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GSSRGIG MG Gera e 7emy 3 TR frese:

3. Credit Risk:

a) Transaction Risk

b) Portfolio Concentration Risk

3. Market Risk:

a) Foreign Exchange Risk

b) Interest Rate Risk

©. Liquidity Risk:

a) Funding Liquidity Risk

b) Trading Liquidity Risk

8. Operational risk

¢. Legal & Regulatory Risk

%. Human Factor Risk

A.Asset Liability Risk (Mismatch)

. Reputational Risk

5. Counter Party Risk
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BANGLADESH KRISHI BANK

Bignch Nameé cimnsnains:
DEPARTMENTAL CONTROL FUNCTION CHECKLIST (DCFCL)"DAILY" FOR THE MONTH OF:
General Banking Activities gl :
1] 2 1| 48 6l 7] = 9 10 N 12 13 ol HEE T L .
PROCESS FUNCTIONS | Responsibility
Overall Ensure propert In Charge of all

Cleanliness of kleanliness  of  the  department

the branch  branch premises as perf

premises  CHO instructions. Branch
Manager
Attendance of  [Ensure timely | In Charge of all
the branch  attendance  of  all department
employees  employees  of  the Branch
branch. Manager
Ensure 24 hours duty
of security guard.

Ensure duty of Gun
man  during  office
hour.

Ensure CcC ™V
coverage for 24

hours.
Ensure adequate Fire
Safety. Extinguisher in Manager
Security  branch premises. Branch
measures and  [Epsyre generator Operation

prcmis_cs back up during office
protection  hour.

lesting of sccurity
falarm of the branch.

Ensure adequate
smoke  detector  in
branch premises.

Quarterly checking of
clectrical wires of the
branch by qualified
clectrician.

Checking of duty of
security guard by the
branch officials
during holiday.

Emergency  contact
number i.e. police
station. Fire station,
RAB. Hospital etc.
gare  available in

branch.
Compliance  [Ensure full Branch
of CHO compliance of Bank Manager/
Instructions  Dress code for the Manager
employees  of  the Branch
bank.

Display up to date
schedule of charges
ol the bank.

Ensure full
compliance of bank
compliance
Manual.

Ensure full
compliance of
Bank Winning (
Etiquette and
service Excellence
uideline for
mployees)
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Ensure full
compliance of
Bank Code of

Conduct.

Ensure full
compliance of
Bank Customer
Acceptance Policy.

Ensure full
compliance of

Bank Anti
Harassment Policy.

Complianc
e of
Regulatory
Instructions

Checking the
validity of Bank's
License.

Checking the
validity of all
insurance policy of
the branch.

Compliance of
Bangladesh Bank,
Internal and
External Audit and
Inspection Report.

Notice regarding
receiving and
exchanging of torn
& soiled notes.

Notice regarding
forged notes.

Display notice
regarding cheque
returns for
insufficient fund.

Display leaflets
containing the
salient points of
AML and CFT.

Display up to date
financial statements
with highlights.

Display bank's
interest rates on
various deposit and
lending products.

Maintain complaint
box in a visible
place.

Display up to date
schedule of charges
of the bank.

Branch
Manager/
Manager

Branch
Operation

Cash in
hand Local
Currency

Daily cash received
and payment made
including online
payment by
following CHO
instructions.

Dealing
officers/
Name & Design

Cash In-
charge/DM

Review teller's cash

GB In-charge

cross-checked
with daily cash

sheet with evidence /DM
& registers.
Physical cash GB In-
balance to be charge/DM
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balance book,
vault register/
vault management
and tally with
affairs.

Ensure cash
transaction and
cash holding of

the branch within
insured limit of
Cash in Safe,
Cash on Counter
and Cash in
Transit of the,

Cash In-charge

GB In-
Charge/DM

Mutilated notes
separately kept
and recorded in
the separate
register.

Cash In-charge

Fly leaf of the
branch is used
each and every

Cash In-charge

bundle of
currency notes.
Cash in Selling and Dealing
hand Buying of Foreign | officer/s Name
Foreign Currency and & Design
Currency recording in the
register under
dual control.
Physical cash Dealing
balance to be officer/s Name
cross-checked & Design
with daily cash
balance book, GB In-
; vault charge/DM
register/vault
management and
tally with affairs.
Loading of cash Dealing
in ATM after officer/s Name
accessing & Design
previous balance. GB In-
ATM chargc{DM
Maintenance of Dealing
corporate intranet | officer/s Name
based electronic &C[l;cilgn
" 1 n-
register. charge/DM
Passing necessary Dealing
entries soon after | officer/s Name
loading and &G[?;;:gn
HIoAYING, charge/DM
Prize bonds are Dealing
officer/s Name
recorded & Design
mentioning the GB In-
number in the charge/DM
register/sheet
. dng Dealing
Prize Bond Che.d\mb " officer/s Name
physical stock & Desizn
with GL and prize GB In-
charge/DM

ol




bond register.

Ensure Dealing
ti £ officer/s Name
preparation o & Desien
statement by
mentioning the
: 5 GB In-
serial number of charge/DM
unsold prize bond
by a responsible
Officer other than
the In-charge of
prize bond before
and after end of
each draw result.
Stamps in | Confirm Purchase Dealing
and and sale/ officer/s Name
Consumption of & Design
stamps are GB In-
eaorded charge/DM
denomination
wise in the
register under
dual control and
register is checked
by the authorized

Officer.

Physical Dealing
verification of | officer/s Name
stamps in hand & Design

with GL and GB In-
register. charge/DM
Sanchay Receiving and Dealing
patra recording of SP officer/s Name
block from & Design
feeding GB In-
branch/BB. Sharzc/DM
Selling of Dealing
Sanchaypatra and | officer/s Name
encashment of SP. & Design
GB In-
charge/DM
Claiming Dealing
reimbursement officer/s Name
against & Design
encashment SP in GB In-
time. charge/DM
Physical Dealing
verification of SP | officer/s Name
block with SP & Design
stock register and hGB ’[!IBM
validation of CRATES
above
transactions.
Account Opening of Dealing
opening various deposit officer/s Name
activities accounts by & Design
following
applicable rules
and regullanons, GB In-
preserving the charge/DM

same and loading

L




information in
Flora System with

due approval of
Branch Manager.

Contact point
verification
(CPV) to be done
as per CHO
instructions.

Dealing
officer/s Name
& Design

GB In-
charge/DM

Sending thanks
letter at time of
opening new
deposits account
and sending Half
Yearly balance
Confirmation
Certificate as per
BRPD circular of
Bangladesh Bank.

Dealing
officer/s Name
& Design

GB In-
charge/DM

Supply of leaflets
containing the
salient points of
Anti Money
Laundering and
Combating
Financing of
Terrorism ACT to
the customer.,

Dealing
officer/s Name
& Design

GB In-
charge/DM

Holding of Dealing
Compliance BAMLCO officer/s Name
of Anti meeting regularly & Design
Money GB In-
; charge/DM
L;::?ﬂf{;:g Monitoring and | Dealing officer/s
H review of TP and |[Name & Design
KYC regularly GB In-
charge/DM
Monitoring of Dealing
High Risk Client officer/s Name
as per KYC. & Design
GB In-
charge/DM
Review and Dealing
reporting of CTR officer/s Name
& STR and & Design
maintaining hard GB ];“'
copy there of. ehetga
Cheque Requisition of Dealing
Books Cheque books to officer/s Name
CHO under dual &
control, receiving & Design
recording the same
in the system under
dual control and
delivery to the
l'(.‘.SpCC{i\"L‘. account
holder with due
acknowledge-ment. GB In-
charge/DM
Physical Dealing
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verification of

officer/s Name

undelivered &
cheque books is to g:';ltﬂn
dually. n-
befone aie charge/DM

Printing
stationery

Requisition of
printing and security

Dealing
officer/s Name

and Seeurity | stationery to CHO &
stationery under dual control, Design
(FDR. PO ., receiving, issue/
PS) consumption of the
same is duly
recorded in the GB In-
register under dual charge/DM
control.
Physical verification Dealing
of stock with GL officer/s Name
and register to be &
done dually at the Design
end of month. GB In-
charge/DM
Maintaining of  |Dealing officer/s
locker register and Name &
attendance register Design
Locker under dual control. GB In-
Account charge/DM
Maintaining of | Dealing officer/s
Master keys of Name &
locker under dual Design
custodians. GB In-
charge/DM
Realization of Dealing
security deposit, officer/s Name
locker rent and &
insurance premium Design
as per CHO GB In-
instructions, charge/DM
Standing/ Maintaining of Dealing
stop standing officer/s Name
Payment instructions file and &
instructions recording the same Design
in the register under GB In-
dual control. charge/DM
Marking/ Dealing
loading the officer/s Name
information in the &_
Flora system ?'::‘]‘:‘
iB In-
uncergua charge/DM
control. i

Debit Card
and Credit
Card (fresh
and
renewal)

Receiving of
application for
issuance of Card
from the client
and forwarded to
Card Division,
CHO for
approval,

Dealing
officer/s Name
&

Design

GB In-
charge/DM

Receiving and
recording of cards

Dealing
officer/s Name

and distribute to &
the customer Design
under dll:al G-
sl charge/DM
Maintaining of Dealing
undelivered card | officer/s Name
and Pin by o &
separate sl AL
P GB In-
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custodian,

charge/DM

Bangladesh
Automated
Clearing
House
(BATCH)
Outward

Scanning image
received
instruments.

Dealing
officer/s Name
&
Design

GB In-
charge/DM

Posting of cheque
series, routing
number, account
number,
transaction
number and
amount of the
instruments.

Marking of
BACH in High
value and regular
value.

Release reprocess
to Central
Clearing
Department
(CCD).

Checking

settlement

position of
BACH.

Inform returned
instruments
information to the
client.

Validation of
above activities
by Supervisor
BACH delegation
(receiving and
printing).

GB In-
charge/DM

Bangladesh
Automated
Clearing
House
(BATCH)

Inward

Scrutiny of BACH
(checking of cheque
series, routing
number, account
number, transaction
number, amount of
the instruments,
manual and
electronic
endorsement of both
high value and
regular value
instruments)

Dealing
officer/s Name
&
Design

Accepting of
instruments.

Debit customer
account upon
getting positive
payment advice
from the customer
in case of need.

Dealing
officer/s Name
&
Design

Validation of
above activities
by Supervisor

GB In-
charge/DM/BM

Receiving of
instruments,
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Outward
bill for
collection
(OBC)

recording in the

instruments for

register and
sending or

collection under
dual control.

Passing lodgment
and reversal of

contra entries in

the system.

Inform return
information of
instruments (if
any ) to the client.

officer/s Name

Dealing
&

Design

Validation of
above activities
by Supervisor.

GB In-
charge/DM/BM

Receiving and

Inward bill

collection
(IBC)

for recording in the

register under
dual control.

Dealing
officer/s Name
&

Design

Scrutiny and
payment the same
under dual control
upon complying
relevant policy
and procedure of
the bank.

Validation of
above activities
by Supervisor,

GB In-
charge/DM/BM

Issuance and
encashment of
pay order, pay slip
and Demand Draft
upon complying

relevant policy
and procedure of

the bank and
recording the
same in the
register under
dual control.

Dealing
officer/s Name
&

Balancing the leaf
of security blocks
on regularly basis.

Design

Validation of
above activities
by Supervisor.

GB In-
charge/DM/BM

Reconciliation of

online GL Dealing
transaction with | officer/s Name
other branches &
and CHO has Resign
been done upon
complying
relevant policy GB In-
and procedure of | charge/DM/BM
the bank.
Reconciliation of Dealing
balance of deposit | officer/s Name
account maintained &
with other bank. Design
GB In-
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charge/DM/BM

Activities of
Accounts
Department

Closing of daily
transactions/ Day
ending

Dealing
officer/s Name
&
Design

In-charge all

department/DM
/BM
Balancing of Dealing
ledgers and books | officer/s Name
of accounts &
Design

regularly.

In-charge all
department/DM
/BM

Charging of
interest, service
charge and
depreciation.

Dealing
officer/s Name
&
Design

GB In-charge
/DM/BM

Realization of

Dealing

VAT and AIT as officer/s Name
per instructions of &
concerned GB?"‘“%‘"‘]
n-charge
Government /DM/BM
office.

Interest paid to
deposit account.

Dealing
officer/s Name
&
Design

GB In-charge
/DM/BM

Monthly
provision made
against expenses.

Dealing
officer/s Name
&
Design

GRB In-charge
/DM/BM

Debit all office
account (sundry
creditors a’c,
sundry debtors
a/c, advance
against employee
a/c, advance
against suppliers
alc, suspense a/c
etc.) with the
approval of
branch manager
and reviewing the
same.

Dealing
olficer/s Name
&
Design

GB In-charge
/DM/BM

Review and
reversal of contra

Dealing
officer/s Name

entries. &
Design
GB In-charge
/DM/BM
Checking, review Dealing
& interest product OmCCW’f" Name
sheet. &
Design
GB In-charge
/DM/BM
Preparation, Dealing

Checking and

officer/s Name
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preservation of &
daily vouchers. Design
GB In-charge
/DM/BM
Listing of Dealing
Dormant account | officer/s Name
and maintaining 5 ‘3 %
s
the same. R In-c%largc
/DM/BM
Checking and Dealing officer/s
preservation of Name &
Audit Trail GB[:CS”T’:" =
n-charge
Report /DM/BM
Reports/ Ensure Dealing
Returns/ submission of officer/s Name
Statements daily/weekly/ &
monthly/quarterly GB?;?::i];rgc
reports to CHO DM/BM

and Regulatory
bodies and
preserved in the
file.

Credit Department Activities:

Credit
Operations

Preparation of

Dealing officer/s

loan proposal Namf: &

and sending to Design
CHO for Credit In charge

ﬂppl'ova] upon /DM/BM
complying

relevant policy
and procedure of

the bank.
Prepare CRG/up | Dealing officer/s
to date CRG of Name &
the client. Design
Credit In charge
/DM/BM
Obtaining CIB Dealing officer/s
report/up to date Name &
clean CIB Design
report/CIB Credit In charge
reporting, /DM/BM
Receiving CHO | Dealing officer/s
sanction letter Name &
and accordingly Design
advice to the Credit In charge
client. /DM/BM
Execution Dealing officer/s
required papers Name &
and documents Design
as per CHO Credit In charge
sanction. /M
Prepare LDCL Dealing officer/s
and sending to Name &
CHO for Design
obtaining the Credit In charge
/DM/BM

Authority for
Disbursement
and disburse the
loan,

Maintain safe in
and safe out
register under

Dealing officer/s
Name &
Design

dual control.

Credit In charge
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/DM/BM

Maintain due

Dealing officer/s

of the branch
regularly for
keeping loans

date diary for Name &
insurance and Design
SRO token of the | Credit In charge
Evanch: /DM/BM
Prepare loan Dealing officer/s
sanction Name &
checklist. Design
Credit In charge
/DM/BM
Follow up and Dealing officer/s
supervision of Num}: &
credit exposure Design

Credit In charge
/DM/BM

guidelines i.e.
monthly statement.
monthly &
Quarterly CIB, CL
& CIB
reconciliation,
Industrial Term
Loan statement,
quarterly SME
statement, quarterly
Agro based Industry

statement, CL
returns, MCR under
BASEL I1. Half
yearly statement elc.

Monitoring and advances/
follow up assets as
and standard.
supervision |  Follow up the Dealing officer/s
overdue and Name &
NPL loans Design
regularly. Credit In charge
/DM/BM
Monitoring, Dealing officer/s
supervision and Name &
follow up of all Design
court cases (if Credit In charge
any). /DM/BM
Ensure timely Dealing officer/s
renewal of loans. Name &
Design
Credit In charge
/DM/BM
Rescheduling of Dealing officer/s
classified loan Name &
accounts (if any) Design
as per BRPD Credit In charge
circular of BB, /DM/BM
Prepare of CL Dealing officer/s
statements as per Name &
BRPD circular of Design
BB. Credit In charge
/DM/BM
Returns Prepare periodic Dealing officer/s
statements | returns as per CHO Name &
& report and B. Bank Design

Credit In charge
/DM/BM

Trade Finan

ce and Foreign Exchange Transaction.

Credit Obtaining credit | Dealing officer/s
approvals approvals for Name &
Design

8y




for trade trade Relationship
transactions | transactions by Manager
MITS. (RM)
Loan Opening loan Dealing officer/s
account account and Name &
opening loading of loan Design
and limit limit after Relationship
loading | complete proper M(?;ﬁer
LDCL
formalities.
Receiving |Transaction request| Dealing officer/s
Transactio | ofa customers Nam:’f &
nrequest | forwarded to the Design
of a respective MITS Relationship
customer. | Centre through N:a;?&g;r
tracking system of
courier.
Obtaining post Dealing officer/s
facto approvals Name &
Payment | (for demand loan Design
of creating for
accepted |insufficient fund in L
; 3 Relationship
bills customer's account Manacer
within the |[of FBPAR account) (RMc)
maturity form the
date. Management of the
bank as well as BB
(if required).
Timely Timely recovery | Dealing officer/s
recovery of outstanding Name &
of loan loan. Design
Relationship
Manager
(RM)
Exception(if any) | Dealing officer/s
communicates with Name &
Day End | concern centre/ Design
at Branch | sub-centre well
level ahead of time.

(Given the standard
business hours of
10.00 am to 6 pm, it
is expected to have
the day end.,
anytime after 6.30

Relationship
Manager
(RM)

pm)
Realizing Dealing officer/s
commission and Name &
Transactions charges (e.g. Design
advising Relationship
charges) in cash Manager
from non (RM)
customers.
Issuance Issuing PO or Dealing officer/s
and FFDD (after the Name &
realization fund for their Design
of pay issuance have Relationship
been credited to Manager
the respective of {EM)
accounts)
Clearing and Dealing
collection of officer/sName &
Pay order (PO) Design
or FDD. Relalionship
Manager(RM)
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Releasing stamps

Dealing officer/s

to at the end of Name &
Stamps in | the day after the Design
Hand equivalent value
aFthe St'amps BEE Relationship
credt{led e Manager
stamps in Hand (RM)
account.

Collecting | Collecting all Dealing officer/s
Bill of Bill of Entries Name &
Entries within 15 Design

and EXP | (Fifteen) days of

forms release of —

fdin imported Relationship

r : Manager
respective | consignment for (RM)
customers | onward reporting
to BB within the
due time.
Collecting all Dealing officer/s
EXP forms Name &
within 10(ten) Design
days from the
shipment dateof Relationship
Ih.e SXRON Manager
consignment for (RM)
onward reporting
to BB within the
due time.

Storage of Notifying Dealing officer/s
Files and updated Name &
Register information of Design

the file and
provides with a
copy of the
related Relationship
documents to Manager
centre/ sub (RM)
centre. (Master
file of the
customer
maintained at
branch level)

Cash Claiming Cash | Dealing officer/s
Incentive | Incentive to BB Name &
and Duty through CHO Design

Draw and paid to client

back. by following all

applicable rules

Relationship
Manager

regulations, (RM)
Ensure accurate | Dealing officer/s
cash incentive Name &
calculation sheet. Design
Relationship
Manager
(RM)
Collecting PRC | Dealing officer/s
and other related Name &
certificates/ Design
documents Relationship
Manager
(RM)
Ensuring timely | Dealing officer/s
submission of Name &
reporting. Design

Relationship

8



Manager(RM)

Central Submission of Dealing officer/s
Payment Payment Name. &
Unit Instructions (PI) Design
(CPU) and ) e
Reimbursement NTT;?:;S:-‘(S]?;\;?}
authorizations ¥
(RA).
Statement | Timely submission| Dealing officer/s
/Return/ | of all statement & Name &
Reporting returns to Design
regulatory bodies
including P o
Bangladesh bank & ‘\I:;'L‘;;S;}Slljg]
Corporate Head
office.
Trade finance & Dealing officer/s
foreign Name &
Import Exchange D_c_SlLl"
Transaction at FEX In
Branch by charge/DM/BM
obtaining
stipulated
margin/cash
security.
LC commission/ Dealing officer/s
charge realized N['d)mLE &
csign
properly. e
charge/DM/BM
LC opened with Dealing officer/s
valid IRC/ other Name &
related papers Design
FEX In

and documents.

charge/DM/BM

Compliance of

Dealing officer/s

signature verified
by the concerned
branch officials of
the branch in pro
forma Invoice
/Indent/ LC
application form
etc.

other terms and Name &
conditions as Design
stipulated in FEX In
CHO sanction charge/DM/BM
letter.
LC opened by Dealing officer/s
obtaining Name &
buyers/suppliers Design
credit report FEX In
(where charge/DM/BM
applicable)
Importer's Dealing officer/s

Name &
Design

FEX In
charge/DM/BM

Original shipping

Dealing officer/s

documents/ import Name &
documents keeping Design
until liability FEX In
adjusted. charge/DM/BM
Readable copy of | Dealing officer/s
LC and 3rd & Name &
4th copy of Design
LCAF sent to FEX In
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maintained by
the branch.

CCI&E in due charge/DM/BM
time.
PAD register and | Dealing officer/s
other register Name &
relating to Design
Import, properly FEX In
charge/DM/BM

Collect Bill of
Entry/Custom
certified invoice
from the client
and Matching of
Bill of Entry/
Custom certified
invoice done
with IMP in due
time.

Dealing officer/s
Name &
Design

FEX In
charge/DM/BM

Export |EXP issued by the | Dealing officer/s
branch with valid Name &
ERC/other related Design

papers and FEX In

documents. charge/DM/BM

EXP register

properly follow
by the branch.

Clean export Dealing officer/s
documents Name &
purchased. Design

FEX In
charge/DM/BM
Submission of 2nd | Dealing officer/s
copy of EXP form Name &
to Bangladesh Design
bank within 14
days from the date FEX In
o ?h i.pl'i'lcl'llf L‘hargcf‘DMI BM
submission of 3rd
copy of Exp form
to Bangladesh
bank within the
month of proceed
realized against
Exp.
Reporting to Dealing officer/s
Bangladesh bank Name &
against un Design
realized Export FEX In

Procecdsiover: | e miM/mi

than 120 days.

Compliance of Dealing officer/s

other terms and Name &
conditions as Design
stipulated in —

CH?efz:,c“U“ charge/DM/BM

Foreign Foreign Dealing officer/s
Remittance Remittance Name &
realized and Design

credited to the
respective
account under
dual control
upon complying

In charge/DM/BM
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relevant rules
and regulation of
the bank.

Make payment
all Foreign
Remittance

(Inward
Remittance) with

F.C account by

complying all

applicable rules
and regulations
of the bank.

Dealing officer/s
Name &
Design

In charge/DM/BM

Encashment
Certificate issued
against foreign
remittance as per
client request
upon complying
relevant rules
and regulation of

Dealing officer/s
Name &
Design

In charge/DM/BM

remittance under
dual control

the bank.
Issue Dealing officer/s
miscellaneous Name & Design

outward

Others

2 In charge/DM/BM
upon complying
relevant rules
and regulation of
the bank.
Correspondent via | Dealing officer/s

SWIFT with Name & Design
Foreign
correspondence In charge/DM/BM
for miscellaneous
Purpose.
Open & maintain | Dealing officer/s
Foreign Name & Design
Currency A/C &
ERQ A/C upon
cotuplylie In charge/DM/BM
relevant rules
and regulation of
the bank.
Settle Dealing officer/s
International Name & Design

Credit Card Bill
in due time upon
complying
relevant rules
and regulation ob

the bank.

In charge/DM/BM

Cash Dollar
endorsement &

Dealing officer/s
Name & Design

Prepare TM form
to report BB

under dual
control upon

complying
relevant rules
and regulation of
the bank.

In charge/DM/BM

Open and

Dealing officer/s
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maintain student | Name & Design

file upon
complying
relevant rules In charge/DM/BM

and regulation of

the bank.

Prepare L/C Dealing officer/s
Operational Name & Design
Check List (if In charge/DM/BM

any open)

Note: According to the nature of activities of the branches and offices of the bank the DCFCLs may be customized.
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BANGLADESH KRISHI BANK
Branch Name .o nnia..,

DEPARTMENTAL CONTROL FUNCTION CHECKLIST (DCFCL)"WEEKLY"

FOR THE MONTH OF:

PROCESS

FUNCTIONS

Responsibility

Ist WEEK

2rd WEEK

ird WEEK

4th WEEK

Sth WEEK

litial

Dae

Overall
Cleanliness
of the branch
premises

Ensure proper
cleanliness of the
branch premises as
per CHO

instructions.

Branch
Manager

Lnatial Date

Initial Date

Trutial Date

lnitial Daie

Attendance
of the branch
employees

Ensure timely
attendance of all
employees of the

branch

Branch
Manager

Safety,
Security
measures and
premises
protection

Ensure 24 hours
duty of security
guard.

Ensure duty of Gun
man during office
hour,

Ensure  CC' TV
coverage for 24
hours,

Ensure adequate
Fire Extinguisher in
branch premises,

LEnsure  generator
back  up  during
office hour.

Testing of security
alarm of the branch.

Ensure adequate
smoke detector in
branch premises.

Quarterly checking
ol electrical wires
of the branch by
qualified
electrician,

Checking of duty of
security guard by
the branch officials
during holiday.

Emergency contact
number i.e. police
station, Fire station,
RAB, Hospital etc.
are  available in
branch.

Branch
Manager/
Manager

Branch
Operation

Compliance
of CHO
Instructions

Ensure full
compliance of Bank
Dress code for the
employees  of  the
bank.

Ensure full
compliance of
bank compliance
Manual.

Ensure full
compliance of
Bank Winning (
Etiquette and
service
Excellence
guideline for
employees)

Ensure full
compliance of

Branch
Manager/
Manager

Branch
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Bank Code of
Conduct.

Ensure full
compliance of
Bank Customer
Acceptance
Policy.

Ensure full
compliance of
Bank Anti
Harassment
Policy.

Compliance
of
Regulatory
Instructions

Checking the
validity of Bank's
License.

Checking the
validity of all
insurance policy
of the branch.

Compliance of
Bangladesh
Bank, Internal
and External
Audit and
Inspection
Report.

Notice regarding
receiving and
exchanging of
torn & soiled
notes.

Notice regarding
forged notes.

Display notice
regarding cheque
returns for
insufficient fund.

Display leaflets
containing the

salient points of
AML and CFT.

Display up to
date financial
statements with
highlights.

Display bank's
interest rates on
various deposit
and lending
products.

Maintain
complaint box in
a visible place.

Display up to
date schedule of
charges of the
bank.

Branch
Manager/
Manager

Branch
Operation

Account
opening
activities

Opening of
various deposit
accounts by
following
applicable rules
and regulations,
preserving the

Branch
Manager
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same and loading
information in
Flora System
with due
approval of
Branch Manager.

Contact point

verification Branch
(CPV) to be done | Manager
as per Cho
instructions.
Locker Realization of GB In
Account | security deposit, | Charge/DM/B
locker rent and M
insurance
premium as per
CHO
instructions.
Billsand | Balancing the GB In
Remittance | leaf of security Charge/DM/B
blocks on M
regularly basis.
Reconciliati | Reconciliation of GB In
on online GL Charge/DM/B
transaction with M
other branches
and CHO has
been done upon
complying
relevant policy
and procedure of
the bank.
Reconciliation of GB In
balance of Charge/DM/B
M

deposit account
maintained with
other bank.

Outward bill
for
collection
(OBC)

Inform return
information of
instruments (if
any) to the client.

GB In
Charge/DM/B
M

Reports/Ret
urns/
Statements

Ensure
submission of
weekly reports to
CHO and
regulatory bodies
and preserved in
the file.

Branch
Manager

Credit
Operations

1. CIB reporting
22 Execution
required papers
and documents
as per CHO
sanction.

3. Maintain safe-
in and safe-out
register  under
dual control.

4. Maintain due
date diary for
insurance and
SRO token of the
branch.

Branch
Manager

Monitoring,

1. Follow up the

Branch

ld¢q




follow up | overdue and NPL Manager
and loans regularly.
supervision | 2. Monitoring,
supervision and
follow up of all
court cases (if
any).
3. Ensure timely
renewal of loans.
4. Rescheduling
of classified loan
accounts (if any)
as per BRPD
circular of BB.
5. Prepare of CL
Statements as per
BRPD circular of

BB.
Returns, Prepare  weekly Credit In-
statements returns as per charge/BM
and CHO and
reporting B.Bank
cuidelines.

Note: According to the nature of activities of the branches and offices of the bank the DCFCLs may be
customized.
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BANGLADESH KRISHI BANK

BranchiNam e s me s e ot s st s e A ARG R

sAfaf#B-00

DEPARTMENTAL CONTROL FUNCTION CHECKLIST (DCFCL) "MONTHLY" FOR THE

MONTH OF:
PROCESS FUNCTIONS Responsibility Date of
Checking | Initial
Overall Ensure proper cleanliness of the Branch Manager

Cleanliness of
the branch
premises

branch premises as per CHO
instructions.

Attendance of Ensure timely attendance of all Branch Manager
the branch employees of the branch.
employees
Ensure 24 hours duly of security
guard.
Ensure duty of Gun man during
office hour.
Safety, Security | Ensure CC TV coverage for 24 Branch

measures and
premises
protection

hours.

Ensure adequate Fire

Extinguisher in branch premises.

Ensure generator back up during
office hour.

Testing of security alarm of the
branch.

Ensure adequate smoke delector
in branch premises.

Quarterly checking of electrical
wires of the branch by qualified
electrician.

Checking of duty of security
guard by the branch officials
during holiday.

Emergency contact number i.e.

Hospital etc. are available in
branch.

Police station, Fire station, RAB.

Manager/Manager
Branch Operation

Compliance of
CHO
Instructions

Ensure full compliance of Bank
Dress code for the employees of
the bank.

Ensure full compliance of Bank
Compliance Manual.

Ensure full compliance of Bank
Winning (Etiquette and Service
Excellence guideline for
employees).

Ensure full compliance of Bank
Code of Conduct.

Ensure full compliance of
Customer Acceptance Policy.

Branch
Manager/Manager
Branch Operation

€9



Ensure full compliance of Bank
Anti Harassment Policy.

Compliance of
Regulatory
Instructions.

Checking the validity of Bank's
License.

Checking the validity of all
insurance policy of the branch.

Compliance of Bangladesh Bank,
Internal and External Audit and
Inspection Report.

Notice regarding receiving and
exchanging of torn & soiled
notes.

Notice regarding forged notes.

Display notice regarding cheque
returns for insufficient fund.

Display leaflets containing the
salient points of AML and CFT.

Display up to date financial
statements with highlights.

Display bank's interest rates on
various deposit and lending
products.

Maintain complaint box in a
visible place

Display up to date schedule of
charges of the bank.

Branch
Manager/Manager
Branch Operation

Account opening
activities

Opening of various deposit
accounts by following applicable
rules and regulations, preserving
the same and loading information
in Flora System with due
approval of Branch Manager.

Contact Point Verification (CPV)
to be done as per CHO

Branch Manager

instructions.

Compliance of | Holding of BAMLCO meeting BAMLCO

Anti Money regularly.

Laundering Review and reporting of CTR & GB In

activities STR and maintaining hard copy charge/DM/BM
there of.

Cheque Books, | Physical verification of GB In

Printing undelivered cheque books and | charge/DM/BM

stationery and printing and security stationery is

Security to be done by dually.

stationery

Locker Account | Realization of security deposit, GB In
locker rent and insurance charge/DM/BM
premium as per CHO instructions.

Bills and Balancing the leaf of security GB In

Remittance blocks on regularly basis. charge/DM/BM
Reconciliation of online GL GB In
transaction with other branches charge/DM/BM

Reconciliation | and CHO has been done upon

(arg




complying relevant policy and
procedure of the bank.

Reconciliation of balance of
deposit account maintained with
other bank.

GB In
charge/DM/BM

Activities of
Accounts
Department

1.Balancing of ledgers and books
of accounts regularly.

2.Charging of interest, service
charge and depreciation.
3.Realization of VAT and AIT as
per instructions of concerned
Government office.

4.Interest paid to deposit account.
5.Monthly provision made against
expenses.

6.Review and reversal of contra
entries.

7.Checking and review of interest
product sheet.

Branch Manager

Reports/Returns/
Statements

Ensure submission of monthly
reports to CHO and regulatory
bodies and preserved in the file.

Branch Manager

Credit
Operations

1.CIB reporting

2.Execution required papers and
documents as per CHO sanction.
3.Maintain safe in and safe out
register under dual control.

4. Maintain due date diary for
insurance and SRO token of the
branch.

Branch Manager

Monitoring,
follow up and
supervision

1.Follow up the overdue and NPL
loans regularly. 2.Monitoring,
supervision and follow pu of all
court cases (if any).

3.Ensure timely renewal of loans.
4.Rescheduling of classified loan
accounts (if any) as per BRPD
circular of BB.

5.Prepare of CL Statements as per
BRPD cicular ob BB.

Branch Manager

Intergrated
Supervision
System (ISS)
Reporting

1. Upload ISS Reporting Format
from Bangladesh Bank's Web
Portal.

2 Collect the relevant
information for ISS Reporting and
correctly fill up the fields of ISS
Reporting.

3. Get the report checked by the
concerned officials.

4. Submit the same to the
Manager for confirmation and
upload in the Bangladesh Bank's
Web Portal on or before 10th of

Concerned ISS
Reporting
Officials (S)

@&»




the following month.

1. Check the Integrated
Supervision System (ISS) of the
branch.

2. Deficiencys, if detected report to | Branch Manager
concerned division/ department of
CHO.

3. Upload the Integrated
Supervision System (ISS) Report
to Bangladesh Bank's Web Portal
and submit back up copy (Excel
Sheet) to Group ICC within 10th
of the following month.

Returns, Prepare monthly returns as per Credit In-
statements and CHO and B. Bank guidelines. charge/BM
reporting

Note: According to the nature of activities of the branches and offices of the bank the DCFCLs amy
be customized.
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BANGLADESH KRISHI BANK

Branch Name

......................

..........

DEPARTMENTAL CONTROL FUNCTION CHECKLIST (DCFCL)"QUARTERLY"
FOR THE QUARTER ENDED ON:

Afaf42-08

PROCESS

FUNCTIONS

Responsibility

Ist quarter

2nd ¢

uarter

3rd quarter

4th quarter

Date Initial

Date

Initial

Date

Initial

Dat Initial
c

Overall
Cleanliness
of the
branch
premises

Ensure proper
cleanliness of the
branch premises
as per CHO
instructions.

Branch
Manager

Attendance
of the
branch

employees

Ensure  timely
attendance of all
employees of the
branch.

Branch
Manager

Safety,
Security
measures
and premises
protection

Ensure 24 hours
duty of security
guard.

Ensure duty of
Gun man during
office hour.

Ensure CC TV
coverage for 24
hours.

Ensure adequate
Fire Extinguisher
in branch
premises.

Ensure generator
back up during
office hour.

Testing of
security alarm of
the branch.

Ensure adequate
smoke detector in
branch premises.

Quarterly
checking of
electrical wires of
the branch by
qualified
electrician.

Checking of duty
of security guard
by the branch
officials  during
holiday.

Emergency
contact number
i.e. police station,
Fire station,
RAB. Hospital
etc. are available
in branch.

Branch
Manager/
Manager

Branch

Operation

Compliance
of CHO
Instructions

Ensure full
compliance  of
Bank Dress code
for the employees
of the bank.

Branch
Manager/
Manager

Branch

Display up to
date schedule of

[CM



charges of the
bank.

Ensure full
compliance  of
Bank

Compliance
Manual.

Ensure full
compliance  of
Bank Wining
(Etiquette  and
Service

Excellence
guideline for
employees).
Ensure full

compliance  of
Bank code of
Conduct.

Ensure full
compliance  of
Bank

Customer
Acceptance
Policy.

Ensure full
compliance  of
Bank Anti
Harassment
Policy.

Operation

Compliance
of
Regulatory
Instructions

Checking the
validity of Bank's
License.

Checking the
validity of all
insurance policy
of the branch.

Compliance  of

Bangladesh
Bank, Internal
and External
Audit and
Inspection
Report.

Notice regarding
receiving and
exchanging  of
tom & soiled
notes.

Notice regarding
forged notes.

Display  notice
regarding cheque
returns for
insufficient fund.

Display leaflets
containing  the
salient points of
AML and CFT.

Display up to
date financial
statements  with
highlights.

Display  bank's

|
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interest rates of
various  deposit
and lending
products.

Maintain
complaint box in
a visible place

Account
opening
activities

Opening of
various  deposit
Accounts by
following

applicable rules
and regulations,
preserving  the
same and loading
information  in
Flora System
with due
approval of
Branch Manager.

Branch
Manager

Contact Point
Verification
(CPV) to be done
as per CHO
instructions.

Branch
Manager

Reconciliati
on

Reconciliation of
online GL
transaction with
other  branches
and CHO has
been done upon
complying

relevant  policy
and procedure of
the bank.

GB In-
Charge/DM/B
M

Reconciliation of
balance of
deposit  account
maintained with
other bank.

GB In-
Charge/DM/B
M

Reports/
Returns/
Statements

Ensure
submission of
quarterly reports

to CHO and
Regulatory
bodies and

preserved in the
file.

Branch
Manager

Credit
Operations

1. CIB reporting
2. Execution
required  papers
and  documents
as: per. GCHO
sanction.

3. Maintain safe-
in and safe-out
register  under
dual control.

4, Maintain due
date diary for
insurance and
SRO token of the
branch.

Monitoring,

1. Follow up the




follow up
and
supervision

overdue and NPL
loans regularly.

2. Monitoring,
supervision and
follow up of all
court cases (if
any).

3. Ensure timely
renewal of loans.
4. Rescheduling
of classified loan
accounts (if any)
as per BRPD
circular of BB.

5. Prepare of CL
Statements as per
BRPD circular of
BB.

Branch
Manager

Self
Assessment
of Anti
Fraud
Internal
Control

1. Check the
internal  control
system of the
branch.

2. Deficiency, if
detected report to
concerned
division/
department  of
CHO.

3. Submit Self
Assessment  of
Anti-Fraud
Internal Control
Report to Group
ICC within 10th
of the months of
the quarter
ended.

Returns,
statements
and
reporting

Prepare periodic
returns  as  per
CHO and B.
Bank guidelines
i.e.Quarterly
CIB. CL & CIB
reconciliation,
Industrial ~ Term
Loan Statement,
quarterly SME
statement,
quarterly ~ Agro
based  Industry
statement, CL
returns, MCR
under Basel 11,
etc.

Note: According to the nature of activities of the branches and offices of the bank the DCFCLs may
be customized.
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“AfafAig-v
Bangladesh Krishi Bank
ceeeeenenBranch

LOAN DOCUMENTATION CHECKLIST

BORROWER:
REGISTERED ADDRESS:
STATUS: Individual/Proprietorship/Partnership/Limited Company A/c No.

First obtain General Documents, then identity the Collateral, Facility and obtain specific documents listed hereunder.
Leave out documents not called for by the terms of the Credit Approval and Facilities Advice Letter (Sanction Letter).

SL DESCRIPTION REQD | DATE OF | DATE EXPIRY ORIGINAL TAKA
No . DOC. RECEIVED DOC AMOUNT
1) LOCATED IN

A, GENERAL DOCUMENTS

1 Letter of Borrower requesting for
new facilities/renewal in business
pad of the client.

Authority of Borrow to Borrower
(Letter of authority from partners
in case of partnership concern and
resolution in case of limited
company)- with list of
Partners/Directors.

3. Form XII certified by RISC
regarding list of existing Directors
for limited company.

12

4. Facilities Advice Letter: accepted
unconditionally by Borrower.,

5 Demand Promissory Note

6 Letter of Continuity.

7. Deed of  Partnership  (for
partnerships, Borrower/third
party). By-Laws etc.

8. Memorandum and Articles of

Association (for limited company
Borrower/third ~ party)  with
Certificate of Incorporation

9. Letter of Arrangement

10. | Letter of Disbursement

11 Revival Letter (Form | & II)

12, Double Party D.P. Note (for
Guarantor and  3rd  Party
Mortgagor)

13. D.P. Note (Joint & Several for
Limited Company/Partnership
Firm)

14. Balance  Confirmation  Letter
(Signature duly verified)

15. Personal Net Worth Statement

16. | Copy of National 1d

17. | Photograph of Investment Client

18. | Up to date CIB Report

19. | Credit Report of the Investment
Client/Supplier

20. | Liability Declaration of the
Investment Client along with an
Undertaking that they have no
liability with any bor financial
institution excepting as declared.
21. | Undertaking stating that, they
will not avail any credit
facility from any other bank or
financial institution without
prior consent of the bank.

Undertaking  stating  that

[$9]
(o]

qo



customer does not have any
relationship as Director of
Sponsor with the bank.

o]
W

Undertaking  stating  that
customer shall not sell or
transfer the ownership of the
business/factory/shop until
bank dues are fully paid or
without NOC of the bank.

Investment  Risk  Grading
Score Sheet (IRGS) (where
applicable)

Post dated cheque covering
the Investment

26.

Proper Stamping.

B.

LIEN

LIEN OF ACCOUNT

Resolution to lien account
proceeds (for Third Party
partnerships and limited cos.)

1o

Letter of Lien and Set-Off
(pledge Agreement)

LIEN ON FINANCIAL
INSTRUMENT LIKE FDR.ETC

The Instrument duly
discharged on the back of it.

Letter of lien (Ist part lien if
the borrower is the owner of
the Instrument, 3rd Party Lien
if the owner of the Instrument
is one other than Borrower)

Letter of Authority to encash
the instrument as & when
needed by the bank.

Confirmation of Lien
(Marking of Lien) from the
issuing bank

LIEN ON DEMAND STOCK/
SHARES

NOC of the Company in case
of Sponsor's Share.

[

Confiscate Request Form duly
signed by the pledgor.

Pledge Request Form duly
signed by the holder of the
share.

Pledge setup Acknowledge
from Brokerage hose

CDBL generaled copy of
pledge setup

PLEDGE OF DEPOSITS/ S.
PATRA

Resolution to deposit  ( for
Third Party partnerships and
limited company)

0]

Fixed Deposit
Receipts/Sanchaya
patra/Bonds  endorsed by
holder(s)

ad

Letter of Guarantee by
depositor (if the deposit stands
in the name of Third Party)

Letter of Lien and Set Off

30




(Pledge Agreement)

5. Letter of Authority for
encashment of  Sanchaya
patra/Fixed Deposits

D. PLEDGE OF SHARES

[ Resolution to deposit (for
Third Party partnerships and
limited company)

2. Share certificates

3. Blank transfer forms for each
share certificate (form 117)

4. Memorandum of Deposit of
Shares

5. Letter of Guarantee by the
shareholder (if the share
stands in the name of person
other than borrower)

6. Irrevocable letter of authority
for collection of dividends,
bonus etc. addressed by the
shareholder to the relative
company.

7 Notice of pledge by the
shareholder to the relative
companies.

E: PLEDGE OF INVENTORY

1 Letter  of  pledge/pledge
Agreement

2. Letter of Disclaimer (if
required)

3 RIJSC Search Report (for
limited company partnerships;
Borrower/ third party)

4. RISC Form 18. and recipt of
filing with RISC

5. Cerfificate of registration from
RISC

6. Modification of pledge/pledge
Agreement of Inventory

7. RISC Form 19, and receipt of
filing with RJISC

8. Insurance policy with Bank as
jointly insured

E1 | CC (PLEDGE) Bai-Murabaha/
MPI

I Letter of pledge

2. IGPA to sale pledge goods

3. Letter of Continuity

4. Periodical Stock Report

5 Letter of Disclaimer form the
owner of rented Warchouse.

E2 PLEDGE OF GOODS IN
TRADE

. Letter of pledge

2% IGPA to sell pledged goods

3: Letter of Disclaimer form the

owner of rented Warehouse

a2




HYPOTHECATION OF
INVENTORY

Resolution to  hypothecate
inventory (for Third Party
partnerships and limited cos.)

Letter of Hypothecation of
Inventory/ Hypothecation
Agreement.

RISC Search Report (for
limited company, partnerships:
borrower/third party)

RISC Form 18, and receipt of
filing with RISC

Ln

Certificate of registration from
RISC

Modification of Letter of
Hypothecation of Inventory.

RISC Form 19, and receipt of
filing with RISC

Insurance Policy-jointly
insured

CcC (HYPO) (Bai-
Muaijal/Bai-Murabaha
/MPI)

Letter of Hypothecation of
stock in Trade

(]

Supplementary  Letter  of
Hypothecation

IGPA to sale Hypothecated

goods

Letter of Continuity

Periodical stock Report

Letter of Disclaimer form the
owner of rented Warehouse

Insurance policy with cover

note

H.

HYPOTHECATION OF|
RECEIVABLES/BOOK DEBTS

Resolution to hypothecate
receivables/book debts (for
Third party partnerships and
limited company)

E\J

Letter of Hypothecation of
Receivables/  Book  Debts
(Hypothecation Agreement)

RJSC search Report (for limited
company/registered
partnership:;borrower/third

party)

RISC Form 18, and receipt of
filing with RISC

Certificate of registration from
RISC

Modification of Letter of
Hypothecation of Receivables.

RISC Form 19, and receipt of
filing with RJSC.

HYPOTHECATION OF

9




MACHINERY AND
EQUIPMENT

Resolution  to  hypothecate
inventory (for Third Party
partnerships and limited cos.)

2. Letter of Hypothecation of
Machinery and Equipment/
Hypothecation Agreement.

3. RISC Search Report (for
limited company, partnerships;
borrower/ third party)

4, RISC Form 18, and receipt of
filing with RISC

5 Certificate of registration from
RISC

6. | Modification of Letter of
Hypothecation of Receivables.

7; RISC Form 19, and receipt of
filing with RJSC.

8. Latest list of machinery &
equipment

9. Insurance policy with EBL as
jointly insured

J. | ASSIGNMENT OF
RECEIVABLE
ASSIGNMENT OF
RECEIVABLE

1. Resolution to assign
receivables (for Third party
partnerships and limited cos.)

2. Deed of Assignment of
receivables

3. | Nofification and
acknowledgement of
assignment and confirmation
of receivables from the debtor
ASSIGNMENT OF BILL

1; Assignment of bill by the
beneficiary through IGPA

2. Letter of Acceptance of
Assignment by the work
giving authority

3, Original Work Order

J1. | HYPOTHECATION OF
STOCK/ RECEIVABLES

I Letter of Hypothecation

2. IGPA to sell Hypothecated
goods

3. Letter of Disclaimer form the
owner of rented Warehouse

J2. | TRUST RECEIPT

1. Trust Receipt Agreement

2. Insurance policy cover Note

K. | MORTGAGE

] Letter of nimination of third
party mortgagor from
Borrower with attested
specimen signature of

q8




mortgagor

(3]

Resolution to mortgage and
quarantee (for Third party
partnerships  and  limited
company)

Copy of valid ID (for Third
party individual mortgagor)

Personal  Guarantee  from
Third party mortgagor

Original  title  deeds of
mortgagor and  previous
owners (Bia-Deed)

Record of Rights i.e. CS, SA,
RS parcha, Mohanagar Jorip
parcha (if within Mohannagar
Area)

Mutation parchas in
mortgagor's name, certified by
Assistant  Commissioner  of
Land.

Certified Mutation Khatian
alongwith DCR.

NOC of the competent
Authority for Mortgage

Land development tax receipts
of the immediately preceding
Bangali year

Municipal holding tax receipts
for property in municipalities.

Building/factory plan  with
letter of approval.

Real Estate
Appraisal/Valuation report

RISC search Report (for
limited  company/registered
partnerships;  borrower/third

party)

Memorandum of deposit of
title deeds (for equitable

mortgages) with legal
counset's approved draft.

Mortgage Deed and
registration receipt endorsed
by mortgagor (for

legal/Registered mortgage)
along  with  power of
Attornery.

RISC Form 18, and receipt of
filing with RISC if property in
the name of Itd cos.

Certificate of registration from
RISC

Modification of Memorandum
of deposit of the deeds.

RISC Form 19, and receipt of
filing with RJISC.

Income Tax Clearance
Certificate as required for
Registration.

S
S

Non Encumbrance Certificate
from Land Registrar.

2
(P51

Certified copy of purchase
Deed along with Deed




Delivery receipt duly endorsed
(in absence of original Title
Deed)

24,

Registered  partition Deed
among the Co-owners (if
required)

Mortgage Deed duly
Registered along with
Registration ~ Receipt  duly
discharged.

Registered IGPA  favoring
Bank to sale the property.

B.S. Khatian.

Up to date Union Parishad Tax
Payment Receipt (if property
within UP)

Original Lease Deed (in case
of lease hold property)

Allotment  Letter favoring
Lessee (in case of Leasehold
Properly)

Mutation letter favoring lessee
(in  case of Leasehold
Properly)

NEC along with search fee
paid receipt

Deed of Further Charge on the
Mortgage property

Redemption Deed executed by
immediate past Mortgagee
Bank.

Letter of consent of the Ist
Mortgage Bank in case of 2nd
charge/mortgage & also pari
passu security sharing
agreement between Ist
Mortgage Bank and the
Mortgagee, if  applicble
subject to consent of Ist
Mortgage Bank.

36.

Photograph of the Mortgaged
Property

37.

Location Map

38.

Survey Report from
professional Surveyors

39.

Physical Visit Report by Bank
Officials

40.

Lawyer's clean opinion in
respect of acceptability of the
property as collateral security.

GUARANTEE

List of Directors/Partners with
specimen signatures, certified
by company secretary or
chaiman, or managing partner
(for limited company and
partnerships)

b2

Resolution to guarantee (for
limited company and
partnerships)

Net worth Statements (NWS)
for individuals/guarantors

Letter of Guarantee

¥




Letter of counter Indemnity

=l ]

Letter of Guarantee of the
Spouse of the Client.

M.

TERM LOAN
AGREEMENT / HPSM

Term loan agreement between
Borrower and Bank.

)

Draft Term Loan Agreement
approved by Head of Credit
Risk Management Division
and Legal Counsel.

(¥%]

Letter of Undertaking.

Amortization Schedule

Lh)

Insurance policy cover note

SECURITY SHARING
AGREEMENT

Security Sharing Agreement

3]

Draft Security Sharing
Agreement approved by Head
of Credit Risk Management
Division and Legal Counsel.

SYNDICATION

Accepted Mandate Letter

Accepted Term Sheet

Information Memorandum

Participation letters

Facilities Agreement

AR BRI P

Powers of Attorney of
participants

=

Accepted Fee Letter

*

Legal counsel's opinion

Creation of Pari-passu Sharing
charge with RISC

Escrow Account Agreement
with floating charge

Subordination Agreement.

OVERGRAFT (GENERAL)

—|r

Letter of Continulty

o

Insurance policy cover note

L=

SOD (Work Order)
Investment against Work
Order

Bid Document/Tender Notice

U [ 1D | ==

Letter of Awarding

Assignment of Bills against
work order

SOD (FO) Investment
against Financial Obligation

The Financial Instrument duly
discharged on the Back

[

Lien on the Financial

Instrument

s

Letter of continuity

Re-confirmation  of  Lien
marking through concerned

aq




Bank's/Financial Institution's
(F1) Head Office/Zonal Office
if the lien marked MTDR/
FDR/Financial Instrument is
issued by Other Bank/FI

SOD  (Scheme  Deposit)
Investment against Deposit
Scheme

Lien on Scheme Deposit

8]

Letter of Continuity

Home Loan for Purchase of
Flat or Floor Space
Investment under HIP

Power of attorney  for
developing the property

Letter of Installment

Letter of Undertaking

L Y =N LV S ]

Amortization Schedule

Tripartite Agreement among
Purchaser, Developer and
Bank (if under construction)

Undertaking of the borrower
to the effect that he will
mortgage the flat/floor space
favoring the Bank at the
moment the same is registered
in his name by the seller (if
under construction)

Agreement  between  Land
Owner & Developer

Sharing Agreement between
Land Owner & Developer

Copy of approved plan of
construction from concerned
authority.

SME/SMALL LOAN

—

As per type of borrower &
nature of secutity.

LEASE FINANCE

Lease Agreement

Lease Execution Certificate

b [ o b

Quotation/price  offer  duly
accepted by borrower

>

BRTA Registration Slip ()in
case of Motor Vehicle

whn

Insurance Policy cover note

HIRE PURCHASE LOAN

Hire Purchase Agreement

28]

Quotation/price  offer  duly
accepted by borrower

(9% ]

BRTA Registration Slip ()in
case of Motor Vehicle

IGPA in Bank's favor for
disposal  of  vehicle/vessel
without any reference

House Building Loan (for
construction)

Letter of Installment

Rl




Letter of Undertaking

Amortization Schedule

de o

Approved Plan form the
competent authority

House Building Loan (to
Developer)

Power of - Attorney for
development  of  property
(original)

2

Agreement  between Land
owner & Developer

(3]

Sharing Agreement between
Land owner & Developer

Copy of approved plan of
construction from concerned
authority

n

Letter of Instaliment

Letter of Undertaking.

Amortization schedule

=] bt =g

Copy of Title deed of the
property on which
construction will be made

Copy of Bia deed (previous
deed in support of Title deed)

IDBP

Acceptance of L/C issuing
Bank (duly verified)

12

Related documents for L.C

Ll

Letter of Indemnity

BASED ON CLIENT TYPE

Proprietorship Firm

Lo el e

Trade License (up to date)

Persona Net-Worth Statement
(PNS) of Proprietor

Partnership Firm

Trade License (up to date)

Partnership Deed (Registered)

bl Ead bt |~

Letter of Guarantee of the
partners

Persona Net-Worth Statement
(PNS) of Proprietor

Lh

Letter of Partnership

&

Partnership Account
Agreement.

Limited Company

Trade License (up to date)

=10

Memorandum & Articles of
Association  (Certified by
RISC)

List/Personal profile of the
Directors

Certificate of Incorporation

Form XII Certified by RISC
(Particulars of Directors)

Latest Form X Certified by
RISC(Distribution of Shares)

Board Resolution in respect of
availing  Investments &
execution of document with
Bank.

9B




Letter of Guarantee of the
Directors

9. Personal Net-Worth Statement
(PNS) of Directors.

10. | Deed of Mortgage &
Hypothecation for creation of
Charge on fixed & floating
assets (existing & future) with
RISC.

1. | Modification of charge with
RJSC through form 19

12. | Certified copy of charge
creation certificate from RISC.

13. | Undertaking stating that the
Investment client shall not
make any amendment or
alteration in Memorandum &
Article of Association without
prior approval of Bank.

14. | Approval of the Bank for any
inclusion or exclusion of
Directors in & from the
company.

15. | Certificate of Commencement
(in case of Public Limited
Company)

16. | Joint venture Agreement (in
case of public Limited
Company)

17. | BOI Permission (in case of
public Limited Company)

D. | Trust

[. | Copy of Trust Deed which
must have power to do
business with the Bank

2. Resolution of the Board of
Trustees to do business with
Bank.

3. Clearance from  WAQF
Administrator for mortgage
where investment client is
Wagf and not a Trus. Charge
documents to be
executed/signed by all the
Trustees or Mutwalli (s) in the
case where Waqf is the
investment client.

4. Charge Documents are signed
either by persons authorized
by all members of the Trust
Committee, if Trustees are
authorized to delegate their
powers by the Trust Deed or
all of the Trustees.

3 Personal Guarantee of all the
office Bearers of the Trust in
their personal capacity.

E. | Cooperative Society

Copy of Bye-Laws of the
society certified by the
Registrar of the Cooperative

bro




Societies

25 Clearance from Registrar of
Co-operative  societies  for
doing business with Bank.

Letter issued to the concerned
Registrar of Co-operative
societies under Registered
with  A/D mail informing
about Bank's allowing
investment/facility  to  the
concerned society as per
clearance accorded by him.

Lad

4. Personal Guarantee of all the
office bearers of the society in
their personal capacity.

F. OTHER DOCUMENTS

1g Documentation for EEF Loan

20 Documentation for PPP Loan
3. Documentation for EDF Loan
4. Documentation for Credit

Against  Special  Account
(100tk, 100tk, school a/c)

A

Documentation for subsidized
Credit.

DEPARTMENT/UNIT NAME DATE SIGNATURE
RELATIONSHIP MANAGER

CREDIT ADMINISTRATION

b
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Reporting Institution :

L

) Barg, Codly

Cash Transaction Report (CTR)

(ii) Branch I

Code

12fﬂeponmgumm Sl

18

R

Account Details ;

| (mmsyyyy)

L 3 i h}Acwunf-Number Eoal:

b

B O L

Accaant Tufe

(i) Tax Identification Number _

4%

(ii)’ V&Tﬁe;fs;rmon Number

| (iii) Conipany Registration Number | |

17

(ddfmmlyyyy)

(iv).Company chi::mtwn Date
Account Holder’s Details (other than Company account) :

5

(i) Account Holder's
Name

B

(l{} owuer Code

S

T

i s

. _.\‘. ,\,_. vy

{ ul} Occwiml code

B! pa Hw}Gender!WJ 1 iT-

(v) Father's Name

~| (i) Mother's Name

(vu)ﬂareﬂfonh

7]

I

e

| (ddémmtyyyy)

anber

( viit) Te!ephane

City Name | Country Name

Residoncal |

Residence 2

__Mobile ]

" Mobile2 |

oﬁcﬂ

Office2

Lk

fix,l qumrﬂ\!mnber

L

[ fx}Dnvm

3 Lwem Number l

(: -\"J Tax Id‘eﬁtiﬁcahon

] Hm&b&dﬂﬂ}

ESE T N

Addre::

P eandmes

* For Compeniw'Business' Entities 'only'

58

[ Tpazitalthana five digit code to be used)



Transaction Details
6. Transaction details

6( 6(i1)Transaction Date 6(ii 6(iv) Amount 6(v) 6(vi) Bank and 6_(lvi
1) (dd/mnvyyyy) - i) Taka pai No. Branch Code ii)

| Tm = of Cur
No Typ Trn renc

TREEEEH

=== ===~
~~i=l==l=]=]=~]=

r Corporate Accounts only)

cl
Nlg

(i)Director's Name

[T ii1Owner Code Lo Ll ek e s =]

[ [(iii)Occupationcode | | | | [(iv)Gender(M/F) | |

(v)Father's Name

(vi)Mother's Name

[ [ (vii)Date of Birth | i 2 72 O O s (77,

(viii) Telephone City Name Country Name
Number

Residence 1

- Residence 2
Mobile 1
Mobile 2
Office 1
Office 2

[ [{ePassport Number 3 P R e |
[

—

|| (x)Driving Licence Number VR i s R s | 2]

(xi)Tax Identification
Number(TIN)

{xii}Present/Mailing
Address

Upazila/Thana (five digit code to be used)

(xiii)Permanent/ Address

Upazila/Thana (five digit code to be used)

—— [ T (xiv) DesignationCode | T | |

ot




F. Reasons for considerin g the transaction(s) as unusual/suspicious:

a.-[] Identity of clients
b. [J Activity in account ; To be filled by the BAMLCO
c. 0] Background of client

d. [J Multiple accounts

e. [ Nature of transaction

f- 00 Value of transaction

g. 0 Other reason (Pls. Specify)

-, | (Mention summary of suspicion and consiquence of events)

G. Suspicious activity information:
Summary characterization of suspicious activity

a. O Brivery/Gratuity h.0 Counterfeit debit/ credit card o. O Mortgage loan fraud

b. OJ Check Fraud i. O Counterfeit  instrument p. £ Mysterious Disappearance

¢. [ Check Kiting J- O Credit Card fraud q. B Misuse or position of Self

d. [0 Commercial loan fraud k.0 Debit card fraud ‘Dealing

e. U Computer intrusion I. O Defalcation/ Embezzlement r. O Structuring

f. [ Consumer loan fraud m. [ False statement - 8.0 Terrorist Financing

g [ Counterfeit check n. O [dentify theft t. £J Wire transfer fraud

u. OJ Other
H.Transaction Details
SI. no. Date Amount Type

Cash/Transfer/Clearing/TT/etc .
Add Paper if nessesary

1. Counterparts Details

Sl. No. Date Bank | Branch Account No. | Amount

|

J. Has the suspicious transaction/activity had a matarial iﬁmpoct on or
otherwise effected the financial soundness of the bank. yes [0 no O

K.Has the bank taken any action in this context if yes give details
-

L.Documents to be enclosed

1.Account oppening form along with document

2.KYC profile

3.Transaction profile

4.Account statement for last one year

5.Photocopy of supporting voucher trafsactions mantioned in sl no H

Signature
(CAMLCO/Authorised Officer of CCU)
Name:
Designation:
Phone:
Date:

ab



TSI TSR (A A bwates s
SUSPICIOUS TRANSACTION REPORT
(For bank and Non Bank Financial Institution)

A. Reporting institution:

1
.

Name of the Bank

Bangladesh Krishi Bank

Name of the Branch

B. Details of Report:

l.

2

=

3%

Date of sending Report |

Is this the addition of an earlier report ?
If yes ,mention the date of previous report

C. Suspect Account Details:

I

L 2

v

Account Number :

Name of the Account :

Nature of the Account :
(Current/Savings/Loan/other, pls specify
Nature of
ownership:(Individual/proprietorship/
partnership /company/ other ,pls, specify) :
Date of opening/Transaction :

Address :

D. Account holder's details:

L.

b

— SR RN LR LD~

)

0P NG W

Yes EI

No

Name of Account holder :

Address :

Profession :

Nationality :

Other Account(s) number (if any) :

Other business : l
Father's Name : '

Mother's Name :

Date of birth :

Place of birth :

Passport No. :

National Identification No :

Birth Registration No :

TIN :

Name of the Account holder :

Relation with the account (holder mention in
sl no. DI1)

Address :

Profession :

Nationality :

Other Account(s)number(if any) :

Other business :

Father's name :

Mother's name :

9




10 Date of birth :

11 Place of birth :

12 Passport No.:

13 National Identification No. :

14 Birth Registration No. :

15 TIN :
E. Introducer Details:
1. Name of Introducer :
2. Account number :
=P Relation with account holder :
4, Address :

Date of opening :

> v

Whether introducer is maintaining good
relation with bank:

F. Reasons for considering the transaction(s) as suspicious:

a. O Identity of clients (Mention summary of suspicion and consequences of events)
[To be filled by the BAMLCO]

b. OJ Activity in account
c. O Background of client
d. J Multiple accounts

e. [ Nature of transaction
f. [J Value of transaction

g. [0 Other reason (Pls. Specify)

G. Suspicious activity information:
Summary characterization of Suspicious activity :

a. [ Corruption and
Bribery

b. [J Counterfeiting
currency

¢. O Counterfeiting
d. O deeds and
documents extortion
e. [ fraud

f. [ forgery

g. O illegal trade of
firearms

h. O illegal trade in
narcotic drugs,
psychotropic
substances and
substances causing
intoxication

i.0d illegal trade in
stolen and other goods
j. O kidnapping, illegal
restrain and hostage
taking

k. OJ murder, grievous
physical injury

1.0 trafficking of women and
children

m. [J black marketing

n. O smuggling of domestic
and foreign currency

0. O theft or robbery or
dacoity or piracy or hijacking
of aircraft

p. O human trafficking

g- O dowry

r. [ smuggling and offences
related to customs and excise
duties

s. [ tax related offences

t. [J infringement of
intellectual property rights

ob

u. [ terrorism or financing in
terrorist activities

v. [ adulteration or the manufacture

of goods through infringement of
title

w. [ offences relating to the
environment

x. [ sexual exploitation

y.[d insider trading and market
manipulation

z. [J organized crime and
participation in organized criminal
groups

aa. racketeering

bb . Other (please specity)



H. Transaction/Attemped Transaction
Details

Sl. no. Date Amount Type*

* Cash Transfer/clearing/TT/etc.
Add paper if necessary

1. Counter Part's Details (Where Applicable)

SLino. .| Date | Bank | Branch | Accountno. | Amount
J. Has the suspicious transaction/activity had a material impact on or yes O
No O

otherwise effected the financial soundness of the bank?

K. Has the bank taken any action in this context? If yes give details

L. Documents enclosed

1.Account opening form along with submitted documents
2.KYC profile, Transaction profile

3. Account statement for last one year

5. Supporting voucher/correspondence mention in sl. no.H
6.0thers :

Signature

(CAMLCO or authorized officer of CCU)
Name

Designation :

Phone

Date

b



SUSPICIOUS TRANSACTION REPORT (STR) FORM
(WIRE TRANSFER/MOBILE FINANCIAL SERVICE)

A. Reporting Institution:
1. Name of the Institution:
2. Name of the Branch/Agent:
3. Service Place of the Branch/Agent:
4. Agent Identification / ID:(If applicable)

B. Details of Report:
1. Date of sending report:
2. Is this the addition of an earlier report? Yes- [ No[_]
3. If yes, mention the date of previous report

C. Suspect Details:

. Name:

. Address:

. Profession/Business:

. Nationality/Ownership status:

. Father’s name/ Proprietor’s name:
. Mother’s Name (where necessary):
. Date of birth (where necessary):

. Place of birth:

9. Passport No.:

10. National Identification No.:

=T B =) SR O, B S S

11. Birth Registration No.:
12. Contact Details:
Mobile No.:
Email :
13. Any other important Information:

D. Suspicious Transaction/Attempted Transaction Details :
Sl no. Date Amount Type

E. Reasons for considering the transaction(s) as unusual/suspicious?

(Mention summary of suspicion and consequence of events)
(Use separate sheet, if needed)

F. List of Documents attached with the report
Signature:
(CAMLCO or authorized officer of
CCU)
Name:
Designation:
Phone No:
Date:

Y00
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lEIRER

Self-Assessment of Anti-Fraud Internal Controls (Quarterly)

SI. No.

Paticulars

Yes

No

Partia

Remarks
(if any)

Internal Control & Compliance (ICC):

01

Is the bank’s Internal Comrol]and Compliance Departme

well equipped with policy’ support and adequate
manpower including IT skilled personnel for preventing]
and detecting fraud/forgery?

Were there incidents of fraud/forgery detected by your
Internal Control & Compliance Department in the last 03
(three) months (if Yes. fill up the attached sheet)?

Does the Management Committee review the overall
effectiveness of the internal control system of the bank on a

Does the Monitoring Unit properly monitor the operational
performance of the branches by reviewing the Quarterly

05

Are the employees provided with clear authority/delegation
of power and job description to perform the daily activities
of the bank with proper documentation of handover and

06

a) Does the bank have risk-based auditing system?

b) Does the Audit and Inspection Unit of the bank
regularly audit bank branches and divisions/ departments/
sections (Such as Card, IT, Retail, Mobile Banking, SME
etc). as per ICC guidelines?

07

Are there admonitory/reproving measures for internal
auditors in case of their failure of detecting fraud and

08

Are all the complaints received at branch and head office
level properly recorded and redressed?

09

Are job rotation, transfer, posting and 15-days mandatory
leave for the employee strictly followed as per Bangladesh
Bank guidelines?

10

[s there any mechanism to monitor the staff accounts and
other accounts operated by the staff to prevent fraud and
forgery made by the bank’s own employees?

11

Does internal audit review wire transfers. general
ledger suspense accounts, correspondent bank
reconciliations, and write-off loans as part of its

Does internal audit regularly report suspicious activity
to the Chief Anti-Money Laundering Compliance Officer
(CAMELCO) and/or the Board of Directors?

General Banking and Operation:

13

a)Are Cheque/Fixed Deposit Receipt (FDR)/Payment Order
(PO)/Traveller Cheque (TC). Savings Instruments etc.

recarded/issned/naid as ner mannal/nolicv/onidelines?

b) Does the account opening branch maintain records of
cross reference of the allied or sister concerns on the
respective account opening form?

14

Does the bank ensure Balance Confirmation for both loan
and deposit accounts to the customer at least once in every
six months?

Y08




15

[s effective reconciliation of inter branch/General
Account in place and necessary actions are taken on long-
pending (three months) items?

16

Are the reconciliation activities carried out by various
division/departments/sections of the bank audited at least
once in a year?

17

Are Suspense Accounts, Sundry Debtor Accounts, Sundry|
Creditors, Sundry Deposits, Government Utility Accounts,
Development Expenditure &  Miscellaneous Expenses
duly monitored?

18

Are the individual employees” Activity Reports (Computer
posting listings) tallied with vouchers by the respective
branch managers on a daily basis?

19

Are precautions taken to inoperative/dormant accounts
for 2-3 years and ageing unclaimed deposits and
valuable goods of 10 years and above?

Does the bank ensure reimbursement within 24 hours
regarding debit of accounts even though the ATMSs have not|
disbursed cash?

a) Does the bank display telephone numbers of help
desk/contact persons at all of their ATM booths to lodge
complaints or seek assistance?

b) Does the bank redress each call for complaint/assistance

]
2

a) Does the bank have adequate security measures like
CC TV, Alarm System etc. in places like excess point,
vault area. cash transaction area. ATM booth ete.?

b) Does the bank take and preserve regular back-ups of CC
TV records?

c) Are the CC TV recorders placed in a secured place?

Does the bank maintain security of lockers as per
Bangladesh Bank Guidelines?

Loans and Advances

Does the Credit Administration Department send a summary
report of all past dues, new facilities, renewed, rescheduled,
or enhanced facilities to senior management/Board of
Directors?

Are credit facilities availed by the borrower in his own name
and /or in the name of his allied/sister concerns from all
other banks & financial institutions clearly stated in the
credit proposal?

Are all credit lines under the purview of CRG (Credit Risk
Grading) Guidelines and CRG are done properly considering
all information including CIB data?

a) Does the bank have enough control
mechanism to prevent fake issuance of debit/
credit cards and other fraud/forgery in this area?

b) Does the bank ensure regular audit of the card
department/division, as it is a highly technology based
sensitive area?

Sot




28

[s there any mechanism to ensure that the properties
offered as collateral security are physically verified by the
appropriate branch official to ensure physical existence of
the property and it’s possession by the proposed
borrower/mortgager?

29

Does the bank ensure proper control and security regarding
credit files and security documents with proper
documentation of handover and takeover?

30

Does any mechanism exist to ensure that unauthorized or
fraudulent credit facilities (including non- funded) are not
given at branch level?

a) Does the bank ensure that Local Bills Purchased/
Accepted are under genuine trade and according to
Bangladesh Bank Guidelines?

b) Are payment against accepted Local Bills made within
due time?

¢) Are bank employees who are authorized to disburse
funds (paying officer) separate from employees who
process loan requests (loan officers / underwriters)?

d) Are loan disbursements made only when all required
approvals have been received and verified?

¢) Does the bank discourage or prohibit loan proceeds
from being disbursed in cash?

f) Do the loan files contain documentation on how the
loans were disbursed. including complete
documentation for individuals receiving amounts in
cash?

g) Does the bank conduct cross-checking of loan
files, and cross-checking of applications with
existing loan files, for the presence of same
borrower with different/fake name?

h) Does the bank take steps to prevent loan proceeds from
being disbursed to locations far from the borrower’s
stated business area?

1) Is single borrower exposure limit specified by BB
followed before sanction of any credit facility?

j) Does the bank follow the instruction of BB during
rescheduling of classified accounts?

Information and Communications Technology

ad
I

a) Does the bank have an 'ICT Security Policy' which
is fully implemented and in compliance with the ICT
Security Guideline by Bangladesh Bank?

b) Does the bank update its 'ICT Security Policy' each
year to cope with the evolving changes in the ICT
environment and have it approved by the Board of the bank?

o
|5

Does the bank carry out an internal system audit
periodically or at least once a year with sufficient ICT
skilled persons to find out loop holes and weaknesses in
the systems and take appropriate measures to mitigate the
risk?

22
Has the bank introduced logical access’ controls to
computer systems?

Sob




Does the information security officer. system auditor or
any other %oncerned person undertake periodic
penetration® tests of the system, which may include:

a) Attempting to guess passwords using password cracking
tools.

b) Searching for back door traps in the programs.

¢) Attempting to overload the system using DDoS
(Distributed Denial of Service) & DoS (Denial of Service)

d) Checking if commonly known holes in the software,
especially the browser and the e-mail software. exist.

¢) Checking the weaknesses of the infrastructure.

f) Taking control of ports.

g) Cause of application crash.

h) Injecting malicious codes to application and database

Are there appropriate risk mitigation measures like
operating time schedule for the users, transaction limit,
transaction frequency limit, fraud checks, AML checks, etc.
depending on the risk perception, unless otherwise mandated
by the Bangladesh Bank?

Does the bank establish a process to log the information
system related problems and incidents, and also ensure
real-time security log for unauthorized access?

[s there any system to monitor all types of account
holders, especially internal employees’ accounts, in case of
large transactions on a daily/weekly/ monthly basis?

a) Are the large transactions authorized by different levels
of personnel with their own user ID?

b) Does the IT system generate and send to internal
audit a daily report of large transactions (amount may
vary by institution)?

10

a) Does a Strong Security System apply to the Account
Transfer Process?

b) Are an automated Account Transfer monitoring
system and Customer notification system (about their
Account Transfer by email or mobile message) are in place?

4]

Is there a provision for monitoring the Database Log
file for searching malicious attempts to access the
database, retrieve passwords, seek/change personal
information etc.?

[s there any system to detect any suspicious transactions
using any ATM/Debit/Credit card at any delivery channel
like ATM. POS. or Internet Payment Gateway?

Is there any ATM monitoring system to supervise ATM
balance, loading, unloading functions, disputes, ATM non-
functioning, disorder etc?

Is there any policy to segregate the ATM card
personalization duties such a way that one individual
employee will not be able to duplicate the whole card

45

Is there any compulsory system requiring first time card
users to change their PIN number?

46

Are the appropriate measures taken to prevent skimming
and/or _trapping of cards at ATM?

47

Are the appropriate measures taken to prevent card
counterfeiting?
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48

Are measures taken to protect phishing attract (Phishing is
collection of user’s PIN by presenting a fake internet
banking website to the users).

49

Is a 2-factors authentication system (authorization of
transactions by the customers using 2 means) in place for
on-line fund transfer?

50

Is a dual control system is in place for the following:

a) SWIFT transmission?

b) ATM vault opening for loading/unloading cash?

¢) Posting of high value teller transactions in the
svstem?

Sl

Does the bank’s IT official accompany the vendor
personnel while attending an [T related problem?

[s a mechanism in place to encrypt and decrypt sensitive
data travelling through a public network?

53

Are all the external connections to the datacenter routed
through a firewall?

Sobr
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Health Grading Score Sheet

Financial Health

As on December 31, 2017

AfafHB-35

90 & Above Excellent
80-89 Very Good
70-79 Good
60-69 Satisfactory
Below 60 Marginal

Total Score
Obtained

80

Result

Very Good

Earning Success

Actual
Parameter

Parameter
Range

Assigned
Value

Score
Obtained

Operating Profit Growth

25% & Above
20%-25%
15%-20%

Below 15%

Net Interest Income Growth

20% & Above
15%-20%
10%-14%

Below 10%

Non- Interest Income Growth

40% & Above
30%-39%
20%-29%
Below 20%

Return on Asset (ROA)

2%-3%
1%-2%
Less than 1%

Return on Average Equity
(ROAE)

25% & Above
20%-24%
15%-19%

Below 15%

W R U= U0 W B I W A WOy S

Total Earming Success Score

1
(out of 30)

i)

Liquidity Health

CRR and SLR

Above 19%
19%
Below 19%

A-D Ratio and Interbank
Dependency

Above 85%
80%-85%
70%-79%

Below 70%

N OIS W

1.5
I

Total Earming Success Score (out of 5)

iii)

Solvency

Core Capital to RWA ratio
(As per Basel-II)

Above 10%
7%-10%
4.5%-7%

Below 4.5%

Capital Adequacy Ratio
(As per Basel-II)

Above 10%
8%-10%
6%-8%
4%-6%

Growth of
Capital/Shareholders Equity

20% & Above
10%-20%
Bellow 10%

O = O =D WO W
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[ Total Earming Success Score (out of 10)

iv) Deposit Health Parameter Actual Assigned Score
Range Parameter Value Obtained
25% -30% 5
20%-24% 4 0
Deposit Growth 15%-19% 3
Less that 15% 2
Deposit Mix (% of High 100%-86% 1
cost Deposit) 85%-71% 3 0
70%-56% 4
55%-31% 5
Cost of Fund 12%-14% 4
10%-12% 6 0
8%-10% 8
6%-8% 10
Core Deposit to Total 81%-100% 5
Deposit 71%-80% 3 0
60%-710% 1
Total Deposit Score (Out of 25)
v) | Loans & Advances Health
Loans & Advances Growth 25%-30% 5
20%-24% 4
15%-19% 3
10% -14% 2
5%-10% 1
Segment-wise 10%-15% <
Concentration (% of 16%-20% 4 0
concentration (LTR+PAD) 21% -25% 3
to total Loans and Above 25% 2
Advances)
Sectoral Diversification (As 25%-34% 5
a % of  Industrial 35%-44% 4 0
/Manufacturing  Loan to 45%-54% 3
Total Loans & Advances) Above 54% 2
Concentration of Loans Above 60% 2
(Large Loan to Total Loans 56%-60% 3 # REF
and Advances) 50%-55% 4
Below 50% 5
Asset Quality (NPL | 5% & Above 2
Management) 3%-5% 6 0
0%-3% 10
Total Loans & Advances Score (Out of 30) #REF |
I Total Score I # REF I

538



Health Grading Score Sheet

As on December 31, 2017

90 & Above Excellent
80-89 Very Good
70-79 Good
60-69 Satisfactory
Below 60 Marginal

Internal Control & Compliance Health
Total Score 0
Obtained
Result Very Good
i) Internal Control Health Parameter Actual Assigned Score
Range Parameter Value Obtained
Implementation Status of 90%-100% 10
Board of Directors Declsion 70%-90% 100% 8
50%-70% 6
Below 50% 4
Implementation status of 90%-100% 10
Audit Committees Declsion 70%-90% 100% 8
50%-70% 6
Below 50% 4
Implementation status of 90%-100% 10
MANCOM Declsion 70%-90% 90% 8 0
50%-70% 6
Below 50% A
Internal Audit (% of Audit 90%-100% 10
conducted to Estimated plan 70%-90% 85% 8
during the years) 50%-70% 6
Below 50% 4
ALCO Meeting 90%-100% 10
(Action polnt implementation 70%-90% 97% 8
status) 50%-70% 6
Below 50% 4
Weekly communication 90%-100% 10
Meeting 70%-90% 98% 8
(Action polnt implementation 50%-70% 6
status) Below 50% 4
Total Earming Success Score (out of 50)
i) Complaance Health Parameter Actual Assigned Score
Range Parameter Value Obtained
Implementation of Core risk 90%-100% 10
Guideling 70%-90% 8
50%-70% 6
Bellow 50% 4
Basel-1I Implementation status |  Above 10% 0
(% Eligible Capital to Risk 9%-10% 2 0
weighted Asset) 8%-9% 15
7%-8% |
External Audit Compliance 90%-100% 10
(as a % of objections ralsed to 70%-90% 8 0
compliance) 50%-70% 6
Bellow 50% 4
Bangladesh Bank Audit 90%-100% 10
Compliance (as a % of 70%-90% 8 0
objections raised to 50%-70% 6

¢




compliance) Bellow 50% 4
Internal Audit Compliance 90%-100% 10
( % of objections ralsed to 70%-90% 8
compliance) 50%-70% 6
Bellow 50% 4
Good Governance Strong
Medium
Partial
Poor

Total Compliance Health Score (out of 50)

R




Health Grading Score Sheet

As on December 31, 2017

90 & Above Excellent
80-89 Very Good
70-79 Good
60-69 Satisfactory
Below 60 Marginal

Image & Reputation Health
Total Score 0
Obtained
Result Very Good
Image & Reputation Parameter Range Actual Assigned Score
Health Parameter Value Obtained
High 20
Average 16
Board Image Satisfactory 10
Management Image High 20
Average 16
Satisfactory 10
Branding Excelient 20
Very Good 16
Good 14
Satisfactory 12
CSR Activity BDT 20 million 10
(Amount of Subscription BDT 10-20 million S
and Donation) Bellow BDT 10-20 2
million

Better Services to Strongly Committed 10 o
Customer Committed 9
No Stipulation 6
Suits Filed by the 20 of more 0
Couterparties 11to 19 5
5t 10 8
0-4 10
Imposition of Penalties by yes 0
Regulatory Bodies No 10

Total Earming Success Score (out of 100)
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