy of the Memorandum & Articles of Association of the Company.

iii) Certificate of Incorporation of the company for inspection and return along with a duly certified
Photocopy for Bank’s records.

iv) Certificate from the Registrar of Joint Stock Companies that the company is entitled to commence
business (in case of Public Ltd. Co. For inspection and return) along with a duly certified Photocopy for
Bank’s records.

V) Latest copy of balance sheet.
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vi) Extract of Resolution of the Board/General Meeting of the company for opening the account and
authorization for its operation duly certified by the Chairman/Managing Director of the company. List of
Directors with address (a latest certified copy of Form-XIl).

D. Club/Society: Following documents have to be obtained in case of the account of the club or society:

) Up to date list of office bearers.

i) Certified copy of Resolution for opening and operation of account.
i) Certified copy of Bye-Law and Regulations/Constitution.

iv) Copy of Government Approval (if registered).

E. Co-operative Society:
Following documents have to be obtained in case of the account of Co-operative Society:

i) Copy of Bye-Law duly certified by the Co-operative Officer.

i) Up to date list of office bearers.

iii) Resolution of the Executive Committee as regard of the account.

iv) Certified copy of Certificate of Registration issued by the registrar, Co-operative societies.

F. Trustee Board: Following documents have to be obtained in case of the account of trustee board.

i) Prior approval of the Head Office of SBL.

ii) Certified copy of Deed of Trust, up to date list of members of the Trustee Board and certified copy of the
Resolution of Trustee Board to open and operate the account.
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3.1.8 Issuing Cheque Book To The Customers:

When a customer’s account is opened, a fresh cheque is issued to the account holder only after against
requisition on the prescribed requisition slip attached with the cheque book issued earlier, after proper
verification of the signature of the account holder personally or to duly authorized representative against
proper acknowledgement.

3. Banker Issues a new
cheque book in every

2. Banker verified the thing in the right
cheque L,
1. Requisition slip
filled properly along -,
with cheque book
number
v

4. Enter new cheque book number in register against
Specific customer name.

Chart-08: Procedure of issuance of a cheque book in flowchart

A customer who opened a new account initially deposit minimum required money in the account. Then
account opening form for is sent for issuance of a cheque book. Respective officer first draw a cheque book.
At present one officer. Officer then sealed it with branch name .in-charge officer enters the number of
cheque book in cheque issue register. Officer also enters the customer’s name and account number in same
register. Account number is then writing down on face of the cheque book and on every leaf of book
including requisition. Customer who opens new account initially deposits minimum required money in the
name of customer is write down on face of cheque and on requisition slip. The word “Issued on” along with
the date of issuance is written down on requisition slip. . Then number of cheque book and date of issuance
is also written on application form. Next, customer is asked to sign in cheque book register. Then respective
officer will sign on face of requisition slip. Put this initially in the register and hand over the cheques book
to customer.
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3.1.8.1 Issue of Duplicate cheques book:

Duplicate cheques book instead of lost one should be issued only when an A/C holder personally
approaches the Bank with an application Letter of Indemnity in the prescribed Performa agreeing to
indemnify the Bank for the lost cheque book. Fresh check Book in lieu of lost one should be issued after
verification of the signature of the Account holder from the Specimen signature card and on realization of
required Excise duty only with prior approval of manager of the branch. cheques series number of the new
cheques book should be recorded in ledger card and signature card as usual. Series number of lost cheques
book should be recorded in the stop payment register and caution should be exercised to guard against
fraudulent payment.

3.1.8.2 Issue of New cheques book (FOR OLD ACCOUNT)

All the procedure for issuing a new cheques book for old account is same as the procedure of new account.
Only difference is that customer have to submit the requisition slip of the old cheques book with date,
signature and his/her address. Computer posting is then given to the requisition slip to know the position of
account and to know how many leaf/leaves still not used. The number of new cheques book is entered on
the back of the old requisition slip and is signed by the officer.

3.1.8.3 Procedure of issuance of a new cheques book

If the cheques are handed over to any other person then the account holder the bank addressing the account
holder with details of the cheques book issues an acknowledgement slip. This acknowledgement slip must
be signed by the account holder and returned to the bank. Otherwise the bank will not honour any cheques
from this cheques book. At the end of the day all the requisition slips and application forms are sent to the
computer section to give entry to these new cheques.

3.1.8.4 Dishonor of Cheque:
If the cheque is dishonored, SEBL sends a memorandum (cheque return memo) to the customer
stating the reason in the following way:
Refer to drawer.

Not arranged for.

Effects not cleared May be present again.
Exceeds arrangements.

Full cover not received.

Payment stopped by drawer.

Drawer’s signature differs/ required.
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Alterations in date/figures/words require drawer’s full signature.
Cheque is posts dated/out of date/mutilated.

Amount in words and figures differs.

Crossed cheque must be present through a bank.

Clearing stamps required/requires cancellation.

Addition to the discharge of Bank should be authenticating.

Cheque crossed “Account Payee Only”
3.1.9 Transfer of an account:

The customer submits an application mentioning the name of the branch to which he wants the
account to be transferred.

His signature cards, advice of new account and all relevant documents are sent to that branch
through registered post.

The balance standing at credit in customer’s account is sent to the other branch through Inter Branch
Credit Advice (IBCA).

No exchange should be charged on such transfer.

Attention is also given in this connection

3.1.10 Closing the Account:

Upon the request of a customer, Southeast Bank Limited (SEBL) closes an account of that customer. After
receiving an application from the customer to close an Account, the following procedure is followed by
banker of SEBL. Then banker of front desk of SEBL ask customer to draw the final cheque for the amount
standing to the credit of his account less the amount of closing and other incidental charges and surrender
the unused cheque leaves. The account is debited for amount closing charge (230 taka) etc. An authorized
officer of Southeast bank Limited destroy unused cheque leave. In case of the joint account, the application
for closing the account should be signed by all join holders.

A banker can also close the account of his customer or stop the operation of the account
under following considerable circumstances:

Death of customer, Customer’s insanity and insolvency.

Order of the court (Garnishee order)

Specific charge for fraud forgery.

Stop payment of cheque.

A banker can stop payment of cheque of his customer under following considerable circumstances
Firstly the account holder will apply to stop the payment of his cheque

There is a register for this purpose. It is kept by the authorized officer.
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The officer will see the condition of account and verify everything

In the ledger book, the officer will marked with red ink and the cheque will not be paid.
Collecting Bank’s discharge irregular/required.

If the cheque is dishonored due to insufficiency of funds SEBL inform the a/c holder immediately.

3.2 Cash Section:

Cash section is very important for bank because here the cash transaction is made. Cash sections
demonstrate liquidity strength of a bank. There various systems are maintained by a cash officer in
Southeast Bank, Sarulia branch. There are four employees in cash section southeast Bank Limited at Sarulia
Branch. Those various systems:

Vault
Cash Payment
Cash Receive

3.2.1 Vault:

The cash department is the riskiest department of any bank. This is the section tight security is required to
avoid any accident. There is limit to amount of cash that each counter carries. Carrying of excess cash is
avoided for safety reason. If there is any surplus in cash then the excess amount is sent to the Bangladesh
Bank. Or if there is any shortage of cash in the cash section then the shortage amount is borrowed from
Bangladesh Bank or Head office of SEBL or other bank.

3.2.2 Cash Receipt:

When client deposited in the bank, the bank officer follow the following common precaution.
Check and count the received cash

Make sure that the amount in word and numbers in the deposit slip are same.

Check account title and account number

Both deposit slip is in order

Depositor’s signature is in slip

Write the domination of the currency at the back of the pay in slip or the credit voucher in the
receiving cash officer book

At least send the pay in slip.

Deposit slip must be signed by respective officer

Carbon copy of the deposit slip must handover to the client with proper seal and signature
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3.2.3 Cash Payment:

Cheque, demand drafts, pay order, pay slip and debit cash vouchers etc. are received from various
departments for payment of cash to customers/ payee in Southeast Bank Limited. Period payment of cash it
is the officer’s duty to make sure that the cheque or the instrument has been genuinely passed. The
following common precaution is thoroughly practiced before honoring a cheque.

Branch name in the cheque

The date in the cheque are asked to present after the date are given
Taka in word and figure of cheque is same

Balance in the account is available

The specimen card signature and signature should match
Signature of recipient is obtained on the reverse of cheque.

In case, where a prior arrangement has been made with the bank, a client may overdraft.

3.2.4 Books maintained by cash department:

Book at the southeast bank means register. Southeast Bank Limited maintained some register . Those
registers are vault register, cash receives register, cash payment register, cash position register. in vault
register maintain amount of cash available at Sarulia Branch in SEBL .then keeps record of all incoming
cash in cash receive register. Whether in cash Payment registers keep record of all out going cash. Then
finally keeps record of balance that is available notes and coins in cash position register.

Other Registers:

Money Remittance Register
Prize Bond Register
Stamp in hand Register

Automatic Machine in cash section:

Cash section of southeast bank has two automatic machines. one is money counting machine another one is
money detector machine .with the help of money counting machine officer can easily count the money and
find out the fake money by money detector machine .
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3.3 Clearing Section

This section receives all kinds of cheque in favor of the client for clearing on the part of their banking
services. After receiving cheque it is necessary to endorse it and cross it specially. Types of cheque for
clearing There are four types of cheque for clearing: 1) Inward clearing cheque. 2) Outward clearing
cheque. 3) Inward bills for collection. 4) Outward bills for collection.

3.3.1 Inward clearing cheque: It refers the instruments drawn on Southeast bank received by other banks
in the clearing house from the representative of other bank.

3.3.2 Outward bills for collection: When our branch sends Cheques to other branch of Southeast bank is
called OBC. Accounting treatment of this process: Southeast general (Sender’s Branch) Dr. Depositor’s
A/C Cr,

3.3.3 Inward Bills for Collection (IBC): There are two types of clearing; firstly cheque collects from the
other branch of Southeast bank These Cheques are settled by sending to the debiting depositors account and
crediting sender’s branch account. Secondly cheque collects from another bank outside the clearing house.
These cheques are settled debiting depositors account and sending DD or TT in favor of sender’s bank.
3.3.4 Outward Clearing Cheque (OCC): Cheque drawn of another branch of Southeast bank is called
Outward Clearing Cheque. These types of cheque are directly sent to the respective branch and request
them to send IBCA.

3.4 Accounts Department:

Account department is called the nerve center of the bank. In banking business, transaction is done every
day and these transactions are to be recorded properly and systematically as the banks deal with the
depositor’s money. Any deviation in proper recording may hamper public confidence and the bank has to
suffer a lot otherwise. Improper recording of transaction will lead to mismatch in the debit and the credit
side. to avoid the mishaps bank provide separate department whose function is to check mistakes in passing

vouchers or wrong entries or fraud or forgery. This department is called account department. This
department of southeast bank limited has to prepare some internal statement as well some statutory
statements which to be submitted to Bangladesh Bank. Account department of southeast bank limited
prepare this statement and has to submit some statement to head office which is consolidated by the head
office.
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3.4.1 Daily Task of Sarulia branch in SEBL.:

The routine daily tasks of the account department are as follows:

Record the transaction in the cashbook

Recording the transaction in general and subsidiary ledger

Preparing the daily position of branch comparing of deposit and cash

Preparing the daily statement of affairs showing all assets and liabilities of SMR Branch in SEBL as
general and subsidiary ledger respectively

Making payment of all expense of Sarulia Branch

Recording enter branch fund transfer and provide accounting treatment in this regard

Checking whether all vouchers are correctly passed to ensure the conformity with the activity report.
If making it correct by rectified by concern officer

Recording of the vouchers in voucher register

Packing of correct vouchers according to the debit voucher and credit voucher

3.4.2 Periodic Task:

Preparing the monthly salary statement for the employees

Policing the basic data of the branch

Preparing weekly position for the branch which sent to the head office to maintain Cash Reverse
Requirement

Preparing monthly position for the branch which sent to the head office to maintain Statutory
Liquidity Requirement

Preparing weekly position for the branch comparing of back up of sector wise deposit, credit etc
Preparing weekly position for the branch comparing of denomination win se statement of cash till
Preparing the budget for the branch by fixing the target regarding profit and deposit

Preparing an extract which is summary of all the transaction of head office account with the with
branch to reconcile all transaction held all account of all the branches
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Chapter 4
SWOT Analysis

© Daffodil International University Page 49



4.1 SWOT analysis

Through direct observation and discussion with the SEBL officials this report able to point out some
major strength and weaknesses as well as some threats and opportunities regarding the various issues

of the Bank such as-

o0 Organizational identity
o Service level
0 Operational efficiency
o Technology

o Employee efficiency etc. along with many other issues
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Strengths

Strong corporate identity.

Strong employee bonding and
belongings.

Enthusiastic & empowered work
force.

Strong financial position.

Efficient performance.

Opportunities
Country wide network.
Experienced managers.
Huge population.

Usage of efficient software.

Chart-09: swoT analysis of SEBL

Source : Southeast Bank Sarulia branch, Dhaka.

Strengths

Weaknesses

Discouraging small entrepreneurs.

Absence of strong marketing activities.

High cost for maintaining an account.

Threats

Upcoming banks.

Similar products are offered by other
banks.

Industrial downward trend.

SEBL is one of the leading providers of financial services. With its strong corporate
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image and identity, it has better positioned itself in the mind of customers. The employees
of SEBL have a strong sense of commitment towards organization and also feel proud
and a sense of belonging towards SEBL. They are very enthusiastic as well as self
motivated towards their responsibilities. SEBL provides hassle-free customer services to its

client. Another positive thing is that net profit is gradually increasing over the years.

Weaknesses

SEBL provides clean import loan to most of its solvent clients. But they usually do not
want to finance small entrepreneurs whom financial standing is not clear to them. SEBL
currently don’t have any strong marketing activities through mass media e.g. television, radio.
Although they do a lot of CSR (Corporate Social Responsibility) activities compared to other
banks. The account maintenance cost for SEBL is comparatively high. In the long run, this

might turn out to be a negative issue for SEBL.

Opportunities

Bangladesh is a developing country to satisfy the needs of the huge population, so SEBL
has great opportunity to grab the customer by providing greater services. Besides this, SEBL
has experienced managers to facilitate its operation. There is certain software which enables
customers to deposit and withdraw money from any bank with the cheque or deposit of
any other bank thus poses as an opportunity for SEBL as the number of transactions would

drastically increase.

Threats

The upcoming private, local, & multinational banks create serious threats to the existing
banking network of SEBL. Now-a-days different foreign and private banks are also offering

similar type of products with an almost similar profit margin like SEBL. Besides this
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industrial downturn trend has seen due to unemployment, inflation which can cause threats to

the banking sector.
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Chapter 5
Findings
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5.1 Findings:
The employees pay enough attention to the customers for lending money.

With its strong corporate image and identity, it has better positioned itself in the mind of
Customers.

SEBL follows the same guidelines as prescribed by Bangladesh Bank.

Another positive thing is that capital and reserves are gradually increasing over the years.
SEBL charges high interest rate on loans which hinders customers to take loan.

This bank has enough capacity to provide loan and also maintain liquidity.

SEBL’s loan processing service charge is quite high. Also the credit proposal evaluation
process is lengthy. Therefore sometimes valuable customers are lost.

As we have seen that the percentage of nonperforming loan is increasing year by year except
in 2013.

Maximum amount of loan is provided to the long-term industrial sectors. They intentionally
ignore the agriculture sector because of safety issues.

However, employees of the credit department do not have sufficient number of training
program for upgrading their skill.

The number of officers in credit department is insufficient to provide services to huge number
of customers of SEBL, Sarulia branch.

In most of the cases loan disbursement is centrally controlled from the head office, which

sometimes creates problem for the branch in choosing the right client.
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Chapter 6

Recommendations and
Conclusion

© Daffodil International University Page 56



6.1 Recommendations:

As we all know SEBL is one of the well known banks in our country. Still from learning and
observation, there have following recommendations to follow:

For Credit Division

Bank should collect borrower’s information properly to assess borrower.

Employees of the credit department can be participated various training programs for
upgrading their skill.

New and innovative product should be introduced in the section of credit to increase the
number of new clients.

The interest rate of southeast bank should be decreased. So that the borrower become capable
to repay the loan.

Loan sanction process should be taken in a short time. So that the customers are highly
attracted to take the loan.

To attract new customers as well as retain existing clients, they have to set a standard rate of
service charge.

To exist in the market successfully they have to minimize the non performing loan
amount. Therefore they should take effective steps regarding their current strategy for
recovering loan.

For the overall economic development of the country they should diversify their loans in
agriculture sector as well as SME sector.

The loan and advance department needs to recruit more expert officers to provide good
customer service.

The principal branch should decentralize the right of selecting loan clients.

Strict supervision must be adopted in case of high risk borrowers. The bank should monitor the

progress of the loan projects.
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For General Banking

Efficiency should be ensured.

Customer service should be pleasant and prompt.
Speed in general banking activities.

Product of general banking activities should be increased.

For Accounting Section
A sound working environment should be ensured.

Overlapping of duties should be reduced.

For Foreign Exchange
Division efficiency level should be improved.

Bank should take initiative to secure valuable Customer.
The divisional activities should be more organized.

Historical record should be maintained.
6.2: Conclusion:

Despite stiff competition among banks operating in Bangladesh both foreign and local, SEBL
has achieved satisfactory progress in areas of its operations and earned an impressive operating
income over the previous years. The bank hopes to achieve a satisfactory level of progress in all
areas of its operations including target of profitability. Southeast Bank Ltd. is the preferred choice in
banking for friendly and personalized services. Credit Division of Southeast Bank has a very
qualified and dedicated group of officers and staffs who are always trying to provide the best
service to the clients. They always monitor the credit in different sectors and their position. Before
providing the loan they analyze whether the loan will be profitable and whether the client is good
enough to repay the loan within the given period of time. Finally, it can say that the bank
stood out for its strength and operational craftsmanship marketing its position as the potential

market leader in all core areas of banking in the country.
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Appendix-I|1

SEBL's overall performance for five years:

Particulars 2013 2012 2011 2010 2009
Authorized capital 10,000.00 10,000.00 10,000.00 10,000.00 10,000.00
Paid up capital 8,732.86 8317.01 6930.84 3422.64 2852.20
Reserve fund 10,864.68 10,683.05 10,265.96 6,504.52 4,804.81
Total capital(Tier- 19,597.54 19,000.06 17,196.80 9,927.16 7,657.01
I +Tier-11)

Deposit 182,901.24 147,178.22 139,253.19 107,669.05 96,714.67
Advance 156,968.97 117,288.56 105,981.20 93,497.57 77,281.26
Investment 37,656.56 29,846.60 18,869.07 21,350.23 12,299.61
Total Income 23,134.18 19,931.91 16,100.81 13,415.21 10,250.13
Total expenditure 17,638.99 13,846.24 9,331.55 8,800.55 7,237.55
Operating profit 5,495.19 6,085.66 6,769.26 4,614.66 3,012.58
Net profit after 2,648.72 1,912.19 2,763.93 1,870.19 887.24

tax and provision

Fixed asset 7,677.51 7,373.11 4,463.64 4,323.59 2,685.56
Total asset 189,921.58 158,078.59 131,784.27 112,676.98 81,181.53
Return On 8.42% 10.47% 19.41% 16.51% 12.06%
Equity(ROE)

Return On 0.95% 1.32% 2.26% 1.66% 1.09%
Asset(ROA)

Non performing 3.73% 4.47% 4.26% 4.12% 3.51%

loan

Capital adequacy 10.87% 11.46% 11.25% 11.72% 11.12%

ratio

Number of 691 654 645 589 587

foreign

correspondents
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Number of
shareholders

68,039

66,898

64,060

22,152

12,536
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