














Daily Departmental Control Function Checklist

Weekly Departmental Control Function Checklist

Monthly Departmental Control Function Checklist

Quarterly Departmental Control Function Checklist




(Introduction):

(Name of the Manual):
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. (Overview of Bangladesh House Building Finance
Corporation):



(Internal Control and Compliance System):

(Principles of Internal Control):

(Components of Internal Control):



(Internal Control Environment):



(Objectives of Internal Control):
(Operational Objectives);
(Reporting Objectives);

(Compliance Objectives).

(Operational Objectives):

(Reporting Objectives):

() (External Financial Reports):
() - (External Non-financial Reports):
() (Internal Financial Reports):

() - (Internal Non-financial Reports):



(Compliance Objectives):

(Control Activities and Segregation of Duties):

. (Corrective Measures to
be taken by ICC):

iv.



Compliance System):

(Scope of Internal Control and



(Policy Guideline and Responsibilities):

(Policy Guideline):

(Internal Procedure)
() (Internal Check), ( )
(Internal Audit) () (Other control systems)

() - )
( ) The Bangladesh House Building Finance Corporation (Direct Sale
of Mortgaged Property) Rules, 1977,
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(Board of Directors and their Functions):

(Responsibility and Power of the Board of
Directors):
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. (Structure & Respossibility of the Board
Audit Committee):

()
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. (Responsibilities and Duties of Board Audit
Committee):
()

(Compliance Culture)

()

()






Committee):

()

()

()

Committee):

Committee):

()

(Responsibility of the Management):

(Responsibility of the Standing Committee):

Operational Activities

(Responsibility of the Central Disciplinary

(Risk Assessment and Management

(Responsibilities of Management Credit
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(Responsibilities of Management
Investment Committee):

()

(Responsibilities of Kharidabari
Management Committee):

()
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. (Role of External Auditors in
Evaluating Internal Control System):

()

() ,

(Dispute Settlement):

(Management Reporting System):
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. (Internal Control and Compliance
Related Issues):
(Introduction):

: (The Organizational Structure of
ICC):
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(Head of ICC)
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Monitorina dept. (DGM)
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A\ 4

Compliance Dept. (DGM)

y

Il

Audit Dept. (DGM)
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(Head of ICC):

(Head of ICC)
(General Manager)

(Core Risk Management):

(Credit Risk);
(Asset Liability) ;
(Internal Control and Complaince Risk);
(Money Laundering Risk);
(Icm
(Environmental and Social Risk)

(Credit Risk):

) (Loan Pricing Risk):
/ ,
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(Operational Risk):

(Supervisory Risk):

(Asset Liability)
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) (Internal Control and Compliance Risk):
> ;
» ;
» ;
> ;
» ;
>
) (Money Laundering Risk):
> (KYC) ;
> ;
> ;
> ;
> ;
>
) (ICT)
> - ;
> ;
> ;
> ;
> :
> (DOS);
> (DDOS)
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) (Environmental and Social Risk):

: / (Accounts Concluding Meeting/ Account
Finalization):

(Elimination of Vulnerabilities in Monitoring

A;ctivities):
/
- () ( )
/ -
(Operationally independent),
(Appropriately trained) (Competent)

/
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. (Compliance of Instructions of the
Regulatory Authority):

(Audit Department):
(Objectives of Audit Department):
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(Terms & Reference of Audit Department):

/
/
/ / /
/ / / /
/
/
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. (Head of Audit Department and his
Responsibilities):
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(Performance)

(Role and Responsibilities of Internal Auditors):
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(Auditor’s Qualifications):

/ , CMA/ CMA,
CISA / B.Sc
()

> ;

> ()

> /
: (Appraisal of ICC
Officials):

(Trainging and Development).
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(In House Training):

/

(Foreign Training):

(Job Rotation):
/ /
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(Internal Audit):

(Definition of Audit):

(Objectives & Importance of Audit):

(Primary)
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(Secondary)
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(Social Objectives):
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(Auditors’ Right):



(Types of Audit):

v

(External Audit)

v

(Internal Audit)

A 4

(Commercial Audit)

(Internal Audit):

A 4

(Statutory Audit)

(Definition of Internal Audit):
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(Goals and Objectives of Internal Audit):
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(Principles of Internal Audit):
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() , BSR (Bangladesh
Service Rule), , :
/
( ) / ] 1 ]
() ,
(Spot Settlement)
() ,
/

(Scope of Internal Audit):

The Institute of Internal Auditors (11A) -
() (Reliability & Integrity of Information):
() , : (Compliance with Policies, Plans, Procedures)
() (Safeguarding of Assets):
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()

(Preventive),

(Proper uses of Resources):

(Accomplishment of Established Objectives).

(Importance of Internal Audit):

(Protective)

(Curative)
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: /- (Duties/Responsibilities of Internal

Auditors):

() , , , ,
Credit

management Controlled Environment

/ / / ;

( ) Departmental Control Function Check List (DCFCL)

() ‘Post Audit Review’-

(Terms of Reference of Auditors):
/ -
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K/ 7/ K/
X IR X X

K/
X4

)

- /
(TAIL-KNOWLEDGE)

T- Takes Care of Everybody

A- All-Time/All-Types of Worker
I- Indispensable

L- Latetime Worker (Always)

O



K- Knows all (Pretend to be- Knows all or Knows nothing)
N- Non-stopable (Always Busy)
O- Obedient & Obliged (Always)

L- Leave (On-leave or Absent)

E- Efficient (Efficient & Prompt- any way more than above)
D- Delay (Diligently & Willfully)

G- Graceful (Too much)

E- Emotional Black-mailer

X/ /7 X/ X/ /7 X/ X/ 7
L X X IR X IR X IR X S X I X4

X/
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: /
/
/
, /
/
(Objectivity)
/ (Proper Competence/Appropriateness)

(Simplicity & Easily Understandable)
(Completeness)
(Specific & Firmness)
(Conciseness)
(Consistency & Uniformity)
, (With Due Care & Diligence)
/ (Impartiality/Neutrality)

- (Neat & Cleanliness)

W- Without Hesitation (Asking no Question- even in an adverse situation)
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(Acceptability)
(Confidentiality/Secrecy)
(Reality & Effectiveness/Usefulness)
(Continuity)
(Perfect Information against Opinion)
(Written & proof with Document)

. , (Appropriate & Effective
Observation, Recommendation & Comments)

(Date & Name of Auditor)
/ (Signature)

(Concurrent audit):

(Types of Irregularities):
, (Misstatement), -

/
() (Minor Irregularities);
() (Major Irregularities);
() (Serious Irregularities)

(Minor Irregularities):

(system Lapses)

(Minor
Irregularities)
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(Major Irregularities):
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( ) Encumbrance Notice (E/N)
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(Serious Irregularities):

Sl

Fraud/Forgery

Chain Documents

/
Mortgaged Property
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Audit):

(Punishment):

/

(Rewards / Incentives for Auditors):

(Wrap-up Meeting after Internal
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(External Audit):
(Introduction):

(Commercial Audit):

()

() /Non Serious Finacial Irregularities (Non SFI);
() /Serious Finacial Irregularities (SF1);

() (Draft Para);

() (Compiled Para)

()

(Non SFI);
Non SFI

Non SFI

() Non SFI )
Non SFI /

Non SFI SFI
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Non SFI ,

( ) Non SFI

Non SFI ,
Non SFI

() /Serious Finacial Irregularities (SFI):

1 1 1 ]

Serious Financial Irregularities (SFI)

SFI ()
SFI
() SFI _
SFI / - ,
SFI
() SFI
() /
/ ,
() -
, ( , , / ,
) - SFI
/
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() (Draft Para):
SFI

- (1)

, SFI
() (Compiled Para):

Comptroller & Auditor
General (CAG) CAG

Public Accounts Committee (PAC)

()

PAC

PAC
Non SFI SFI SFI Non SFI

(Statutory Audit):

()

() Bangladesh Chartered Accountants Order, 1973 (P.O. No. Il of 1973)
Article 2(1)(b) ( ) ‘Chartered Accountant’

() Chartered Accountant :

( ) Chartered Accountant :
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(Special Audit):

(Definition):

/

(Special Audit Team build up):
/ /

(Special Audit area):
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Submission):

/

(Special Audit Procedure and Report
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(Information & Communication Technology Audit):

(ICT Audit)

(ICT Audit)-

(Objectives/ Purpose of ICT Audit):

(Information Technology): ,
(DBMS), \

(Data): (image), (audio), (video),
(Software or System), (Text), (Doccument)

(Facilities):

(Human Resources): :

(Efficiency):

(Economy):

89
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> (Effectiveness):

(Confidentiality): ;

(Integrity): , :
(Adequacy): ;

YV V V V

(Compliance): , -

> (Reliability and Security of Information):

/ (Importance of ICT Audit):

(ICT) ;
> (ICT)

(Vulnerable) ;
> ' (ICcT) ,

(1CT) (Tampering),
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(Duties of ICT Auditors):

(Types of ICT Audit):
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(Elements of ICT Audit Strategy):

(Application Access) ;
(Database Access) ;
(Operating System Access) ;
(Virtual Access) ;
(Disaster Recovery) ;
(Vendor Management) ;
(Incident Management) ;
(Network access) ;
(External security) ;
(Anti-malware) ;
(Vulnerability Management) ;
(User Awareness) ;
(Resource Management) ;
(Security Program)
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(Steps of ICT Audit Process):
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(Scope of IT General Control Audit):
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(Role of ICT Audit):

(IT Control) :

]

(Penetration Test):
(Penetration Test)

() ;
() ;

( ) Denial-of-service (DoS) Distributed Denial of Service (DDoS)
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(Controls):

(General Control Audit):

(Business Continuity Plan):

(Business Continuity Plan)
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(Disaster Recovery Planning):

/

(Business Recovery Process- BRP)

(Change Management):

(Auditor’s Checking):

/ (

(Audit in Charge)
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(Application control):

(Specific control):
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(Function) ;

(Application Processing)
(Relative Significance) ;

(Computer Assisted Audit Techniques and Tools)

/ /

CAATs
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Facilities)

CAATs

(SBA):

(Information and Communication Technology

(SBA)
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>
. (CAATS):
Computer Assisted Audit Techniques and Tools (CAATS)
CAATSs-
CAATSs
CAATs
> ;
> ;
> ;
>
CAATs :
> CAATs;
> CAATs
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()

(Processing Control):

(System Administrator)

(Output Control):

Local Area Network (LAN)
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Recovery Planning):
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(SOP)

(link rule) ;

(negotiable materials)
(damage) (unauthorized

(access)

(Data Center Security and Disaster

(SOP)

(Technical IT Control Audit):

(Mandatory access control):
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. (RIP):
Residual Information
/ / /
/ (unaided memory)
[ / ’
. RAM, , ;

(Risk Assessment):

(1ICT)
-. (System Characterization):
(ICT)
/
- (Threat Identification):
() : (ICT)
()
( )
( , )
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- (Vulnerability Identification):
(Vulnerability) , ,

-, (Control Analysis):
(Vulnerability)
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(Probability Determination):

(Penetration)

/
(Penetration)
(Impact analysis):
(
() ()
()
() ()
()
() ()
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(Risk Determination):

> (Penetration)

(mission risk)

(risk ratings)

( ) x
( ) ()
(.)
(x.=) ( x
(.)
(x.=) ( x
(.)
((x.=) ( x
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(Control Recommendations):

(Result Documentation):
(Vulnerability)
(Record)

(exposure)
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- (Risk Based Internal Audit):

(Inherent Risk)

(Audit Procedure):

> -
; (Off Sight Supervision) -
> - (Sensitive sectors)
> -
> /
(On Sight
Supervision)
- (Preparation of risk based audit plan):
)
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) (Market Risk), (Operational Risk),
(Credit Risk) (Audit Circle)
/
(Prioritization of audit):
(Risk audit matrix):
© = High High M & Low F
=
o S ot Medium Medium M & Low F Medium M & Medium F
= %'&:ﬁ Low Low M & Low F Low M & Medium F Low M & High F
€S
Low Medium High
Frequency of Risk (F)
High (3) Moderate (3)
s _ (3x1)
22 Moderate (2) Low (2) Moderate (4)
S % (2x1) (2X2)
g 04 Low (1) Low (1) Low (2) Moderate (3)
05 (1X1) (1X2) (1X3)
= Low (1) Moderate (2) High (3)

Frequency of Risk (F)

(High Magnitude)
(High Magnitude)
(Medium Magnitude)

(Medi

um Magnitude)

(High Magnitude)
(Low Magnitude)

(High Frequency)
(Medium Frequency)
(High Frequency)
(Medium Frequency)
(Low Frequency)
(High Frequency)
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- (Risk Based Internal Audit Methodology):

(Understanding the business):

(Involving Management)

(Determine management’s risk
tolerance and appetite):
(Risk Appetite)

(Assess risk impact and likelihood):

Understand the
business

Assess risk Get

Impact and Management
Likelihood Involved

Determine
Management’s
Risk Tolerance

and Appetite
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(Formation of audit team):

> ;

> ;

> ;

> (Summarization);

> ;

> ;

>

(Control risk assessment):
. ;
ii. ;
iii. ;
Iv.
V.
i ;
ii. - ;
iii. ;
\2
(Risk model construction):
: (Control Risk),

(Detection Risk) (Inherent Risk)

RMM

Audit risk

Inherent
risk

bvq
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(Risk Recognition and Assessment):

(Credit Risk),
perational Ris arket Ris
O ional Risk Market Risk
(Risk Analysis of Control Functions):
( )
(Business Risk)
(Control Risk)
. - (Steps in adopting risk-based internal

audit):

- (An overview of the existing risk
profile of the corporation);

(Management Risk) , (Compliance Risk)
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(Risk Assessment):

(Development of formats for risk assessment):
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(Risk assessment of branch as a whole):

/ / /

0) ) ()

() () ()




(Risk assessment):

- /
: (Conduct of on-site
audit and report findings):
(Low) , (Medium),  (High), (Very High)
(Extremely High) ;
y High High Risk Very High Risk | Extremely High Risk
2 (50) (500) (1500) (2500)
2 Medium | Medium Risk High Risk Very High Risk
£ (30) (300) (900) (1500)
@ Low Low Risk | Medium Risk High Risk
(10) (100) (300) (500)
Low Medium High
(10) (30) (50)
Control Risk

D
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composite risk level using composite risk matrix):

(Business Risk)

(Control Risk)

(Determine of

Increasing

Increasing

n Increasing Increasing
0
.GE’ 7‘,_‘) Stable Stable Stable/ Increasing Increasing
2 d
n'g Decreasing Decreasing Stable Increasing
Decreasing Stable Increasing
Control Risk
(Determine the ratings of a branch):
- ()
. - (Conduct of on-site Audit and Report
Findings):
/
/ / /
>
>
i.
ii. )
iii.
iv. .
V. :
Vi.
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(Audit systems and procedures):

I/

(Audit Systems and Procedures for Branch
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Soft

Hard

(Audit Systems and Procedures for Regional

/
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Soft Hard

(Audit Systems and Procedures for
Various Departments of Head Office).

> /
/
>
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/
> Y B
>
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> / [
( ) ; /
/
> /
>
/ /
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(Inspection):

(Objectives of Inspection):

(Types of Inspection):

(Functions of Inspection):

(Procedures of Inspection):

v



(Examination of Records):

, /
/ : -
/ (Inquiry):
/ Who, What,
When, Where, Why & How -
(Sampling):
\ (Inreviewing, Field Visit & Survey):
: / /
/- (Confirmation & Cross / Counter Checking):

W



/ / (Compliance):

(Compliance Test):

- (Use of Computer Techniques):

(Substantive Test):

) Test of detailed transaction
) Test of significant ratio & trends

(Dependence of Experts & Auditors):

/ (Analytical Review):
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(Ratio-analysis) (Trends) ,

(Outline of Inspection function):

(Inspection by the Controlling Office):

/

| (Rules and Procedures of Reporting):

bd



measures):
>

(Monitoring):

(Monitoring Activities and Corrective

(Objectives of Monitoring Department):

(Grading) ;

v



> (Health report) ;

> )

(Application of Monitoring System):

(Depeartmental Control Function Checklist):

() -
(DCFCL)” [ (-] [ |

)1 [ ) [ 0]

/ / /
() DCFCL Control Sheet
(IcT)

DCFCL

- (Loan Documentation Checklist):
() -

[ - ( )]

()

(Quarterly Operations Report):

: (Annaul ICC Report on the Health of
the Corporation):

b



YV V V V V

(Compliance):

(Overview):

(Independence of Compliance Functions):
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(Compliance Process):

() (Point of
Contact)

()

() (Clarification)

(Regulatory Compliance):

(Functions of Compliance):

(Audit
Department)

be
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/

/

(Audit Compliance Certificate)

by



Different Parties for Compliance):

for Compliance):

Directors for Compliance):

(Rules and Responsibilities of

(Responsibilities of Management

(Responsibilities of the Board of

bq



(Responsibilities of the Head of Compliance):

.. (Responsibilities of the Board’s
Audit Committee for Compliance):

() ;
()

() ;
() '

. (Responsibilities of the
Management Credit Committee for Compliance):

(Responsibilities of the Internal Auditors):

. (Internal Audit Objections Settlement
and File close):

/ ()
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. (Settlement of Minor Irregularties
and File close):

.. (Settlement of Major Lapses and File
close):

. (Settlement of Serious Lapses
and File close):
] ] /

. (Settlement of Govt.
Commercial Audit Objections and File close):

)

be
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() (Non SFI)
() /Serious Finacial Irregularities (SFI)

Non SFI
) Non SFI

) Non SFI

SFI

by Audit Firm):



(Conclusion):
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(CheckList)

(Common)
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(CheckList)
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(Common)
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(

: BIS, E-Home Loan System, Mobile App

)

1)



(Common)

(. BIS, E-Home Loan System, Mobile App )

GO (Government Order)

doo0
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(Common)

. BIS, E-Home Loan System, Mobile App

/ /

)

505



(Common)
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(  :BIS, E-Home Loan System, Mobile App )
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(Common)

GPS

do8



(Common)

(Re-conciliation):
/

) (Re-conciliation)

(Re-conciliation):

do¢



Application Programming

Interface

(API)

dyou



(Common)
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. ( )
/
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(Common)

. | (APA)

APA )
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(Common)
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e APP

e PPA PPR
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(Common)

e APP
e PPA PPR

PO



(Common)
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APP
PPA PPR

(Common)

Digital Image (Archive)
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(Common)

APP
PPA PPR
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(Common)

o ( :BIS, E-Home Loan
System, Mobile App )
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(Common)
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(Common)
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/
(1) oo
(1) e
(1) oo
(1) oo
/ /
API Credit
New A/C Opening

(Books of accounts)
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(Checklist)
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(Common)
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BANGLADESH HOUSE BUILDING FINANCE CORPORATION
Branch Name ..........ccovimveniienninnns

DEPARTMENTAL CONTROL FUNCTION CHECKLIST (DCFCL)'DAILY" FOR THE MONTH OF: .......................

Initial

General Activities

6

7

29

30

31

Process Functions Responsibility
Overall Dealing officer’s
cleanliness | Ensure proper name & designation

of the cleanliness of the
branch branch premises.
premises Branch Manager
Attendance | Ensure timely nal:r)r?:g] g:sfiﬂcr?;tison
of the attendance of all 9
branch employees of the
employees | branch.
Branch Manager
Ensure 24 hours Dealin?j of_ficer’_s
duty of security name & designation
guard. Branch Manager
Ensure CC TV Dealing of_flcer_s
name & designation
coverage for 24
hours Branch Manager
Ensure adequate Dealing officer's
Fire extinguishers | name & designation
in branch B h M
o premises. ranch Manager
afety, ; - cer’
securty | Ensure generator | TG L
measures, | backup during 9
and office hours. Branch Manager
PreMISES 1 Checking of duty Dealing officer’s
protection

of security guard
by the branch
officials during
the holiday.

name & designation

Branch Manager

Emergency
contact numbers
i.e. Police Station,
Fire Service
Station, RAB,
Hospital, etc. are
available in the
branch.

Dealing officer's
name & designation

Branch Manager

20




General Activities

Initial

7

29

30

31

Process

Functions

Responsibility

Compliance
related
issues

Ensure full
compliance with
the dress code
for the employees
of the
corporation.

Display interest
rates on various
home loan
products.

Maintain
complain box in a
visible place.

Branch Manager

Printing
stationary
and security
stationary

Maintaining of
printing and
security
stationary under
dual control,
receiving, issue/
consumption of
the same is duly
recorded in the
register under
dual control.

Dealing officer’s
name & designation

Branch Manager

Activities on
Accounts

Ensuring the
making,
checking,
authorizing and
preservation of
daily vouchers.

Dealing officer’s
name & designation

Head of Accounts

Balancing of
ledgers and
books of
accounts
regularly.

Dealing officer’s
name & designation

Head of Accounts

Sending advice to
the respective
bank when
disbursement or
expenditure
cheque is issued.

Dealing officer's
name & designation

Branch Manager

Receiving signed
stamps from
clients during

Dealing officer's
name & designation

loan Head of Accounts
disbursement.

Receiving Dealing officer's
signature of name & designation
clients in

disbursement Head of Accounts
register.

Maintaining Dealing officer’;
expense/bil name & designation
register. Head of Accounts
Receiving

signature of
cheque receiver
in expense/bill
register

Dealing officer's
name & designation

Head of Accounts
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General Activities

Initial

6

7

29

30

31

Process Functions Responsibility
Ensuring account
opening in Loan Dealing officer’s
Management name & designation
System (LMS)
server in case of
first cheque Branch Manager
disbursement
Posting of each Dealing officer's
Activities on | 1080 _ name & designation
Accounts disbursement in
LMS server Head of Accounts
Posting of
vouchers related
to loans and Dealing officer’s
advances in both name & designation
Office
Management
asgztﬁms(gzlr\s/()ar Head of Accounts
Preparation of
loan proposal and Dealing officer’s
sending to those | hame & designation
charged with
governance for
approval upon
complying with
relevant policy Branch Manager
and procedure of
Credit the corporation.
Operations | Receiving Head Dealing officer's

Office sanction
and accordingly
advise to the
client.

name & designation

Branch Manager

Execution
required papers
and documents
as per Head
Office sanction.

Dealing officer's
name & designation

Branch Manager
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General Activities

Initial

7

29

30

31

Process Functions Responsibility
Dealing officer’s
Follow up on the name & designation
overdue and NPL Head of the
loans regularly.
Recovery
Monitoring, Dealing officer’s
Monitoring | supervision, and name & designation
follow up follow-up of all
and court cases (if Head of the Law
supervision | any).
R’lesc_r;_e(éullmg of Dealing officer’s
classiiied Joan name & designation
accounts (if any)
as per the Branch Manager
circular.
Dealing officer’s
Timely recovery name & designation
of loan
installment Head of the
Recovery
Ensuring Dealing officer’s
expenses name & designation
according to
Budget 9 Head of Accounts
Ensuring a . .,
register for post- Deallng officer's
name & designation
Others dated crossed
cheques
submitted by Head of Loan
clients

Ensuring deed
withdrawal from
sub-registrar
office on the due
date

Dealing officer’s
name & designation

Head of Law

Preparing law
cover and
sending it to the
strong room after
maintaining a
register

Dealing officer's
name & designation

Head of Law
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BANGLADESH HOUSE BUILDING FINANCE CORPORATION

Branch Name

DEPARTMENTAL CONTROL FUNCTION CHECKLIST (DCFCL)"Weekly" FOR THE MONTH OF. ..............

PROCESS

FUNCTIONS

Responsibility

1st WEEK

2" WEEK

3rd WEEK

4th WEEK

Initial Date

Initial | Date

Initial Date

Initial Date

Reconciliation
and Fund
Transfer

Reconciliation
of online GL
transactions
with other
branches and
HO has been
done upon
comply with
relevant policy
and procedures
of the
corporation.

Dealing officer’s
name & designation

Head of Accounts

Reconciliation
of all bank
accounts such
as SND,
collection,
disbursement,
and
expenditure
acc. etc.

Dealing officer’s
name & designation

Head of Accounts

Transferring
funds from
collection
account to
SND account

Dealing officer’s
name & designation

Branch Manager

Law Cover

Preparing law
cover and
sending it to
the strong
room after
maintaining a
register

Dealing officer’s
name & designation

Head of Law
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BANGLADESH HOUSE BUILDING FINANCE CORPORATION
Branch Name..........cevieniinninns

DEPARTMENTAL CONTROL FUNCTION CHECKLIST (DCFCL)"Monthly" FOR THE MONTH OF:. ............

Process

Functions

Responsibilities

Date of Checking

Initial

Printing stationary
and security
stationary

Physical verification of
undelivered printing and
security stationary is to be
done by dually.

Dealing officer’s
name & designation

Branch Manager

Reconciliation

Reconciliation of online GL
transactions with other
branches and HO has been
done upon complying
relevant policy and
procedures of the
corporation.

Head of Accounts

Branch Manager

Reconciliation of balance of
various accounts
maintained with other banks
and passing vouchers

Head of Accounts

Branch Manager

Activities on
Accounts

Balancing of ledgers and
books of accounts regularly.

Head of Accounts

Branch Manager

Depositing VAT in Govt.
treasury

Head of Accounts

Branch Manager

Regular validation for
money received through
Application Programming
Interface (API) of Sonali
Bank Limited

Dealing officer’s
name & designation

Branch Manager

Monitoring, follow up
and supervision

Follow up on the overdue
and NPL loans regularly.

Head of Recovery

Branch Manager

Monitoring, supervision and
follow-up of all court cases

(if any).

Head of Law

Branch Manager

Reports/ Returns/
Statements

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

Dealing officer’s
name & designation

Branch Manager

Deed withdrawal
receipt

Ensuring deed withdrawal
from Sub-registrar office on
the due date

Dealing officer’s
name & designation

Head of Law

80




BANGLADESH HOUSE BUILDING FINANCE CORPORATION
Branch Name........cccocoveveeerrennen.

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

1st quarter

2nd quarter

3rd quarter

4th quarter

PROCESS FUNCTIONS Responsibility
Date Initial Date Initial Date Initial Date Initial
Safety, security Qhuarli(_erly , Dealing officer's
measures, and | CECKING O name & designation

electrical wires

prrftrgg;i of the branch by
P a electrician. Branch Manager
ﬁ‘?;]ﬁ gf‘gﬁg of Dealing officer’s
Compliance name & designation

related Issues

External Audit
and Inspection
Report.

Branch Manager

Ensure
submission of
quarterly reports

Dealing officer’s
name & designation

Reports/ to
Returns/ Head Office and
Statements regulatory
bodies and
preserve Branch Manager
in the file.
Monitoring, Preparation of Head of Recovery
Follow-up and
o CL statements
Supervision Branch Manager
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(QUARTERLY OPERATIONS REPORT)

. (Policies, Procedures & Controls):

(Regulatory Compliance):

289
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()

Administrator)

( ) (CCTVY:

(ID)

/ , (Database

Administrator journal

report Audit Trial report

(DCFCL)]:

(Customer Services Standards):

[Departmental Control Functions Check List
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(Internal Checks):

/ : /
( |/ ) (Internal Checks)
(legal):
------ (
— e )
_____ ( —
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(Complains):
/
/

(Frauds, Forgeries & Operating Losses):
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(Returns):
/ ,
/ /
(Communication):
/ : /
/ /
| (Fixed Assets):
/
()
() /
)
() I
| :
(Safe Custody):
/ : /
’ /
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(Security Stationary):

(Saleable Forms):

| (Computer & Software Maintenance):

()
()
()
| (Personnel & Supervision):
()
/
()
(Trainning Programme):
/
/
| (Premises Management):
: / (Fire/Safety Standard):
) [ /
/ /
()
()
()
()
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(Confirmation of Regulatory
Compliance):
() (Regulatory Compliance):
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