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ITF- 1
BANGLADESH KRISHI BANK

CHANGE REQUEST FORM

Reference No : Date :

Section | : Requester Information

Branch/Division Name :

Submitted by

Change Description

Change Purpose

Request Date

Signature and Seal (Requester) Signature and Seal (Head of the Office)

Section Il : Approvals

The undersigned agrees and accepts the change documented on this form.

Name

Designation

Comments

Date

Signature and Seal

Section Ill : Implementer Details

The undersinged has implemented the requested change on this form.

Change reference No. :

Date of Change
Implementation

Change Implementation
Details :

Was change successful? Yes No

Name

Designation

Signature and Seal

Signature and Seal

(Head of Branch/Division)

(Ref: Para- 4.1.1)



BANGLADESH KRISHI BANK
....................................... Office

USER ACCEPTANCE TEST (UAT)

ALF- 2

Reference No :

Date :

Application/System Name :

Change Request Reference :

Date :

Test Scope (Detail plan of test) :
Hardward / Software
Performance Test/ Security Test
Black box / White box

Expected Result :

Actual Result :

User Acceptance Test Failure

/ Success

Comments :

Signature and Seal :

(Ref: Para- 4.1.4)

o




ITF-3

STOCK REGISTER OF HARDWARE AND SOFTWARE

Name of the ltem:

SL | Brand & | Description [Quantity | Identification | Machine Supplier/ | Date of | Price | Signature Remarks
# | Model with No Location | Vendor | Supply

Specification

/ Version
1 2 3 4 5 6 7 8 9 10 11

(Ref: Para-4.2.1) 3
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ITF- 4
BANGLADESH KRISHI BANK

....................................... Office

REQUEST FORM

Reference No : Date :

Section | : Requester Information

Branch/Division Name
Submitted by

Contact No.

Request Details

Justification

Request Date

Signature and Seal (Requester) Signature and Seal (Head of the Office)

Section Il : Approvals

The undersigned agrees and accepts the change documented on this form.

Name

Designation

Comments
Date

Signature and Seal

Section Il : Implementer Details

The undersinged has implemented the requested change on this form.

Request reference No. :

Date of Request Implementation :

Request Implementation Details

Was Request done successfully? Yes / No (Put details below)

Short description in case of failure :

‘Name :

Designation :

Signature and Seal :

(Ref: Para- 4.4.2) T




BANGLADESH KRISHI BANK

ACCESS AUTHORIZATION LIST

E=-5

Serial Name and Address | Authorization Validity | Authoriza | Authorized by Remarks
No. | Designation of the tion Card
authorized persons No.
From To
01 02 03 04 05 06 07 08
(Ref: Para- 5.1.1.4,5.2.1.3 and 5.3.1.2)
ITF-6
BANGLADESH KRISHI BANK
....................................... Office
(for the use in the Data Center, Server Room, Computer Room)
Date of Name and Address | Authoriza | Time of | Signature | Purpose of | Time |Signatu Remarks
Access | Designation of the tion Card |Access| of the Access/ | of re
authorized persons No. person | Work done |Depar| of the
ture |person
01 02 03 04 05 06 07 08 09 10
(Ref: Para- 5.1.1.5) ,
‘ ITF- 7
BANGLADESH KRISHI BANK
....................................... Office
(for the use in the Data Center, Server Room, and Computer Room)
Date | Name | Address | Purpose | Time |Signature | Work done Time of | Signature | Remarks
of of Visit of of the | / Activities |Departure| of the
Visit | of the Access | visitor |during stay visitor
visitor.
01 02 03 04 05 06 07 08 09 10
59

(Ref: Para- 5.1.1.6 and 5.2.1.2)



ITF-8

USER CREATION FORM

(For the use of the user section of branch/department)

01. I.  Name of the User
Il. Designation
[ll. Address
IV. Date of Joining
V. Transfer from

02. Name of the

System/Software
03. User Status: ; Administrator / Data Controller / Data
processor / Date Operator / Teller.
04. User Rights Proposed : Module Name(s) :

(Read, Write, Delete, Copy, Change, Print)

Recommended/Proposed by: Approved By :

Users' Signature : Signature :
Signature: Designation: (Manager / Head of Department or Office).

(For use of computer section of the branch / computer department / system owner department)

Accepted for implementation for the  User Created :

following rights: 13D 5 T
( g8 L g8 e e e ———
2. c) User Password Envelop No : ...........
3. '
4.
5. Signature with seal
(In charge of System Administrator)
Signature :
Designation:

(Branch Manager / Head of Department office-
system owner)

(Ref: Para-5.2.2.3 and 6.1.2.2) 38



ITF-9
BANGLADESH KRISHI BANK

....................................... Office
PASSWORD HANDOVER FORM
We, the undersigned handing over and receiving respectively today the
................. (date) at ..........am/pm the sealed cover in respect of the followings:
O L e xS I
774 e comeiorimees et LR, U, i PO I 4
(£ | b R SN B oS prh S 7<) o o o= e e
in terms of the order NO............cccuevviveevieeceeeeeeee e e, dated ..............
v SN | W) (name of the order issuing office) ................ccccoveuvevnnn., in

presence of the following witness (officer / staff).

Signature: Signature:
(Handing over officer) (Receiving officer)
Name ; Name :
Pesignation : Designation :
Address : Address :

Counter Signature:

Name of the counter signing officer:

Designation:

Address :

NB: After receiving the passwords the receivinug officer will open the sealed envelop alone and
confirm the passowrds applying in the system / database. He / She will change the passwords just
after checking and again handed over the same in a sealed envelop ta the Head of the Computer
Department / branch manager documentarily.

(Ref: Para-6.1.1.3 and 6.1.1.6) e



ITF-10

....................................... Office

Name of the System:...........................
Serial | Backup | Backup | Backup Type Backup taken by Backup | Reference | Signature | Remarks
no. | Period/ | Media (full/ sentto | /code no. | of the

Date incremental) recipient

Name | Designation |Signature
01 02 03 04 05 06 07 08 09 10 13
N

(Ref: Para-7.3.7)
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ORGANIZATION CHART OF INFORMATION TECHNOLOGY DEPARTMENT

Deputy General Manager
(Information Technology) -1

:

Peon-1

!

Senior Operation Manager
(AGM-1)

l

Operation Manager
(SPO)-2
(DC-1 & DRS-1)

Supervisor (PO)-4

Operator (SO)-6

(Officer)-6

Senior Data Entry/
Control Operator
(Supervisor) -2

(Ref: Para-3.3.1)

Appendix-1

Computer Operation —

Senior Computer —

Computer Operator €

Peon-1 «—

Senior System Analyst / System 4
Administrator / Database Administrator | Principal Maintenance
(AGM)-3 Engineer (AGM)-1 [
Senior
System Analyst Programmer |¢[® Asst. System Senior
(SPO)-2 (SPO)-2 Administrator/ | | Maintenance
(SPO)-2
Assistant System Programmer ”
AralystiPQ)-4 et Maintenance Engineer
(PO)-4 <
Assistant Programmer |
(80)-12 Assistant Maintenance ”
Engineer (SO)-8
Data Entry Control
Supervisor (Officer)-2
Data Entry / Control
Operator (Jr Assistant)-2
Peon-2 < Peon-1  |g |
Synopsis

1 x Deputy General Manager

1 x Senior Operation Manager (AGM)

1 x Senior System Analyst (AGM)

1 x System Administrator (AGM)

1 x Database Administrator (AGM)

1 x Principal Maintenance Engineer (AGM)
2 x Operation Manager (SPO)

2 x System Analyst (SPO)

2 x Senior Programmer (SPO)

1 x Assistant System Administrator (SPO)

1 x Assistant Database Administrator (SPO)
2 x Senior Maintenance Engineer (SPO)

4 x Computer Operation Supervisor (PO)

4 x Assistant System Analyst (PO)

4 x Programmer (PO)

4 x Maintenance Engineer (PO)

6 x Senior Computer Operator (SO)

12 x Assistant Programmer (SO)

8 x Assistant Maintenance Engineer (SO)

6 x Computer Operator (Officer)

2 x Data Entry control Supervisor (Officer)
2 x Senior Data Entry/Control Operator (Supervisor)
2 x Data Entry/Control Operator (Jr Assistant)

5 x Peon
TOTAL =75

29




AT IR T
weefers T ST

...................... Qﬁ%ﬁ%&%%&é
e s aferamd (3 49)
o T | feR Rewd | Smmma e | €IRE e oo T | e AR S w9




