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Ansar-VDP Unnayan Bank
Core Banking Solution (CBS)

User Creation / Access Request Form

1. Request Details
1.1 Request Type: [ New User [J Modify Access [J Temporary Access [J Reactivation
1.2 Request Date:

1.3 Effective From: Effective To (if temporary):

1.4 Priority: [] Normal [J Urgent (Justification required)

2. Employee Information
2. 1 Employee Name:

2.2 Employee ID :

2.3 Designation:

2.4 Department / Branch:
2.5 Office Location: [J Head Office [ Branch (Name/Code):
2.6 Official Email:

2.7 Official Phone/Mobile No.:

3. CBS User Account Details
3.1 Requested User ID (if any):

3.2 User Category: (1 Maker [ Checker [ Approver L Viewer [J Admin (ICT Only)
3.3 Access Level: [ Branch Level [J Regional Level (] Head Office Level [J Audit Level
3.4 Operational Scope: [J Own Branch [J Multiple Branches [J HO Only

4. Module-wise Access Requirement

(v Tick required modules) - [J Customer Information File (CIF) - O Account Opening &
Maintenance - [J Deposit / Savings / Term Deposit - [J Loan / Advances - [J General Ledger
(GL) - OJ Cash & Teller Operations - [J Remittance / Clearing - [ Standing Instruction - [J
Interest / Charges Posting - (1 Reports & MIS - [J Other (Specify):

5. Transaction Authority (if applicable)
5.1 Cash Transaction Limit (BDT):

5.2 Transfer / Clearing Limit (BDT):
5.3 Loan Sanction / Approval Limit (BDT):

6. Security & Compliance Declarations (¢ Tick required)
[0 User has signed Confidentiality & Acceptable Use Policy
[0 User has completed CBS / ICT Security Awareness Training
[J Strong password & 2FA (if applicable) will be enforced

Applicant Seal-Signature & Date:

1|Page 1S Liser Creation Form
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7. Requesting Authority
7.1 Requested By (Name):
7.2 Designation:
7.3 Seal-Signature & Date:

8. Region/ Branch / Department Head Recommendation
8.1 Recommended By (Name):

8.2 Designation:
8.3 Seal-Signature & Date:
8.4 Remarks (if any):

9. Final Approval
9.1 Approving Authority:

9.2 Designation:
9.3 Seal-Signature & Date:

9. ICT / CBS Administration (For Official Use Only)
9.1 Verified By (ICT):

9.2 User ID Created: [] Yes [1 No
9.3 CBS Role Assigned:
9.4 Date of Creation:
9.5 Remarks:

Seal-Signature & Date:

Important Notes: 1. Incomplete forms will not be processed. 2. Access will be strictly based
on job responsibility and segregation of duties. 3. User access will be reviewed periodically
as per ICT Security Policy. 4. Misuse of CBS access may lead to disciplinary and legal actions.

Form Control:

Form No.: CBS-UC-01

Version: 1.0

Effective Date:

Issued By: ICT Department, Ansar-VDP Unnayan Bank




Ansar-VDP Unnayan Bank
Core Banking System (CBS)
User Deactivation / Role Change Request Form

1. Request Type

User Deactivation (Permanent)
Temporary Suspension

Role Change / Access Modification
Transfer (Branch / Department Change)
Exit / Retirement / Termination

a0yl O

2. Employee Information
2.1 Employee Name:

2.2 Employee ID:

2.3 Designation:

2.4 Current Department / Branch:

2.5 New Department / Branch (if applicable):
2.6 CBS User ID (If any):

3. Reason for Deactivation (If applicable)
(+ Tick applicable reason) - O Official Transfer - CJ Promotion / Demotion - [J Resignation

- O Retirement - O] Termination / Dismissal - [J Long Leave / Suspension - [J Security /
Disciplinary Issue - [J Other (Specify):
Effective Date: Effective Time:

4. Current CBS Access Summary (For Reference)

4.1 User Category: [ Maker [0 Checker O Approver [ Viewer [J Admin
4.2 Access Level: [0 Branch [J Regional L] Head Office

4.3 Assigned Modules:

5. Requested Change Details (If applicable)
A. For Deactivation / Suspension
e Type: O Immediate [ Scheduled

e Suspension Period (if temporary): From To

B. For Role / Access Change
e New User Category: (I Maker [J Checker (0 Approver [ Viewer

e New Access Level: [ Branch O Regional [] Head Office
e Revised Modules:

e Revised Transaction Limits (if any):

1|Pag: User Deactivation / Role Change Request Form
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6. Handover & Risk Confirmation
[ All pending transactions reviewed and handed over
Ll No unresolved items remain under the user ID
0] Cash / GL/ Loan positions verified (if applicable)
7. Security & Compliance Declaration
O Access change complies with Segregation of Duties (SoD)
O Deactivation requested as per HR Order
0 Immediate deactivation required to mitigate operational / security risk

Applicant Seal-Signature & Date:

8. Requesting Authority
* Requested By (Name):
® Designation:

® Seal-Signature & Date:

9. Reagion/ Branch / Department Head Recommendation
* Recommended By (Name):
e Designation:

® Searl-Signature & Date:
® Remarks:

10. Final Approval
® Approving Authority:
e Designation:
* Signature & Date:

10. ICT / CBS Administration (For Official Use Only)
* Action Taken: [J Deactivated (J Suspended [J Role Modified
® Date & Time of Action:
* CBS Role / Profile Applied:

* Executed By (ICT) Seal-Signature & Date:

¢ Verified By (ICT Head) Seal-Signature & Date:
¢ Remarks:

Important Notes (Compliance): 1. CBS access must be deactivated immediately upon
employee exit, suspension, or transfer. 2. Role change must follow the Principle of Least
Privilege. 3. This form is mandatory for audit trail and Bangladesh Bank inspection. 4. HR
notification must be attached for exit-related deactivation.

Form Control: Form No.: CBS-UD-02 Version: 1.0
Effective Date: Issued By: ICT Department, Ansar-VDP Unnayan Bank
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