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SONALI BANK LIMITED, HEAD OFFICE: DHAKA.
CENTRAL ACCOUNTS DIVISION {OPERATION), ACCOUNTS DEPARTMENT.

“ARFR-¢
List of Statements and Name of Offices / Branches where to be submitted / kept
SL. COPIES OF STATEMENTS REQUIRED TC BE SUBMITED BY BRANCHES
NO. STATEMENT FORM 18T 2ND | 3RD | 4TH | 5TH | 6TH| 7TH | 8TH REMARKS
NOC .
1 2 3 4 5 8 7 8 9 10 | 11 12
o Closing Entries-2020 ’ F-12 | CAD{Op)j TMD  |FRMD| vD | BCD| LRD|PORO| FILE |SEE PARA -33
02 Income & Expense Entries ‘ F-42 | CAD{(Op.)j PORO - - - - - FILE |SEE PARA -25{(Kha)
03 Business Performance/Working Result "P" | CAD{Op.)} PORO - - - - - FILE |SEE PARA -26
04 St. of Particulars of Advances F-293 | CAD (Op.) - - - - - - FILE |SEE PARA 11 (Gha)
05 i) |Suspense Account F-45 | CAD{Op.)} PO/RO | GMO | - - - - FILE SEE PARA 4
ii) |Classification of Suspense A/C Form | CAD(Op)| PORO . - - - | FLE
06 | i} [Statement of Int. Reserve | Form CAD {Op.)} POIRO - - - - - FILE SEE PARA18 (Kha)
i) |Statement of Int. reserve Penal. Form | CAD {Op.){ PORO - - - - - FILE
id expenses f InterestReceivable /
172 )} Pcr;np;smg:"mwame F45 | CAD{Op)} PORO | - - - - - _FILE SEE PARA -22 (Kha)
i} |Classification of Prepaid Expenses Form | CAD (Op.)} PORO - - - - - | FILE
08 .i) Expeflses. Payable Account F45 | CAD{Op.)§ PORO FILE SEE PARA -23
ii) |Classification of Expenses payable Account Form | CAD {Op.)| PG/IRO FILE
08 | i} |Statement of Deposit Analysis Form | CAD {Op.){ PGIRO FILE SEE PARA7
Ii) |Statement of Maurity Grouping of Deposits | Form | CAD (Op.){ PQ/RO FILE
10 | [Statementof Dead Stock- Forn | CAD (Op)| PORRO FILE JSEE PARA-13
& Depreciation
1 Statement of Written off Loans Fom | cAD(0p)| PORO | LRD FILE {SEE PARA 11 {Gha)
12 |Maturity Grouping of Loan & Advances Form | CAD (Op.)| PORO . FILE JSEE PARA -11 {Ka)
Statement of Contingent Liabilities:
13 a) | Bank Guarantee Form | CAD {Op.)| PO/RO : FILE
b) |Letter of Credit Form | CAD (Op.)| PO/RO FILE |SEE PARA-31
<) |Bills for Coflection Form | CAD (Op.}| PO/RO FILE
14 Statement of Liquidity Form | CAD (Op.)| PORRO FILE |SEE PARA-30
|Bills Discounted & Purchased:-
5 a) |Inland Bills Purchased PiF292"| CAD (Op.)} PORO FILE SEE PARA -12
b} |FBPN{Documentary) "PIF292" CAD {Op.)| PORO FILE
¢} [FBPN(Clean) *piF292 CAD (Op)| PORO FILE
16 Statement of Balance held with other Banks & Financial Institute:- _
[ 2) |B.H.W.Other Banks » | TMD [cAD (OpJrORO FILE [see parat
17 Revatuation of F.C in Hangd- )
& FC Accounts P FRMD |CAD{Op.) : FILE |SEE PARA -4
1. 5T. OF UNCLAIMED Deposit Form
2. ST. OF UNCLAIMED BILLS & OTHERS Form
13 4. DD Paid in Ex-Advice wpr BCD |CAD (Op.]PORO FILE ISEE PARA-3486
4. Govt. DD Paid in Ex-Advice npe
19 PROTESTED BILLS AIC F-269 vD  {CAD(Op.JPORO FILE {SEEPARA-3S
3 Borrowing from other Bank -
20 & Financial Institute P~ | CAD {Op.)| PORO : FILE |SEE PARA-1S
b) |Others P | CAD (Op.){ PORQO FILE
24 CERTIFICATE OF CASH, STAMP,
PRIZE BOND etc. Form | CAD (Op.) FILE |SEE PARA-29
| BALANCE CERTIFICATE & RECON.-
n Statement of B.H.W.Freign Bank Abroad, -
[ | Sonall Bank Overseas Branches -+ | ™ |capopJPORO " | FILE |seeparaar
2 BALANCE CERTIFICATE & RECON.-
Statement of 8.H.W. Bangladesh Bank,
24 _OtherBanks in Bangladesh and -
Money at Call *P* | CAD{Op.}] PORO ) FILE |SEE PARA-28
25 |— Statament.of Money at Call & Short Notice CAD (Op.} FILE {SEE PARA-02
{For H.0. & Overseas brs.)
% St. of Investment v [cAD(Op) FILE |sEEPARA-D
{For H.0. & Overseas brs.) )
z | [SHOfCRRESIR " | CAD (Op) FILE [sEEpARA41 ()
{for H.0.)
28 $t. of Foreign Exchange ITFD  |CAD {Op.JPO/RO FILE |SEE PARA 37
2 Annual Closing Statements FRMD |CAD (Op) : FILE |SEE PARA-38
of Overseas Branches.
30 Situational LiabHities and other Commitments "p~ | CAD (Op.)|CAD {Op.) FILE |SEE PARA 31
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SONALI BANK LIMITED
ANNUAL CPF/GPF BALANCE TRANSFER SHEET FOR THE YEAR, 2020
(FROM BRANCH /PO/RO/GM OFFICE TO HO)

DATED:
rememmemeeemeeee-BRANCH/OFFICE [ BRANCH CODE | [ ] | |
I FULL SIG. NAME OF EMPL- DESL- | BASIC RATE MEMBER' $ BANK' S CONTRI- | PF ADV. TOTAL REMARKS
N OF OYEE GNA- PAY OF SUBS-CRIP - BUTION
D THE TION {DEC - SUB- TION
E EMPL-OYEE 2020) SCRIP-
X TION
N
Q.
1 2 3 4 5 6 7 8 9 10 11
(7+8+9)
TOTA
L
PREPARED BY CHECKED BY MANAGER
( NAME AND SIGNATURE ) { NAME AND SIGNATURE ) (SEAL AND SIGNATURE )
NB . SEPARATE SHEET SHOULD BE USED FOR CPF AND GPF.
- (3)/5(5)
G- (5)/%(5)
Sonali Bank Limited Branch Code:------—--
Branch /Office
Reconciliation Statementof............... as on 31-12-2020
Debit Credit
1. Total of debit outstanding entries |  —oeuum- Total of credit outstanding as per ————
as per their statement their statement

2.Total of debit outstanding as per
our Ledger

Total of credit outstanding as per
our Ledger

Total (1+2)

Their balance as on 31-12-2020
(As per their Balace Certificate)

Total (1+2)

Our balance as on 31-12-2020
(As per our General Ledger/
Susidiary Ledger)

Grand Total

Grand Total

Signature

N.B. =R (8505 5% =1 Debit Grand Total s Credit Grand Total ¥=i9 (equal) =7

AT ABI-5d



F-r()/5(R)
«HiB-2¢(R) /A8(R)

Branch Code --—---—--—--

Sonali Bank Limited
Branch /Office

Debit/Credit outstanding as per our Ledgeritheir Statement of B.H.W. other Bank
Abroad and SB Foreign Br./Bangladesh Bank, Domestic Bank &
Money at Call on 31-12-2020

Ella Particulars of outstanding entries Dr. Taka Cr. Taka
TOTAL
Signature
=-» [Fb-(s¢)
i (e 2 - S——
T IRT PRde
/e,
©3-33-3030 WIfey i B Bt wish Ay 4t foies g ez, et B ArF i e
TR At T Rt et Afdwe
2 ) 8
wio
|
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SONALI BANK LIMITED
DIVISION/ OFFICE/ BRANCH

BUSINESS PERFORMANCE OF GMO/ PO /RO/CORP. BRANCH
AS ON 31-12-2020

. (Taka in Lac)
Sl. | Division/Office/Br. | Deposit | Advance Profit/(Loss) Classified | Recovery No. of
No. Loan from Branches
Dec-2019 | Dec-2020 C.L. Profit | Loss
Signature
T3-d [ Pifb-2a
SONALI BANK LIMITED
OFFICE/ BRANCH
Demand Draft Paid in Ex-Advice
AS ON 31-12-2020
FR | AW TS e TR Bt Afaret Y
T
ko kil
-3 [ -3y
SONALI BANK LIMITED
OFFICE/ BRANCH
Govt. Demand Draft Paid in Ex-Advice
AS ON 31-12-2020
R | T TS BfE RGO TR e Y
e

AUTHORISED OFFICER
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SONALI BANK LIMITED, HEAD OFFICE, DHAKA.
CENTRAL ACCOUNTS DIVISION (Operation)

ACCOUNTS DEPARTMENT.

“RFR-g
MARKING OF ANNUAL CLOSING STATEMENT-2020
Sl No.| Particulars Address
1 2 3
0 Copy of Statement Marked Mr. Md. Abdul Hadi, Asstt. General manager,
"CAD {Op.)" Central Accounts Division (Operation), Accounts Department,
Sonali Bank Limited, Head Office, Dhaka.
02 Copy of Statement Marked Deputy General Manager,
"TMD" Treasury Management Division-2
Sonali Bank Limited, Head Office, Dhaka.
03 Copy of Statement Marked Deputy General Manager,
"FRMD". Foreign Remittance Management Division,
Sonali Bank Limited, Head Office, Dhaka.
04 Copy of Statement Marked Asstt. General Manager,
"vp" Vigilance & Complaint Management Division,
Vigilance Department,
Sonali Bank Limited, Head Office, Dhaka.
05 Copy of Statement Marked Asstt. General Manager,
"BCD". Branches Control Division, Control Department
Sonali Bank Limited, Head Office, Dhaka.
06 Copy of Statement Marked Asstt. General Managaer,
"LRD" Loan Recovery Division, Written Off Loan Recovery Department
Sonali Bank Limited, Head Office, Dhaka.
07 Copy of Statement Marked Respective General Manager's Office,
"GMO/PO/RO" Principal Office, Regional Office.
08 Copy of Statement Marked Deputy General Manager,
"ITFD". International Trade Finance Division
Sonali Bank Limited, Head Office, Dhaka.
09 Copy of Statement Marked To be retained by the Branches/Offices as their office copy.
"FILE".

E:\Closing Circular 2020\Closing Circular-2020\Parishista-Kha-Gha

(o) o038
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SONALI BANK LIMITED,HEAD OFFICE, DHARA
CENTRAL ACCOUNTS DIVISION (Operation)

ACTION PLAN FOR PREPARATION OF FINANCIAL STATEMENTS FOR THE YEAR ENDED 31 DECEMBER, 2020

What to do How to do Who to do When to do | Remarks
A. At Branch Level
1) Passing Vouchers & Balancing Books & Registers.
i) _|Passing Stationery Vouchers & Balancing Stationery Register/Ledger As per Closing Letter Branch Incumbent On 30 November, 2020
i) [Disbursement of Salary and Allowances for December, 2019 Do Do On 20 December, 2020%
iii) _|Charging Depreciation on Fixed Assets (Dead Stock) Do Do On 20 December, 2020)
iv) [Payment of Interest to Sonali Bank General & Main Office etc A/Cs Do ITD (Business-IT) On 31 December, 2020
v) |Applied Interest to Deposit and Loan & Advances A/C Do Do On 31 December, 2020;
vi) |Passing Receivable/Payable/Prepaid Expenses Voucher Do Branch Incumbent On 30 December, 2020
vii) |Balancing books & Registers Do Branch Incumbent On 31 December, 2020
2) Preparation, Checking & Sending Annual Closing Statements
i) |Interest Applied and Transfer of all Provident & Pension Fund related Balances to HO Do Branch Incumbent /ITD (CBS) | On 20 December, 2020
ii) [Starting Preparation Annual Closing Statements Do Do On 15 December, 2020/
iii} _|Completion of Preparation, checking & Filing of Annual Closing Statements Do Do By 03 January, 2021
iv) ISending Annual Closing Statements to R.O/P.O (As per Annexure “KA” & “KHA" of Annual Closing Do Do On 04 January, 2021
Letter) Other than Corporate Branches
V) [Corporate Branches' Statements to be submitted direct to Head Office Do Do By 05 January, 2021
Vi) [Input Data of Closing Statements in the Computer by Corporate Branches Do Do By 05 January, 2021
Vii) |Sending CRE Data by Corporate Branches /PO/RO to CAD,H.O. Do Do By 05 January, 2021
B At Controlling Office Level (GMO/P.O/R.O)
1) Passing Vouchers & Balancing of Books & Registers.
i) |Passing Stationery Vouchers & Balancing Stationery Register/Ledger Do Incumbent of RO/PO/GMO On 30 November, 2020
i) |Charging Depreciation on Fixed Assets (Dead Stock) Do Do On 20 December, 20201
iy |[Passing Receivable/Payable/Prepaid Expenses Voucher Do Do On 30 December, 2020

Action Plan-2020
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What to do How to do Who to do When to do | Remarks
2) Preparation, Checking & Sending Annual Closing Statements
i} |Preparation & Sending of Annual Closing Statements to HO As per Closing Letter Incumbent of R.O/P.O By 04 January, 2021
ii) _|Collection Checking & sorting Annual Closing Statements Do Incumbent of R.O/P.O By 04 January, 2021
iii) [Sending Annual Closing Statements to respective Division of H.O. Do Incumbent of R.O/P.O By 05 January, 2021
iv) {Input Data of Closing Statements in the Computer By RO/PO Do Incumbent of R.O/P.O By 05 January, 2021
V) [Sending CRE Data by R.0./P.0. to CAD,H.0. Do Concemed RO/PO By 06 January, 2021
C At Head Office Level
1) Passing Vouchers & Balancing Books & Registers.
i} _|Passing Stationery Vouchers & Balancing Stationery Register/Ledger As per Closing Letter Concerned Division of H.O On 30 November, 2020
i) Disbursement of Salary & Allowances for December, 2020 Do Do On 20 December, 2020
iii) |Charging Depreciation on Fixed Assets {Dead Stock & Premises) Do Do On 20 December, 2020
iv) |Passing Receivable/Payable/Prepaid Expenses Voucher Do Do On 30 December, 2020
vi} |Passing & Sending all Closing Vouchers to CAD, H.O. Do Do On 30 December, 2020
Vii) [Balancing Books & Registers Do Do On 31 December, 2020
2) Preparation, Checking & Sending Annual Closing Statements
i) |Preparation of Annual Closing Statements Relating to various Divisions of H.O. Do Concemed Divisions of H.O On 31 December, 2020
i) |Sending Annual Closing Statements relating to H.O to CAD, H.O. Do Concerned Divisions of H.O By 07 January, 2021
i} [Checking & sorting Annual Closing Statements Do Concemed Divisions of H.O By 07 January, 2021
iv) |Input Data of H.O. Closing Statements in the Computer By CAD HO. Do CAD (AD} By 07 January, 2021
V) |Consolidation of Statements at H.O & sending thereof to CAD, HO. Do Concerned Divisions of H.Q By 07 January, 2021
vi) {Preparation of Draft Financial Statements Do CAD (Accounts) By 07 February, 2021
vii) [Handing over Financial Statements to the Auditors Do CAD (Accounts) By 08 February, 2021
viii} [Receiving Draft Financial Statements from Auditors Do CAD (Accounts) By 14 February, 2021
ix) [Placement of the Draft Financial Statements to Audit Committee. Do CAD (Accounts) By 18 February, 2021
x) |Receiving Financial Statements from Auditors ( After Audit Committee Meeting ) Do CAD {Accounts) By 23 February, 2021
xt) [Submission of Audited Financial Statements to the Board of Directors Do CAD {Accounts) By 25 February, 2021

N.B. This is a summarized Action Plan All concerned are requested to complete alf Closing works as per mstructlons of the Annual Closing Letter 2020 and other instructions given by Head Office
from time to time.

LN ’2_}@

(Kalipada Bisw. (Ashraful Haider Chowdhury)
Asst.General Manager Deputy General Manager

Action Plan-2020 -2-



