





 Categories
 Top Downloads









Login
Register
Upload











Search












	
Categories

	
Top Downloads

	
	
Login

	
Register







Search











	
Home

	Bank of Punjab

 Bank of Punjab


August 10, 2017 | Author: muhammadtaimoorkhan | Category: Banks, Interest, Cheque, Deposit Account, Money 


 DOWNLOAD PDF - 324.1KB



 Share
 Embed
 Donate



 Report this link







Short Description

internship report of Bank of Punjab...



Description


The Bank of Punjab



HISTORY OF BANKING “Bank is a pipeline through which currency moves into and out of circulation.” Bank accepts deposits and repays cash to its customers on their demand. The Bank borrows money at a lesser rate of interest and lends it to the borrowers at a higher rate. It is thus a profit-lending concern. Bank cannot lend all the money that has been deposited with it. It has to keep a certain portion of the total deposits in cash with them in order to meet the cash requirements of the individuals and business concern.



Banking History: Word Bank is said to be derived from the words Banc us or Banque or Bank. The history of banking is traced to as early as 200 BC. The priests in Greece used to keep money and valuables of the people in temples. These priests thus acted as financial agents. The origin of banking is also traced to early goldsmiths. They used to keep strong safes for storing the money and valuables of the people. The persons who had surplus money found it safe and convenient to deposit their valuables with them. The FIRST STAGE in the development of modern banking, thus, was the accepting of deposits of cash from those persons who had surplus money with them. The goldsmiths used to issue receipts for the money deposited with them. These receipts began to pass from hand to hand in settlement of transactions because people had confidence in the integrity and solvency of goldsmiths. When it was found that these receipts were drawn in such a way that it entitles any holder to claim the specified amount of money from goldsmiths. A depositor who is to make the payments may now get the money in cash from goldsmiths or pay over the receipt to the creditor. These receipts were the earlier bank notes. The SECOND STAGE in development of banking thus was the issue of bank notes. The goldsmiths soon discovered that all the people who had deposited money with them did not come to withdraw their funds in cash. They found that only a few persons presented the receipt for encashment during a given period of
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time. They also found that most of the money deposited with was lying idle. At the same time, they found that they were being constantly requested for loan on good security. They thought it profitable to lend at least some of the money deposited with them too the needy persons. This proved quite a profitable business for the goldsmiths. They instead of charging interest from the depositors began to give them interest on the money deposited with them. This was the THIRD STAGE, in the development of banking. By experience the banks came to know that they could keep a small proportion of the total deposits for meeting the demands of customers for cash and the rest they could easily lend. They allowed the depositors to draw over and above the money actually standing to their credit. In Economics terminology we can say that they allowed the overdraft facilities to their depositors. This was the FOURTH STAGE, in development of banking. When every bank issues receipts and most of them allowed the overdraft facilities, there was then too much confusion in the banking system. The banks in order to earn profits could not keep adequate reserves for meeting the demands of the customers for cash. The failures on the part of the bankers to return money caused widespread distress among the peoples. In order to create confidence among the people, steps were taken to regulate the banking organization. A conference was held in Nuremberg in 1548. It was decided that a bank should be set up by the state, which should streamline the banking organization and technique. The first central bank was formed in Geneva in 1578. Bank of England was established in 1694. The responsibility of issuing of notes is now entrusted to a central bank of each country.



COMMERCIAL BANKING IN PAKISTAN: At the time of partition total number of Banks were 38 only. Out of these Banks the Pakistani Banks were only 2 , Indian Banks 29 & Exchange Banks were 7. The total of deposits of Pakistani Banks was Rs.880 Million. & advances were Rs: 198 Million.. According to banking companies ordinance Banks are the companies, which transacts the business of Banking in
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Pakistan. Commercial Banks have constituted the most important [part of the intuitional credit in the economy of Pakistan. Being the largest source of credits, Banking Industry is a pivot of whole the economic activities in Pakistan. Section 37(2A) of State Bank of Pakistan Act 1965 lays down that the Banks must have paid-up capital & reserve of not less then Rs: 5 Lac & fulfilling certain other requirements for declaring as “Scheduled Bank”.



At the time of independence Bank services was badly affected. But with the passage of time these are improving. The government of Pakistan nationalized all Banks in early 1974. This act was done to minimize control of few hands over banking. But this step was proved e futile for the



Banking in Pakistan. So the Govt. had to revise its decision in1990. Two Banks (Allied Bank Of Pakistan Limited & Muslim commercial Bank Of Pakistan Limited have been denationalized. Since then Banks were working well. Now slogan of the Banks is to serve their customers in the best possible manner. Professor Berton: “Banks are the guardian & distributor of money “. Similarly we can say that it is a pipeline thorough which currency moves into & outside the circle. Banks accept deposited of money and repay it on demand. Bank borrows money at lesser rate of interest & lends it at higher rate of interest. In this way Banks earn money. Bank do not lend all money they collect, they keep certain portion of it as reserve to meet the uncertain demand of the customer. In general terms the functions of a commercial bank can be classified under the following main heads.
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ACCEPTING DEPOSITS: Some people have an excess money and they want to deposits it to some honest man or an institution which can give them some profit. So the first function of commercial bank is to receive deposit there are three types of deposits.



Demand Deposits or Current Deposits: Some people deposit their excess money in the current accounts and they can withdraw their money deposited in this account at any time during the banking hours, so bank is not ready to give interest on it.



Fixed Deposits: These deposits are fixed for a particular period. Commercial banks also pay an interest on these accounts. An important thing related to it is the varying interest rates for the different period deposits. Interest rate increases with the increase in the fixed deposit period.



Saving Deposits: To create the habit of savings, bank accepts the saving deposits and pays an interest on these deposits.



And this rate of interest is greater than the



demand deposits.



ADVANCING LOANS: Bank also advances the loans to the merchants and charges the interest. It is the major source of its income. It also issues the loan for short term, medium term and for long term.



And bank receives the higher interest from the



borrower for the long term loans offered.



DISCOUNTING OF BILL: Commercial banks also discount the bills and facilitate the business; for
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example one businessman purchases anything from another person and promises to pay after one month. The seller will write a bill to the buyer and there will be an order that after one month the buyer will pay the amount to the seller. Buyer will sign on the bill. In other words buyer will accept the responsibility of that amount. If seller is in need of money, he will take it to the bank and will receive the money by discounting the bills. The commercial bank also may rediscount it from the central bank.
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CHEAP MEDIUM OF EXCHANGE: By issuing cheques and drafts bank provides cheap, medium of exchange.



TRANSFER OF MONEY: The commercial bank is very helpful in transferring the money from one place to another by issuing the drafts. This is very popular concept in the modern world and widely used in the business community.



CUSTODIAN OF PRECIOUS ARTICLES: Banks also provide lockers for the safety of precious articles.



So now



everyone can secure his precious metals like gold, silver, etc., and bank charges a very nominal charge for this facility.



AGENCY SERVICES: Commercial Banks also perform the duty of an agent. It collects and pays on the behalf of the customers.



INVESTMENT: On behalf of the customers all the banks also make an investment in different companies and industries.



And banks receive nominal charge from the



customers.



CREATION OF CREDIT: It also creates and extends the volume of credit.



FACILITATING TRADE ACTIVITIES: It also provides the finance to the foreign trade. Letter of credits are issued by the commercial banks for the foreign payments.
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PURCHASE AND SALE OF SECURITIES: The commercial bank purchases and sells the securities, for itself and sometimes on the behalf of the costumes.



ACTING AS A TRUSTEE: If a client directs his bank to act as a trustee in the administration of a business, the bank performs this responsibility.



ROLL OF COMMERCIAL BANK IN THE ECONOMY DEVELOPMENT OF PAKISTAN:



Banks play an important role in the economic development of country. If our Banking system is not in accordance to the economic requirement then how it can play a vital role in our developments. The State Bank of Pakistan is at the apex and all the commercial Banks have to follow the rules of State Bank of Pakistan. Role of the banking sector can be judged by the following facts:



SAVING MOBILIZATION: The commercial Banks namely United Bank Limited Pakistan, Habib Bank Ltd, Allied Bank Of Pakistan Ltd. & National Bank has opened Branches in urban areas & rural areas to mobilize savings of people.



FINACCING OF DEVELOPMENT PROJECTS: Banks & other financial institutions like ADBP, IDBP, and PICIC etc. Advances short & medium terms loans for financing of the development projects both in the
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private & public sectors .So they helping to accelerate the rate of progress (Economic) in the country.



ENHANCING TRADE ACTIVITIES: The credit institutions collect the savings of people & make them available for facilitating the trade activities both inside & outside the country.



CREATING CLIMATE FOR CAPITAL FORMATION: A developed baking system stimulates the growth of economy by creating favorable climate for capital formation in the Country.



HELP OF STATE BANK OF PAKISTAN IN ACHIEVING MONETARY PUBLISHES: Commercial Banks under the supervision & guidance of the S.B.P help in implementing & achieving the objective of monetary policy, which vary from time to time.



ASSISST IN PLANNED DEVELOPMENT: Commercial Banks are profit-seeking enterprises. In order to maximize profit they have the incentive from S.B.P to maximize the limit of finance. An organized Banking system keeps balance between the liquidity * profitability, thus assists in the planed development of the Country.



PROFIT SHARING SCHEME:
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Commercial Banks receive surplus balance of the households and business & pay interest on the deposit of client. The depositors instead of having a fixed return on the deposit will share in the profit & loss of the Bank. The profit & loss scheme arrangement is the alternative to interest, under an Islamic economic system, which is since on the experimental basis in Pakistan.



9



The Bank of Punjab



INTRODUCTION: The Bank of Punjab was established in 16 November, 1989 under. The Bank of Punjab act 1989. the first Branch which opened was the Main Branch Lahore. In 1989 BOP was mended as a non – scheduled bank on in the province of Punjab. In beginning the main deposits were the government. Because it was opened to support the government of Punjab. In 1994 the BOP was converted into a scheduled Bank it opened its Branches in allover the country.



Today they established 251 Branches allover the country as: CITES Province in Punjab



NO. OF BRANCHES 237



Islamabad



2



Queta



3



Karachi



3



A.J. Kashmir



3



Peshawar



3



Total Branches: -



251
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The total numbers of staff of BOP is approx. 4000 most of the employees are master degree holder and are highly qualified and has working. In the beginning the main area of procurement of deposits were the government – based organizations. The reason being that, it was opened to support the government of Punjab. It quickly expanded its operations in the city of Punjab by opening branches through out the province. Approximately one branch was opened a day. The strength of branches in the province of Punjab is 237. In 19th Sept 1994 the Bank of Punjab was converted into a scheduled bank, The permission being given by the Government of Punjab. After being converted into scheduled bank it opened its first branch in the city of Islamabad (Blue Area ) on the date 19th Sept 1994. now the total number of branches is 252. being towards the roads of prosperity and establishment BOP expanded its network throughout the country the details of branches are as under. The total number of staff of BOP is approx. 4000. The staff of BOP is highly qualified and hard working. Most of the employees are Master degree holder. If we highlight the fact of network BOP is the 6th largest among both the local & foreign banks, in the last years ratings it was at 7th position among the top ten banks in Pakistan. Bank earned a pre – Tax profit of Rs. 124.739 million and the deposits of the Bank Rs. 15,014.100 million as on 31-12-1999. The Bank’s paid-up capital in 2005 Rs. 851.880 million. Macro economic management is the major concern of an economy. In Pakistan over a long period of time, the gaps in saving and investment and balance of trade deficit have become the serious problem to achieve the desire level of growth. The Bank of Punjab by the grace of ALLAH has the privilege to discharge its responsibilities to words national progress and prosperity with in the little period if its scheduling.
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CORPORATE OBJECTIVES: MISSION STATEMENT: To provide a Comprehensive range of financial and related services and so earn profit.



GOALS: To achieve this objective the bank aims to:  Ensure that its performance in all facts of its operations more than matches that of its competitors.  Maintains a comprehensive range of domestic and international activities.  Maximize contributions from its key sources of personal machines brands representation and capital.  Be innovative progressive and the need of its customers with in the frame work of operational and prudent risk taker.  Act as a reputable efficient and responsible organization. 



Pursue personal policies which recognize the aspirations and performance of individual and which are suited to the devise levels of skills.
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Organizational Structure REGIONAL CHIEF EXECUTIVE | GM



GM



GM



GM



Account



Audit



Finance



M.I.S Dept.



GM R&D



ZONE | Zonal Chief | Staff Manager



Staff officer



BRANCH Manager | Sub. Manager | Cashier



Guard



Assistant
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CHAIRMAN’S MESSAGE: On behalf of the Board of Directors, I am pleased to present accounts of the Bank of Punjab for the 1st quarter of the year ended March 31, 2006. Pakistan's economy is on a high growth trajectory with GDP expanding by 8.4% during FY 2005. While growth has tapered during the first half of FY 2006, most macroeconomic indicators suggest that the economy is in good shape and real GDP growth of 6.0% during FY 2006 is forecasted. Policy makers are faced with the unenviable task of boosting economic growth potential while keeping inflationary pressures under check. The overall balance of payments situation remains manageable as growing remittances and an encouraging jump in both FDI and portfolio investment have helped eased the burden of a large trade deficit. Inflation has picked up after hitting an all time low in FY 2003 and is presently uncomfortably close to double digit levels, driving the SBP to maintain its tightened monetary stance. The performance of your Bank remained satisfactory during the 1st quarter of the year. The Bank earned a pre-tax profit of Rs.822 million during the quarter as compared to Rs.565 million for the similar period last year indicating 46% growth. Profit after tax of Rs.585 million is 61% higher than the figure of last year's corresponding period. Despite accounting for the dilution impact of about 58% bonus issue made by the bank for the year 2005, earning per share for the 1st quarter comes to Rs.2.04. Bank's deposits rose to a level of Rs. 90,089 million at the end of the quarter. Advances portfolio of the bank has increased to Rs.71,385 million showing 12% increase over December 31, 2005. The capital and reserves of your bank have now grown up to Rs.7,362 million with a rise of 9% over the level as of December 31, 2005. The Board of Directors is grateful to the Government of Punjab for its enduring support, to the State Bank of Pakistan for valuable guidance, to the customers for their trust and to the shareholders for their confidence reposed in the Management of the Bank. The staff of the Bank also deserve for an appreciation for their untiring efforts to achieve the targeted results.
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Mr. Shahzad Hassan Pervez Chairman A Serving Grade-22 Govt. Officer, having wide management & administrative experience. Last assignment Secretary Ministry of Science & Technology Goverment of Pakistan.



Mr. Hamesh Khan President Professional Banker. MBA from USA.



Mr. Salman Siddique Director Chief Secretary - Government of Punjab



Mr. Sikandar Mustafa Khan Director An engineer by profession - Chairman & Chief Executive Millat Tractors Limited.



Mian Muhammad Latif Director A prominent Industrialist- Chenab Group.
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Syed Salman Ali Shah Director An Economist by profession holding PhD (finance) from Kelley School of Business Administration, Indiana University, USA.



Mr. Shehzad Ali Malik Director A leading Industrialist from the Guard Group of Companies.



Mr. Gohar Ejaz Director Chief Executive Ejaz Group of Companies.



Mr. Jahangir Siddiqui Director A prominent Investment Advisor.



BRANCH NETWORK:
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SWOT ANALYSIS
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Strength  BOP has got a well reputed on –line system in most of its branches. Remittance department is working very efficiently in transferring the funds to peoples due to this system  The bank also has started ATM facility in most of the branches 24 hours banking is now the trend in Pakistan.  Bank is providing quick credit services to all the customers at all branches. Because the credit manager cooperates with the borrowers while making a loan request to the bank.



Weaknesses  The human resource department is not performing well in the organization. Selection process is not done on the merit due to which many competent persons can’t get job in BOP.  Bank is not introducing new products these days, so bank should boost the product development and increase the range of facilities offered for customers. And the rates of interest on its various products have been reduced.



Opportunities  Government is taking very bold steps to promote IT in Pakistan BOP has an opportunity to improve in IT stock exchange is very volatile and takes immediate effect so in times of crises conservative investors turns to saving deposits.  BOP is surrounded by many competitors it has an opportunity to aggressive marketing to increase its business.



Threats  BOP has many competitors who are continuously increasing their products and marketing aggressively it may cause its customer to shift to its competitors.



SEGMENTATION ANALYSIS GEOGRAPHIC SEGMENT: 18
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Dividing a market into different geographical units such as nations states regions, countries, cities. The bank of Punjab also segment the geographical in Pakistan specially by sector and by business and agricultural community.



ANALYSIS: Geographically segmentation Pakistan in 2005 as.



Profit before tax Total Assets employed



Rs. 124.739(M) Rs. 18214.154(M)



Segment by business class and agriculture. Bank of Punjab specially target to the business commodity and agriculture because the mostly business based on agriculture so they are related to one an other.
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SEGMENT BY CLASS & BUSINESS: S. No.



Class of Business



Deposits %



Advances %



1.



Agri Forestry & Fishing



0.56



11.39



2.



Chemical



0.05



2.54



3.



Food Industry



0.37



1.37



4.



Insurance



0.07



0.00



5.



Cement



0.09



8.70



6.



Textile



0.23



22.88



7.



Mining



0.07



0.00



8.



Manufacturing Industries



0.60



9.72



9.



Real Estate Dealers



2.17



0.00



10.



Services



1.20



0.00



11.



Transport



2.78



2.98



12.



Wholesaler & Retailer



4.92



8.22



13.



Financial Institute



4.53



5.74



14.



Electricity



0.78



4.64



15.



Construction



0.57



1.94



16.



Trust



1.19



0.00



17.



Others



79.82



19.92



100.00



100.00



TOTAL: -
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SEGMENT BY SECTOR: Bank of Punjab segment the moral the sector to inc the range and share of the market and they divided into two sector p



S. No.



Sector



Deposits % age



Advances %age



1.



Public Investment



33.77%



5.42%



2.



Private Investment



66.23%



94.58%



100.00%



100.00%



Total : -
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SOURCE OF BANK: The bank of Punjab releaze funds for the purpose of his business from the following sources. 1.



Capital



2.



Reserves



3.



Liquid Assets



4.



International Bank



5.



Enter Bank



6.



Deposits



1) Capital: The main source of fund realization of the BOP is its own capital. The bank use its capital for the purpose of investment, lending and other activities to earn profit.



2) Reserve Fund: It is the rule of the BOP that when they earn profit. He does divided whole the trading profit some portion of such profit which are undivided profit are keep as reserve by bank.



3) Liquid Assets: The bank required to maintain a liquid assets as instruction by State Bank of Pakistan percentage. So this amount also use as funds.



4) International Banks: The bank of Punjab also borrow money or realize funds from international banks to meet their requirements.



5) Enter Bank: The Bank of Punjab also deal or release funds from other banks like.







Habib Bank Ltd.







Muslim Commercial Bank Ltd. 22
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UBL







NBP







Premier Bank Ltd. Etc.



FINANCIAL POSITION: i)



Total Assets: Total assets employed RS. 18214.154 million as on 31 December 2005 as



compare to 2004 RS. 19886 million.



ii)



Advance: Of RS. 39.273 million for the year 1998. The clearly indicates the improved



performance of the Bank during the year 1999.advances stand at RS .6150. 648 million showing an increase of 10% over the



iii)



year 1998.



Investments: Investments were at RS.4990.619 million at end of year 1999. Which from



6581 million as shown in 1998.



OPERATION: As the year ended December 31,2005.the banks pre-division and pretax profit was RS.205.96 million as against a profit



FOREIGN TRADE &FOREIGN EXCHANGE: During the year under the review , the foreign exchange business of bank registered a steady growth . the foreign currency deposit rose by 144 per cent and the number of foreign currency account registered an increase of over 102% . import and export business rose by 20% the number of authorized branches dealing in foreign currency has also grown to 34 as compared to 22 branches of proceeding year. To provide the Bank’s Customers with a range of services , we have concluded agency arrangement with a construction and real estate business 7.80
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per ,cent ,textile industry 5.93 % ,services industry 7.42 per cent and other miscellaneous sector 24.54 per cent



FOLLOW-UP & RECOVERIES: The year 2001 been are mark able year for the recovery and regularization of problematic finances .besides adopting State Bank of Pakistan’s incentive scheme for loan, defaulters, voluntarily ,strenuous efforts were also made to retrieve banks precious assets ,which showed healthy results. We hope to achieve better results future.



FUTURE OUT-LOOK: In the wake of various bold and revolutionary measures initiated by the government to restructure and revive the economy, it is expected that different economic sectors would shortly start registering the desired growth. In this era of revitalization of economy, the Bank of Punjab with all its resources is well prepared to play a vital role in achievement of goals of national importance. Lastly, I would like to avail this opportunity to express gratitude to the bank’s staff and clients for their support and cooperation for the preparation of this report.
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Marketing Strategy The concept of marketing is very important in the business literature. Marketing strategy is a combination of a number of marketing elements according to a market situation. If a business enterprise rationally blends the elements of marketing into a program of mix, then it competes, stays and earns profit in the market. In case, the integration of the various elements of marketing is defective, the firm cannot fight out its rivals in the market and ultimately suffers losses.



Marketing strategy is defined as “The set of controllable tactical marketing tools that the firm blends to produce in response to wants in the target market.”



The various elements of marketing strategy are as follows;  Products  Promotion  Price  Place Marketers use numerous tools to elicit desired responses from their target market. These tools constitute a market mix. “Marketing mix is a set of marketing tools that the firms use to pursue its marketing objectives in the target market.”



25



The Bank of Punjab



Four P’s



Four C’s



Product



Customer needs and wants



Price



Cost to the customers



Place Promotion



Convenience Communication



Now let us discuss the marketing mix of Bank of the Punjab While successfully penetrating the key domestic markets through strategic expansion and business diversification, we remain alive to the challenges emanating from the developments in the global financial markets; the opportunities and threats engendered by greater deregulation, and increased customer expectations. These provide us the impetus to make the best use of available resources, including modern technology, to meet the challenges ahead. Historically, BOP’s core marketing focus for its asset base has been the middle and upper middle business houses (including wholesales and manufacturers) operating in the large urban centers of Pakistan, which are primarily oriented towards foreign trade. This segment contributes significant revenues to the Bank. The liability side remains focused on the middle and upper middle class, retired and serving government and armed forces personnel, and mid size business houses. Benefiting from the bank’s growing balance sheet size, this division is now gaining momentum and our long term aim is to develop it into an independent strategic business unit (SBU). This would enable the bank to acquire, develop and retain specialized abilities, and enhance our focus on serving the emerging needs of the corporate clients.
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Competitive Strategy  Value added services are provided.  Pull and push strategy is adopted  Performance is better.  Welcome customer with smile.  Innovations in banking.
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WORKING OF THE BRANCH



CASH DEPARTMENT:
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JOB SPECIFICATION: Working: The main purpose of cash department is that it deals in money. As bank is borrowing and lending institution, therefore cash is the top most priority of Bank. Another aspect is that cash department is for the security purpose, security in a sense that there should be no embezzlement of funds or in money leaded to bank by any party or person. The efficiency of bank is also related to this department the more efficient the bank is the stronger and busy is the cash department. Cash department is divided into two i.e.



Receipts: The receipts side deals in



*



Collection of funds.



*



*



Collection of utility bills.



Acceptance of deposits.



PAYMENTS: The payments side deals with •



Payments of check



•



Remittances.
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DEPOSIT: JOB SPECIFICATION: Working: It refers to the money received by bank from people, parties, institutions etc. The Bank keeps these funds. People keep these funds with bank because of following purposes: *



Security



*



Profit



*



Gifts Schemes



*



Proper usage of funds



Mostly the bank keeps these funds in two shapes i.e. *



Current A/C



*



Profit & Loss A/C



There is no profit on current A/c and there is no limit of transactions. There is a facility of credit also available that is running finance on current account. As there is a percentage of profit gives on PLS saving A/c and the number of transactions are limited upto 7 in a month. The rate of interest on PLS Saving A/c is 6%, other list of interest is given below.
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ADVANCE DEPARTMENT: JOB SPECIFICATION: Working: Advances department deals in following transaction. 1. Preparation and submission of proposals of Running finance, Cash finance, Demand finance, Export finance, Staff finance, Finance against imported merchandise etc for sanction of finance limit from the hire authority. 2. Preparation and posting of vouchering of all type of finance. 3. Accruals & recovering of Markup on finances on periodical basis. 4. Approval of transfer of funds through DD-TT, PO, MT, IBCO etc to various branches by debiting the limits. 5. Preparation of weekly, monthly, quarterly, and annually statement to the hire authority. 6. Transfer of funds from one account to another account of the party taking the authority letter. 7. Preparation of advances record. 8. Timely submission of returns/reports, daily, weekly, monthly & quarterly. 9. Checking of computer outputs of the department on daily basis. 10. Balancing of all financing heads. 11. Maintenance of Stamp on hank & Balancing. 12. Recovery of finances Installment. A statement is prepared for the purpose of calculating average rate of markup on different finances.



ISSUING OF L/G: Bank issues guaranties on behalf of its customers, whenever customer’s wants to complete a project.
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PRODUCER OF ISSUING OF L/G: When a limit of L/G is approved by the bank authority counter guarantees form I-B 30 is signed by the party. On the next stage the bank kept cash margin on various percentage. Or on the requirement of party T.D.R. are issued equal to cash margin on the requirement of the party. However commission the rate of 0.40% per quarterly are kept oat bank. Or on the approved rate of commission by the authority is recovered from the party.



SERVICES DEPARTMENT: JOB SPECIFICATION: Working: 1.



Receipt of Cheques from customers.



2.



Preparation of transfer delivery /clearing.



3.



Maintenance of clearing proceed account.



4.



Preparation and realization of OBC



5.



DD payable advises posting and vouchering.



6.



Early settlement of DD-II entries.



7.



Balancing of DD payable.



8.



Payment of DD/TT/MT’s & vouchering.



9.



Pak account reconciliation



10.



Correspondence relating department



11.



Filling of respective Deptt. Any other duties assigned by the AVP/AGM operation or manager customer



services.
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MARKETING DEPARTMENT
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MARKETING DEPARTMENT: The marketing department of the Bank of Punjab doing wonderful job. Because of competition in market there are may other Bank is exiting in the market at that time Bank of Punjab also run a marketing campaign specially in cotton balt for limit from Ginner & Oil Miller. Bank of Punjab use a marketing strategy with different way and different scheme.



UTILITY SERVICES: Keeping in view the difficulties faced by the general public BOP has taken the initiative to provide service for collection /receipt of utility bills on behalf of WAPDA, Sui Gas ,Paktel ,Instaphone and WASA from 9.00am 4.00 p.m. all the branches through out the countries are observing this practice to ease the long queues lined – up at the counters of banks.



COMPUTERIZATION/MODERNIZATION: In order to keep up with the pace of innovation the information industry; the bank has launched its Web site. Readers can view our web page and covers with the management and can also send their queries /suggestion on the



E-mail at the



address given on the last page . The bank of Punjab has also planned to complete its branch automation through computerization for its major working branches at the end of the year 2005. So far 29 branches have been computerization . the treasury at Karachi has been linked with our head office through on –line system exclusively designed developed for eliminating the communication gap. ‘REUTERS’ information system has been installed at international division to maintain track record of foreign exchange and currency fluctuation. in order to safeguard the interest of depositor ,close circuit TV cameras have also been installed at all the main branches of the bank.



PUBLICATIONS: The Bank’s biannual magazine ‘Pakistan Banker’ is expanding the circle of its acknowledgement. Owing to the diversity of topics and literal standards of material, the magazine has won top awards of best publication in the country. The Bank’s
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monthly in house Newsletter serves as a source to develop a close intra-institutional association.



HUMAN RESOURCES AND TRAINING ACTIVITIES: The Bank of Punjab avails a rich and diverse human resource potential. In addressing the need for upgrading the academic and professional expertise of staff upto the current day’s requirements, the Bank’s training institute has played an important role. During 2005, training was imparted to 74 officers; management and other miscellaneous courses were organized for 62 officers and refresher courses were arranged for 408 cash officers. Keeping in view the importance of foreign exchange business and dearth of expertise in the field of Forex Banking, we have redoubled our emphasis on education and training in the field of foreign exchange. In the year 2005, a series of courses were arranged to impart necessary skills and expertise to the staff under the supervision of senior executives.



PLS SCHEME: Monthly Income Scheme



12% PA



Prize saving scheme on O/S



5% PA



balance SAVING PLUS ACCOUNTS Rs. 5000 (m) above but between 10000



7.75%



10000 – 50000



8.50



50000 - 100000



9.25



100000 – 250000
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250000 above



10.50



Board of Directors



Support Staff



Chairman



Co. Secretary



Legal



Managing Director



Co. Affairs



HEAD OFFICE STRUCTURE: GM Marketing Sale Deptt. Advertisement Deptt. Area Affairs
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Analysis, Suggestions & Recommendations During my internship at the BOP I find out week areas that require improvements for long-term benefit of the organization. These suggestions and recommendation are
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as follows:



Computerization IT has changed the old method of making business. So, computerization in BOP is become the basic need. Though BOP has the computer system yet the system has not totally shifted on computer. Manual procedure is still there, hence computer facility is not fully availed and many branches are working without computer and computer system, it should be fully availed and system should be fully computerized. Computerization will save to much time which is wasted due to manual procedures.



E-Commerce This world is now called a globle world becaused it is connected through computer network. In today’s networked world e-commerce is getting importance day by day. All the leading banks of the world are adopting the concept of online banking and they are providing better services to their customers through the Internet. BOP should also adopt the e-commerce so that it will be able to compete with the national and international banks. It is only possible when all the branches are computerized.



Performance Appraisal & Compensation Employee appraisal is an major part good and effective HRM. It consists of systematic evaluation of an individual with respect to his personal traits and characteristics, his on job performance and his potential for development. In BOP there is no appraisal system exists. No relationship has so far been established between appraisal and staff motivation. No weight is assigned to appraisal in making decisions on promotions, postings, etc.



Appearance Physical appearance of the location and inside the building also matters. It helps a lot to attract the customer. Some branches of BOP are very attractive but all the branches.



Refresher Training Courses There should be proper staff training refresher courses programs to train the employees latest tool and techniques of the banking. They should be given be given computer training. Most of the employees of the BOP know nothing about the computer and its application in the banking.
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LEARNING AS A STUDENT INTERN: There are following learning points for me in the bank.
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Duties In my first week in Bank of the Punjab, they assigned me work in Account Opening Department. Miss Bushra trained me very nicely and I learned lot of things in this department. He told me different accounts names and their codes. How to open the account?  New Computerized national identity card is must for opening of new account.  For current account 10,000 and for saving 5,000 are required.  What are the necessary requirements of different accounts to be opened? Other activities are  How to fill the deposit Slip if anyone wants to transfer cash in the account or online transfer  How to fill the different accounts Form  How to fill the voucher for issuing of the Cheque Book for the first time  How to fill the requisition slip for the second time issuance  How to issue the Cheque Book  How to enter it in the register  What are the procedures for the ATM card



Accomplishments I m fully trained in this job how to open the different accounts ,how to issue the cheque book and enter it in the register and how to transfer the amount through cash or cheque to an account and how to issue a Debit Card.



Second Week In the Second Week they assigned me work in Clearing Department. Mr. Naveed Rana trained me very nicely and I learned lot of things in this department.



Duties There are two types of clearing. 1. I/W (Inward clearing) 2. O/W (Outward clearing)
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In this week I entered the cheques lodged for inward clearing in clearing register as their cheque number account holder name, cheque amount and bank name amount to be paid. Secondly in this week I prepared (O/W) clearing for next day. Same as entered cheque number account holder name amount and Bank name. In this week I also entered cheque return in cheque return register and put cheque return slip on cheque.



Accomplishments I am full trained now in this particular job. How to fill cheque return slip? How to enter in I/W ,O/W clearing register.



Third Week Duties In third week I perform following tasks relating to the banking system. 1. IBC (Inter bills clearing) 2. OBC In this week I worked for IBC (Inter bills clearing). IBC mean cheques lodged for clearing from other city. I entered these cheques in IBC register if it is BOP cheque then Mr. Naveed Rana cleared or return this cheque and if it is cheque of other bank then it is again entered in O/W clearing registered and lodged next day for clearing. Secondly in this week I prepared OBC, filling of OBC slip as cheque number their amount OBC number and branch name. Accomplishments In this week I repeatedly performed this job and now I am fully trained in this job.



Fourth Week In Fourth week they assign me work for Remittances Demand draft and Pay order preparation.



Duties Demand draft is for payment outside of city and pay order for local payment. It is a secure source of payment.



41



The Bank of Punjab



There are no charges for Pay order while other banks charge for this service so it is an advantage going to BOP bank to attract customers.



Accomplishments In this week I repeatedly perform the jobs and I am fully trained in such type of operations i.e to make the DD,Pay order and mark the Charges if Customer is not account holder of the Bank then 255 Rs commision of the Bank.



Fifth Week Duties In this week I worked in Accounts and Cash Department. In fifth week they assign me work in cash department. In cash department I learned about Receipts and Payments and about how to receipt cash and how to enter it in computer. In Accounts Department how to sort the Vouchers and preparation of Salaries.



Accomplishments I am fully trained in this job i.e to check that all the vouchers are acrutinized and matched with the activity



Sixth Week Duties In Sixth Week I worked in Forein Exchange and in Credit Department. They told me brief introduction about import and Export. Necessary Requirement about the Letter of Credit .What Documents are required for Import and Export Secondly in this week I learned about Advances from credit manager Mr.Atif. What are requirements for loan? It is a procedure that takes many days.



Accomplishments: In this week I m fully trained in these jobs.



Problems During my internship at this particular branch of BOP, there are following problems I have found which are directly affect on efficiency and performance of the bank. There problems are also called as an internal problems. So these are discussing below:
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1. Lack of communication among the employees: During the period of my internship I found this problem as a biggest problem that, they are not very effective in communication between themselves. They do not share the experience with each other and do not care the other employee. If one employee has a problem, then he asked to other, but he does not give clear solution to that problems. They are shows the facial expressions against each other.They are talk against each other in front of me. So finally it is very needy for a public services organization to keep atmosphere friendly among the management and employees.



2. Low Efficiency of employees: Efficiency of employees is also low at this branch. For example Mr. Assad Bhutta manager has 3 years experience at BOP but he is not professional. Where he assign the result is zero. During my internship no body was satisfied from his performance. Sometimes he has done wrongly postings.



3. Lack of computing skills: Computing skills are also low, some executive are very efficient in computing skills but some are not totally aware from this system. For example ATM machine at this branch is only handled to Mr. Naeem Shehzad manager. When operation manager is on leave branch faces problems about ATM machine.



4. Misuse of resources: Resource are very needy, so there must be avoid to misuse the resources but in this branch it is reverse case, there is very wrong use of the resources, employees does not take care of resources and not used them in right direction. For example every person misuse telephone service even guards they use it for personal matters.
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During the internship there is practical knowledge acquired about the banking sector. What activities are performed by banks and how to deal with public? Also commitment about work and operations of banks. Financing and credits and other public services are performed by the banks. What are implementations of banking rules in banking sector? And much learn about the various executive’s experiences and their skills. What is role of higher authority (manager) in decision making and how to solve the problems? How much money or reserves are used to meet the requirements in the branch. What are the duties of operation manager and how to pay cheques and all procedure relating to opening account in the banks?



How Experience Impacts My Career I have gained a lot from my internship. I am doing specialization in Finance and in BOP Bank I have learned a lot of work related with Finance .This helps me a lot to complete my specialization. My communication and negotiation skills are very much improved. How to communicate and work with the professional people. BOP is a very well known Bank and its products and services are very vast and customers are very much satisfied with the Bank. Its a learning organization. BOP is now emerging as one of the competitive banks in the banking sector. Doing internship in Bank of Punjab will also help me a lot for finding my job Insha Allah in the future.



Appendixes
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DEFINITIONS For the purpose of these regulations: 1. Account Holder means a person who has opened any account with a bank or is a holder of deposit / deposit certificate or any instrument representing deposit / placing of money with a bank / DFI or has borrowed money from the bank / DFI. 2. Bank means a banking company as defined in the Banking Companies Ordinance, 1962. 3. Borrower means a person on whom a bank / DFI has taken any exposure during the course of business. 4. Contingent liability means: (a) a possible obligation that arises from past events and whose existence will be confirmed only by the occurrence or non- occurrence of one or more uncertain future events not wholly within the control of the enterprise; or (b) a present obligation that arises from past events but is not recognized because: (i) it is not probable that an outflow of resources embodying economic benefits will be required to settle the obligation; or (ii) the amount of the obligation cannot be measured with sufficient reliability; and includes letters of credit, letters of guarantee, bid bonds / performance bonds, advance payment guarantees and underwriting commitments. 5. Corporate Card means credit card issued to the employees of an entity where the repayment is to be made by the said entity. 6. DFI means Development Financial Institution and includes the Pakistan Industrial Credit and Investment Corporation (PICIC), the Saudi Pak Industrial and Agricultural Investment Company Limited, the Pak Kuwait Investment Company Limited, the Pak
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Libya Holding Company Limited, the Pak Oman Investment Company (Pvt.) Limited, Investment Corporation of Pakistan, House Building Finance Corporation and any other financial institution notified under Section 3-A of the Banking Companies Ordinance, 1962. 7. Documents include vouchers, cheques, bills, pay-orders, promissory notes, securities for leases / advances and claims by or against the bank / DFI or other papers supporting entries in the books of a bank / DFI. 8. Equity of the Bank / DFI means Tier-I Capital or Core Capital and includes paid-up capital, general reserves, balance in share premium account, reserve for issue of bonus shares and retained earnings / accumulated losses as disclosed in latest annual audited financial statements. In case of branches of foreign banks operating in Pakistan, equity will mean capital maintained, free of losses and provisions, under Section 13 of the Banking Companies Ordinance, 1962. For the purpose of Regulation R-1, reserve shall also include revaluation reserves on account of fixed assets to the extent of 50% of their value. However, for this purpose assets must be prudently valued by valuers on the panel of Pakistan Bank Association (PBA), fully taking into account the possibility of price fluctuations and forced sale value. Revaluation reserves reflecting the difference between the book value and the market value will be eligible up to 50%. 9. Equity of the Borrower includes paid-up capital, general reserves, balance in share premium account, reserve for issue of bonus shares and retained earnings / accumulated losses, revaluation reserves on account of fixed assets and subordinated loans. The Preference Shares, only with the following features, will also be included in the equity of the borrower: - There should not be any provision for redemption or the redemption should be at the option of the issuer. - In case the issuer is given an option to redeem the preference shares, as per agreed terms and conditions, the issuer will redeem the share only through a sinking fund created out of the profits of the company.
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Further, the sinking fund created for this purpose would not be calculated towards the equity of the issuer. - The terms and conditions should not give rise to a contractual obligation on the part of the issuer to deliver another financial asset or exchange another financial instrument under conditions that are or can be potentially unfavourable to the issuer. However, an option to convert preference shares into common shares may be included in the features of the preference shares. - The terms and conditions of the preference shares should not be such as to compel the issuer economically, financially or otherwise to redeem the shares. - Payment and distribution of dividend to the holders of preferred shares, whether cumulative or non-cumulative, should be at the discretion of the issuer. Revaluation reserves will remain part of the equity for first three years only, from the date of asset revaluation, during which time the borrower will strengthen its equity base to enable it to avail facilities without the benefit of revaluation reserves. However, if a borrower gets revaluation during the three years period, the borrower will be allowed the benefit from fresh revaluation, to the extent of increase in revaluation reserves, but restricting the benefit of such incremental value to 3 years only. Similarly, if after 3 years, the borrower again gets revaluation of the assets with resultant addition in their value, the benefit of such revaluation may also be allowed for the next 3 years, again to the extent of increase in revaluation reserves. The revaluation reserves to be eligible for benefit should be calculated by the valuers on the approved panel of the PBA. If the bank / DFI obtains copy of accounts as per requirement in Prudential Regulation R-3, then nsuch revaluation reserves should appear in the said accounts, and in such case, no parallel calculation by the banks / DFIs for amortization purposes will be required. In case of no requirement of copy of accounts, the borrower may still be given the benefit of revaluation reserves in the way mentioned above, but the bank / DFI will calculate the amortization of the same independently. 10. Exposure means financing facilities whether fund based and / or non-fund based and include: (i) Any form of financing facility extended or bills purchased/ discounted except ones drawn against the L/Cs of banks / DFIs rated at least ‘A’ by Standard & Poor, Moody’s,
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and Fitch-Ibca or credit rating agency on the approved panel of State Bank of Pakistan and duly accepted by such L/C issuing banks / DFIs (ii) Any financing facility extended or bills purchased/discounted on the guarantee of the person. (iii) Subscription to or investment in shares, Participation Term Certificates, Term Finance Certificates or any other Commercial Paper by whatever name called (at book value) issued or guaranteed by the persons. (iv) Credit facilities extended through corporate cards. (v) Any financing obligation undertaken on behalf of the person under a letter of credit including a stand-by letter of credit, or similar instrument. (vi) Loan repayment financial guarantees issued on behalf of the person. (vii) Any obligations undertaken on behalf of the person under any other guarantees including underwriting commitments. (viii) Acceptance/endorsements made on account. (ix) Any other liability assumed on behalf of the client to advance funds pursuant to a contractual commitment. 11.Financial Institutions mean banks, Development Financial Institutions (DFIs) and NBFCs. 12. Forced Sale Value (FSV) means the value which fully reflects the possibility of price fluctuations and can currently be obtained by selling the mortgaged / pledged assets in a forced / distressed sale conditions. 13. Government Securities shall include such types of Pak. Rupee obligations of the Federal Government or a Provincial Government or of a Corporation wholly owned or controlled, directly or indirectly, by the Federal Government or a Provincial Government and guaranteed by the Federal Government as the Federal Government may, by notification in the Official Gazette, declare, to the extent determined from time to time, to be Government Securities.



49



The Bank of Punjab



14. Group means persons, whether natural or juridical, if one of them or his dependent family members or its subsidiary, have control or hold substantial ownership interest over the other. For the purpose of this: (a) Subsidiary will have the same meaning as defined in sub-section 3(2) of the Companies Ordinance, 1984 i.e. a company or a body corporate shall deemed to be a subsidiary of another company if that other company or body corporate directly or indirectly controls, beneficially owns or holds more than 50% of its voting securities or otherwise has power to elect and appoint more than 50% of its directors. (b) Control refers to an ownership directly or indirectly through subsidiaries, of more than one half of voting power of an enterprise. (c) Substantial ownership / affiliation means beneficial shareholding of more than 25% by a person and/or by his dependent family members, which will include his/her spouse, dependent lineal ascendants and descendants and dependent brothers and sisters. However, shareholding in or by the Government owned entities and financial institutions will not constitute substantial ownership / affiliation, for the purpose of these regulations. 15. Liquid Assets are the assets which are readily convertible into cash without recourse to a court of law and mean encashment / realizable value of government securities, bank deposits, certificates of deposit, shares of listed companies which are actively traded on the stock exchange, NIT Units, certificates of mutual funds, Certificates of Investment (COIs) issued by DFIs / NBFCs rated at least ‘A’ by a credit rating agency on the approved panel of State Bank of Pakistan, listed TFCs rated at least ‘A’ by a credit rating agency on the approved panel of State Bank of Pakistan and certificates of asset management companies for which there is a book maker quoting daily offer and bid rates and there is active secondary market trading. These assets with appropriate margins should be in possession of the banks / DFIs with perfected lien. Guarantees issued by domestic banks / DFIs when received as collateral by banks / DFIs will be treated at par with liquid assets whereas, for guarantees issued by foreign banks, the issuing banks’ rating, assigned either by Standard & Poors, Moody’s or Fitch-Ibca, should be ‘A’ and above or equivalent. The inter-branch indemnity / guarantee issued by the bank’s overseas branch in favor of its sister branch in Pakistan, would also be treated at par with liquid assets, provided the
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bank is rated ‘A’ and above or equivalent either by Standard & Poors, Moody’s or FitchIbca. The indemnity for this purpose should be similar to a guarantee i.e. unconditional and demand in nature. 16. Major Shareholder of a bank / DFI means any person holding 5% or more of the share capital of a bank / DFI either individually or in concert with family members. Family members have the same meaning as defined in the Banking Companies Ordinance, 1962. 17. Medium and Long Term Facilities mean facilities with maturities of more than one year and Short Term Facilities mean facilities with maturities up to one year 18. NBFC means Non-Banking Finance Company and includes a Modaraba, Leasing Company, Housing Finance Company, Investment Bank, Discount House, Asset Management Company and a Venture Capital Company. 19. Other Form of Security means hypothecation of stock (inventory), assignment of receivables, lease rentals, contract receivables, etc. 20. PBA means Pakistan Banks Association. 21. Person means and includes an individual, a Hindu undivided family, a firm, an association or body of individuals whether incorporated or not, a company and every other juridical person. 22. Readily Realizable Assets mean and include liquid assets and stocks pledged to the banks / DFIs in possession, with ‘perfected lien’ duly supported with complete documentation. 23. Secured means exposure backed by tangible security and any other form of security with appropriate margins (in cases where margin has been prescribed by State Bank, appropriate margin shall at least be equal to the prescribed margin). Exposure without any security or collateral is defined as clean.
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The banks / DFIs may also take exposure against Trust Receipt. They are, however, free to take collateral / securities, to secure their risks / exposure, in addition to the Trust Receipt.Banks /DFIs will be free to decide about obtaining security / collateral against the L/C facilities for the interim period, i.e. from the date of opening of L/C till the receipt of title documents to the goods. 24. Subordinated Loan means an unsecured loan extended to the borrower by its sponsors, subordinate to the claim of the bank / DFI taking exposure on the borrower and documented by a formal sub-ordination agreement between provider of the loan and the bank / DFI. The loan shall be disclosed in the annual audited financial statements of the borrower as subordinated loan. 25. Tangible Security means readily realizable assets (as defined in these Prudential Regulations), mortgage of land, plant, building, machinery and any other fixed assets. 26. Underwriting Commitments mean commitments given by commercial banks / DFIs to the limited companies at the time of new issue of equity /debt instrument, that in case the proposed issue of equity / debt instrument is not fully subscribed, the un-subscribed portion will be taken up by them (commercial banks / DFIs).
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