[image: image31.png]




EXECUTIVE SUMMARY

This internship report is actually is brief discussion of the functions, which are being performed at United Bank Limited. UBL was established in 1959 and is one of the major commercial banks of Pakistan. The Bank is making every effort to meet the up-coming challenges through strategic planning and making the best use of the resources at its command. A professional team was appointed in mid 1997 to restructure the bank and to commence rightsizing. The management is also in the process of rationalizing the branch network and identifying and recovering its doubtful and classified portfolio. It has planned to institute major improvements in customer services and internal systems to improve efficiency. It also intends to launch innovative products. The bank is increasing resource mobilization through regular deposit campaigns and accelerating the process of recovery of outstanding advances and non-performing assets.

UBL has assets of over Rs. 190 billion, Shareholder's Equity of over Rs. 12 billion and a solid track record of 45 years - in addition to the convenience of over 1000 branches serving you throughout the country and also at several locations.


COMPANY PROFILE

	Company name
	United Bank Limited

	Ticker:
	UBL

	Exchanges:
	KAR

	2006 Sales:
	40,902,000,000

	Major Industry:
	Financial

	Sub Industry:
	Commercial Banks

	Country:
	PAKISTAN

	Employees:
	9871


· Date Established
 November 7, 1959 

· Chairman
 His Highness Shaikh Nahayan Mabarak Al Nahayan 

· Deputy chairman
 Sir Mohammed Anwar Pervez OBE

· President & CEO
 Mr. Atif R. Bokhari 

· Branches
1056 Domestic, 15 Overseas Branches 

Joint Venture with NBP
 United National Bank Limited , U.K 

· Representative Offices
 Tehran and Cairo  

· Subsidiary
 United Bank AG Zurich, Switzerland 

· Associated Company
 Oman United Exchange Company, Muscat 

· Offshore Banking Unit 
 Export Processing Zone, EPZ Branch, Karachi, Pakistan 
Banking History In Pakistan

Pakistan came into being in 1947. Pakistan was an aggregating country at that time. Pakistan was only producing the agricultural raw materials and food grains. There was not sufficient industry to quench the need of society. So raw materials, which were produced in Pakistan, used to be exported from here. However, commercial banking facilities were provided in these areas. There were 487 offices of scheduled banks in the territories presently constituting Pakistan. Soon after independence, it was very difficult to Pakistan to run its own banking system immediately with out sufficient resources. Because of the conspiracy, the banks having the registered offices in Pakistan were transferred to India.
History of UBL
History of banking in Pakistan stands with partition. At the time of independence there were 487 offices of schedules banks in territories now consisting Pakistan. But after the announcement of independence plan, the banking services n Pakistan were seriously suffered .the banks transferred their registered offices from Pakistan to India. So, by 30thjune 1948,thre number of the offices of schedule banks in Pakistan declined from 487 to195. In June 1959,Mr.Agha Hassan Abedi decided to open a bank different from others to provide modern banking facilities to trade and industry and to promote the habit of saving among common people. Necessary formalities have been compiled for registration certificate to perform business to STATE BANK OF PALISTAN for permission. After all these formalities on 7th November 1959,UBL came into existence as a schedule bank. Head office was establishment in New Jubilee insurance house; I.I.CHANDRIGAR ROAD KARACHI. It was registered as Joint Stock Company. The bank was incorporated with an authorized Capital of Rs .20 million which was later rose up to Rs.96 million.

Mr.I.I. CHUNDRIGAR was its chairman who died in December 1960 and was replaced by Mr. Habib-I-Rehmat. Mian Shafique Saigul was its managing director who was replaced by Mr. Agha Hassan Abedi in 1962.after nationalized Mr. A.K. Yousafi was appointed as managing director for a short while and later on designated as president; MR. Zia-ud-din in replaced him on 1-1-1997. 

Progress of this estimated institute can be measured in terms of deposits and number of branches opened .UBL have been ranked as number two bank in Pakistan in terms of deposits and number of branches.

In 1963 first overseas branch was opened in London .in 1966 two branches in Bradford and Birmingham were also opened .in 1967 Dubai and Abu Dhabi branches were opened. More important thing is that UBL is pioneer in computerization of banking. Its larger branches are fully computerized. Saving and current deposit art computerized in almost all branches.
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Mission of United Bank Ltd

The mission of United Bank Limited is to provide the financial services to the general public at the most reasonable rate.

· To cope out the rapidly changing environment.

· To provide fully modern and atomized services to their customers.

· To provide personalized banking system.

· To mobilize the domestic saving.

OBJECTIVES OF UBL

The united bank limited sets its goal annually does revision of them and takes monthly feedback.

· To provide the on line facility in every branch of bank.

· To achieve the goals which are in profit terms?

· Make best efforts to win the trust and confidence of its customers.

· To offer the varieties of services to meet the requirement of domestic as well as foreign customers.

· To make it leading bank in banking sector.

· To adopt modern banking techniques. 

· Operations proficiently assigned by the government. 

· Efficient in providing evening time facilities.

· To make sure the provision of home remittance facility to its customers.

· To get all the branches computerized.

· Boost the financial sector all over the world particularly in Pakistan.
BRANCHES LOCATION
With an integrated network of over 1000 branches in Pakistan as well as Overseas, UBL gives you direct access to a comprehensive range of better banking facilities to help you monitor your business locally as well as internationally. 

Overseas branches
UBL, with an integrated network of over 1000 branches globally, with 15 overseas locations, gives you direct access to a comprehensive range of better banking facilities to help you monitor your business internationally.

We have branches in:

· United States of America 

· Qatar 

· UAE 

· Bahrain 

· Republic of Yemen 
· Off Shore banking Unit 

And subsidiaries in:

· United Kingdom 

· Zurich 

Functions of UBL
The main functions of UBL are listed below:
· Collecting cheques & bills exchange from its customers.

· Collecting interest due, divided pensions and other sums to customers.

· Transfer of money from place to place.

· Acting as executor, trustee or attorneys for the customer.

· Acting as an executer, trustee or attorneys for the customer.

· Providing safe custody and facilities to keep jewelry, documents or securities.

· Issuing of travelers chafes to give credit facilities to travel.

· Issuing of letter of credit to facilitate imports and export.

· Accepting bills of exchange on behalf of customers.

· Purchasing shares for the customers.

· Undertaking foreign exchange business.

Departments

1. Deposit department

2. Human Resource Dept

3. Advances department

4. Lockers department

5. Foreign department

6. Clearing department

7. Bills department

8. Remittances department

9. Accounts department
Deposit department

UBL receive money in the following accounts:

· Current deposit

· PLS Term Deposit Receipt

· Special Notice Receipts

· Foreign currency deposit account

· PLS Saving Account

Current deposits:

This type of account allows the client to deposit or withdraw money as and when he likes. In This if he can deposit and withdraw money several times in a day. Usually, this type of account in opened by businessmen. On this type of account not interest is allowed but the bank deducts service charges. A new rule passed if the money is less then Rs. 10000 then after every month 50 rupee will be detect from the respective account. Only zekat and teacher account are secured from that rule. 

PLS Term Deposit
If you wish to make a secured long-term investment, UBL’s Term Deposit Receipt is the smart choice, just make an investment and see your deposit grow over time. By investing in UBL TDR’s:

· You get an attractive rate of return.

· Your profit is credited to your account every six months.

· Your investment is secured

. Available Tenures:
· One Month 

· Two Months 

· Three Months 

· Six Months 

· One Year 

· Two Years 

· Three Years 

· Five Years

FORIGN CURRENCY DEPOSIT ACCOUNT

If you wish to make a secured long-term foreign currency investment, UBL’s Foreign Currency Term Deposit Receipt is a smart choice, just make an investment and see your deposit grow over time. By investing in UBL TDR’s:

· You get to choose from different range of currencies i.e. US Dollar, British Pound, and Euro etc.

· You can avail different attractive rates depending on the currency you choose.

· You get the pleasure of availing the best rate of return in the market. This is what you call value for money.

· You can open an account in any of the 174 branches offering foreign currency 

· Accounts. 

· You get to take your profit home every six months. 

· You get to Rollover or Renew your TDR at the time of encashment.

· You get to make a secured investment

PLS SAVING ACCOUNT

For all you saver’s if you choose to keep a deposit in a secured savings account, which also gives an attractive rate of return then UBL’s PLS, Savings Account will serve all your financial needs. By keeping your deposits in UBL’s PLS Savings Account you can also avail the following services: 

Documentation of Accounts:

Following documents are required for opening different types of accounts.

1. Attested photocopy of NIC/passport of account holder proprietor, partners, directors etc.

2. Certified copy of the certificate of incorporation or registration (in case of companies & registered bodies only).

3. Certified copy of commencement of and business (incase of public limited companies only).

4. Certified copy of the memorandum and articles of association (incase of public limited companies only).

5. Certified copy of rules and regulations (incase of limited companies).

6. Certified copy of resolution of the board of Directors/Managing Committee/Governing Body regarding conduct of the A/C.

7. List containing names and signatures of the Directors/Registration. Authority.

8. Letter of partnership or certified copy of partnership deed (incase of public limited companies only).

9. Trust deed and board resolutions of trust accounts.

HUMAN RESOURSE DEPARTMENT

The most important asset of UBL is its people. To maximize its work force investment, the Aim of the Human Resource department is to enhance the UBL as the “best place to work”.

       In the area of Human resources their goal is to maximize the return on the bank’s annual $4 billion investment in personnel expense by improving efficiency of HR operations and the Effectiveness of all UBL’s. For this purpose and to follow the instructions regarding HR the department of HR plays an important role.

· The main functions of this department are to;

· Assess the need of employees where, ever required.

· Provide equity opportunities for all the applicants.

· Select the most appropriate person for the job.

· For the purpose of selection conduct interviews, tests etc.

· Provides training opportunities to the employee both on the job and outside job.

· Motive the employee through the programs adopted by the head office.

· Evaluate the performance of the employees with the help of their immediate boss.

· Recommend reward and promotion for the employees.

OBJECTIVES OF THE HUMAN RESOURCE DEPARTMENT

To accomplish the organization goals and support its strategies HR dept. has the following objectives.

· To establish employee recruitment and selection system for hiring the best possible employees consistent with the organization needs.

· To maximize the potential of each employee in order to attain the organization goals and insure individual carrier growth and personal dignity.

· To retain the employees whose performance helps the organization realize its goals and release those, whose performance is unsatisfactory?

· To ensure organizational compliance with state and federal laws those are applicable to HR management function.

RECRUITMENT & SELECTION

            Human Resource is the most important assets of the organization. It is with people that quality performance really begins and ends. Recruitment represents first contact that a company has with potential employees. A well-managed and well-planned recruitment effort results in quality applicants.

           UBL has very well planned and well-managed recruitment process .UBL recruitment process begins with the determination of current and anticipated (short-long term) personnel needs. After it the requirement of the job are determined by combining the job specifications. They first try to recruit people internally. If the applicants are not available internally then they go for external recruitment.

PERFORMANCE APPRAISAL

          Performance appraisal is the process of assessing qualitative and quantitative aspects of an Employee’s job performance .The UBL performance appraisal process answers the following questions:

· How well am I doing?

· How can I do better?

· How well are our employee doing individually and collectively?

The appraisal program of the bank has different methods and different categories of employees. For clerical staff, they are using job description method. For managers they use performance planning and coaching evaluation (PPC & E) programs. It is similar concepts like management by objective.

PERFORMANCE PLANNING COACHING AND EVALUATION  

 (PPC & E)
The Bank’s PPC &E process is designed to help the employees to work with the manager to improve its contributions to achieve the goals of the unit. The PPC& E have three salient features.

· The establishment of the performance plans.

· BY the coaching of manager.

· The evaluation of the overall combinations.

SUBORDINATE EVALUATION

          The UBL is using latest performance appraisal techniques. Subordinates evaluation is one of them. These evaluations are used in conjunction with other sources of performance appraisal information.

THE BANK AND CAREER DEVELOPMENT

          UBL wants to create an environment that encourages its employees and provides career development paths. 

SOME OTHER FEATURES

         The bank has programs to help employees balance work and family life including.

FAMILY RESOURCE PROGRAM

        The program can help with personal matters ranging from finding childcare to helping older relative who live out of town.

EMPLOYEE ASSISTANCE PROGRAM

         The program provides information and outside referrals to employees and their families who may be struggling with personal programs.

UBL CLUB

         The club offers employee opportunities to develop leadership skills network and socialize with co-workers.

ADVANCES DEPARTMENT

There are two types of advances, which UBL provides:

1. FUND BASE ADVANCES

2. NON- FUND BASE ADVANCES

 FUND BASE ADVANCES

These are those advances in which actual payment of funds is involved.  These funds again have been dividend into two types.

· Running Finance or Cash Finance
This is a loan, which is provided only to the running businesses to meet their working capital requirements.  The bank decides limit on continuing bases.  It means that the customer can draw the amount, as much he is required as approved by the bank.  He can deposit and withdraw the amount on his account.  The markup is payable on the outstanding amount only.

· DEMAND FINANCE FACILITY

The bank on demand provides this facility.  It means that the bank pays the full amount to the client and mark up is also payable on the full amount.  The bank considers the full amount outstanding.

· The bank provides also facility of loan to its own employees against the security of their immovable property.  The rate of mark up on these advances is lesser as compared to the rate of mark up on the other advances.

NON- FUND BASED ADVANCES

There are two types of this loan

· Issuance of Letter of Credit’

· Issuance of Letter of Guarantee
There are three categories of financing

· Agriculture finance

· Seasonal finance

· Commercial finance

Agriculture financing /input financing

The loans provide by bank for fertilizer, land, pesticides seeds etc called input finance.The loan amount is recovered on harvesting.
Development finance
Loan provide for tractors agriculture instrument tubewell turbine, land leveling etc 

Tractor loans are recover within five year, on half yearly basis other agriculture instrument loans repaid within three year 25% borrower contribution the borrower can apply for loan, the borrower worth can be decide on its property

If a person have10 acher land

Then the patwari make its unit with some specific process these unit multiply 400 and have some value or amount then 80% of this value can obtain by borrower for this process following thing are required

Procedure For Loan Apply

1. Khasra-e-girdawari:this the actual record of cultivated land

2. Register haqdaran-e-zameen :ownership of land

3. Agri credit officer (ACO)

4. The work of ACO is to visit the site and investigate about the borrower also visit in tehsil for legally documents for land and actual land record

5. Proposal

After investigating the ACO submit a report to head office in this report the following thing or requirements are mentioned

· Term and condition

· Security support

· Recommendation

· Worth of land loan amount
Bar on agri land: 

After approval the proposal the branch entries in “PASSBOOK” and verify this passbook by patwari and request the patwari pleases transfer this land temporary toward bank

Agreement IB-7:
· Bank and customer agreement term and condition specify.

· Loan amount specify

· By back price

· Agreement date of issue and date of end

· Signature of customer

· witness signature

· Facility letter

· Pass book

· Zeerbad certificate

· Mutated fard

Attach these document with form a case make and this case forward to head office

If the head office approval this case then bank charge interest 10 to 12 % 

This mark up or interest is on daily basis

2. Seasonal financing: 

Loan provide on seasonal crops like cotton ice factories, oil mills, agri related industry.

Loan provide on different crops
Sugar cane:
8000 per acher

Wheat:
4000 to 5000 per acher

Rice:
4500 to 5000

Potatoes:
1000 to 1200

Commercial financing:
Loons provide for shops medicine sere, business etc the following requirement are necessary.

Procedure:

· Property documents

· NOC: no objection certificate

· NEC: non encumbrance certificate

· Small amount estimate by bank 

· Above 1 million CA estimator

· EM/%RM: property for security

In case of renewal

· Application request for renewal loan

· Balance sheet

· Profit loss calculation.

LOCKERS FACILITY
· First customer should be account holder in bank.

· Customer completes locker agreement form. 

· Customer’s signatures are taken on Locker Hire Agreement.

· Customer‘s signatures must be stamped with Admitted stamp.

· Fill the application Access to Locker.

· Key account is opened in system.

· Hand over the Key to the customer after key account opened in system.

· Advance charges collected by the customer. (Charges are taken annually)

· Registers are maintained annually.

The bank has the Locker Facility for the convenience of their account holder. The bank provides the four types of Lockers, which are Small, Medium, Large and Extra Larger, (and the charges of the lockers respectively are Rs.500/-, Rs.1000/-, Rs.1500/-, Rs.2000/-, Rs.3000/-.) The bank collect the security when the account holder access the locker which is Rs. 1500/- and when the account lost the key due to own negligence then the account holder will pay the Breakage Fees to the bank and pay the charges to the lock master. And when customers want to release the account then the account holder fill a form of Release of Locker No. And withdraw the Locker in the presence of custodian and custodians of the Locker pay back the Security, which the bank kept at the time of Locker opening. In the absence of account holder a next of kin or a person who has the power of attorney to operate account   of the accountholder if he/she has the proof by court and he/she will prove in the bank by this or her lawyer

Remittance Department

Remit means, “to transfer money”

This department performs the function of transfer of money with many ways. 

Remittance can take place in seven different ways: -

Demand Draft (DD)

Mail Transfer (MT)

Telegraphic Transfer (TT)

Pay Order 

Rupee Traveler’s Cheques

A demand draft is written order to pay money drawn by one office of a bank upon another office of the same bank, for a sum of money payable to or to the order (if a specified person) on demand.

Demand draft can be issued to customers as well as to non-customers against cash or cheques as well as.
Requirement of DD
· The teller/officer shall verify the photocopy and returned the original to the customer.

· The photocopy of NIC/passport shall be attached with the application.
Charges On DD
Commission charges are calculated accordingly and written in the cage provided on remittance form

The charges are:-
Amount
charges
1 Rs.       To     50,000
53Rs.

50,001    To    100,000
0.10%

100001   To    300000
0.05%

3000001 To    infinity
0.05%

These charges are affixed by state bank. Any bank can not charges more than mentioned. If some bank disobey than bank face some penalties.

After filling the application the customer asked to signature on leave and send the party to deposit their cash or cheques on counter

Particulars of demand draft as are recorded in demand draft issued register. Separate folio is allotted in demand draft issued register for each branch. Serial No of demand draft is noted on remittance form

Name of drawer spoke branch and its hub branch will be written on instrument.

At the end of day the remittance form and voucher for all the demand draft’s issued during the day will be sent to hub(off line br)

While the DD issued in hub, the hub is responsible for these DD the officer of remittance generate the IBCA and send towards the drawee branch.

Issuance of Duplicate Demand Draft

The issuing branch at the request of the purchaser issues duplicate demand draft if original is lost /misplaced by the payee or purchaser.

Purchaser’s signature on the request letter is verified from demand draft application form.

A letter signed jointly by two attorney officer is mailed to the drawee spoke and hub ,to confirm  whether the demand draft has been paid or not drawee branch is also asked to mark caution if the demand draft id out standing.

Drawee branch confirm the issuing branch about the status of demand draft .if it is paid the applicant as informed accordingly and no duplicate demand draft id issued.If the drawee branch confirms that the original demand draft is not yet paid and caution in this regard has been marked in either demand draft pa7able register or in system.

The latter of indemnity is recorded in safe in safe out register.

Particulars of original demand draft (reported lost) are written on the duplicate demand draft leaf a stamp with the following narration is affixed on it 

“duplicate demand draft issued in lieu of original demand draft No________dated______ reported lost”.

Charges for the issuance of duplicate demand draft are recovered 

Cancellation of Demand Drafts

Purchaser, s written request for cancellation of demand draft along with the original demand draft is received at issuing spoke branch.

Signature of the purchaser is verified from demand draft application form 

Before cancellation of demand draft it is also ensure that no duplicate demand draft has been issued.

The bank charges on DD cancel are
Rs.100

original demand draft is defaced by affixing: cancelled: stamp on the face the signature portion is torn out or punched.

A letter is sent to drawee hub with a request to send the IBCA for reversal of outstanding entry in bills payable A/c demand draft payable.

Procedure For Issuance of TT

· Filling up of TT/MT application form

· Name of the payee with complete address, telephone no, at drawee branch and name of the drawee branch is written on TT application

· The purchaser deposits amount of TT, commission and telegram charges with cash counter,

· After depositing the cash memo of cost is given to the purchaser duly designed by officer 
TT Application

TT application form is entered in TT issued register is maintained branch wise.
Preparation of TT Message

Remittance of funds to drawee branch is advised through telegram. TT message is prepared and test is applied.

Following is the format of TT

 Telegraphic address of drawee Br/Name of city

“Test No______Date______TTNo_______Message advice& Pay/credit amount______Name &address A/c No of payee Test No__________Telegrfic Adress of remitting branch”

Memo of cost (charges or amount of commission) is given to purchaser

Message will be dispatched through courier to drawee Branch

Charges on TT/MT

1 Rs_______50,000
50 Rs

50,001_____so on…
0.10%

Procedure For Payment of TT

On receipt of message from issuing branch test is agreed test agreed stamp is affixed on telegram manager and remittance in charge signs it particular of TT are recorded in TT payable register

Following entries are passed 

H O A/c issuing branch




Dr

Bills payable account TT pay able



Cr

Bills pay able account TT payable



Dr

Party’s account




Cr

Pay order

When money move within the city the party made pay order. Pay order is issued and played by the same branch.

Procedure for issuance

· Pay order application form is filled up and signed by the purchaser.

· Amount of pay order plus commission is deposited at teller window or party account is debited by cheques or through party debit voucher.

· Pay order instrument is prepared and signed by two authorized officers.

· Particulars ate recorded in pay order issued register it handed over to the purchaser against acknowledgement.
Payment of Pay Order
Pay order is presented for payment in clearing. In rare case it may be presented for cash payment on counter if it was issued uncrossed

Date paid is marked in pay order issued register
Rupee Travelers Cheque

Rupee traveler Cheque is used anywhere where the customer not has money with them. These treat as money these are not stopped.

RTC- issuance procedure

· The issuing officer shall fill the form of the RTC

· This application or form contain three copies, A, B, and C on behalf of customer

· The teller affixes” received cash” stamp on copy A of application (TC – 10)

· Third copy or copy c called “purchased received” forward the party.

· Second copy “B” is recorded in issuing branch.

· First copy “A” is send towards the head office.

· Only those officers issue RTC having PA No.

· The name of the purchaser is not to be mentioned on the RTC after the words “pay to the order of”.

· RTC handed over the purchaser.

RTC- lost /stolen procedure

· Only the purchaser of RTC can lodge claim for loss of RTC will the issuing branch,

· The claim will be received on the prescribed application form TC-50 in triplicate with the following documents

· Copy C of TC –10

· Attested copy of NIC

· Copy of FIR

RTC department is immediately in formed about the lost RTC, so that caution is marked.

The Branch officer after verification of genuineness of the case and proper identification will send the case duly   recommended.

Lost RTC number will be circulated through lost RTC bulletin

The claim will be settled in cash or credit to party’s account.

Refund in lieu of lost RTC Rs.300 /per application.

FORIGN & EXCHANGE DEPARTMENT

The main functions of foreign exchange department are:

· To open the letter of credit (LC) facilitates imports and export.

· This department also deals with foreign currency accounts.

· This department deals with inward & outward remittances.

· This department also performs some general functions relating to foreign exchange e.g. private travel exchange quotas, business travel quotas etc. 
LETTER OF CREDIT

“LC is a written undertaking by a bank given to the seller, at the request and on the instruction of the buyer to pay at sight or at a determinable future date up to a stated amount within a prescribed time limit and against stipulated document.”

Parties involved in LC are;

· Buyer      (Applicant)

· Seller      (Beneficiary) 

· BANK      (ISSUING BANK)

CONDITION FOR OPERATING LC:
 IMPORTERS HAVE TO FULLFILL THE FOLLOWING CONDITIONS BEFORE SUBMISSION OF CREDIT APPLICATION.
· Importer must be Pakistani

· Party should be the a/c holder of that bank where he will open LC

· LC should be established within 60 days from the date of issue of license.

· Merchandise can be shipped within 12 months from the date of issue of import license.

· Insurance amount should be covered locally.

CLEARING DEPARTMENT

Every bank acts as both paying as will as collecting bank. A large part of this work is carried out through the bankers clearing house wherever it is established

For a bank, following are the requirement of being a member of clearing house:

· It must be scheduled Bank i.e. It is registered is State Bank of Pakistan.

· 50 cheques per day must be drawn on it for continuously three months.

· It must have account with State Bank of Pakistan.

· Sufficient balance should be in this account.

· A clearinghouse is place where representatives of all the banks of the city get together and settle the payments & receipts of cheques drawn on each other

Normally clearing is carried out is State Bank of Pakistan, But in the areas where there is no branch of SBP, National Bank work as subsidiary of SBP.

PROCEDURE OF CLEARING

At 10:30 am authorized representatives of all the bank of the city get together in State Bank of Pakistan for 1St clearing, where in clearing house register bank wise entry is made and exchange of cheques takes place, here 1st clearing ends.  Representatives of UBL takes the cheques drawn on UBL These cheques are entered in the inward clearing register and after sorting out these are delivered to respective branches of UBL. Some cheques are passed and some may be dishonored and a memo showing the reason of dishonor is attached with them.

At 12:30 am all the representatives again get together for second clearing where payment & receipt of passed cheques takes place and dishonored cheques are delivered back to the representatives of respective banks. There is no physical payment or receipt of cash takes place, actually every clearing house agent (bank) have account with SBP which is debited or credited respectively with an amount equal to the amount of payments or receipts. If the amount of payment exceeds the amount of receipts 

the extra funds from head office are called in the from of TTs and till that time clearing house remains open.
TYPES OF CHEQUES
Cheques collected by clearing department are of three type:

· Transfer cheques

· Transfer delivery cheques

· Clearing cheques

FUNCTIONS OF CLEARING DEPARTMENT
· To accept transfer, transfer delivery and clearing cheques from the customers of the branch and to arrange for their collection.

· To arrange the payment of cheques drawn on the branch and given for collection to any other branch of UBL or any other member or sub-member of the local clearing house.

· To collect amount of cheques drawn on members or sub-members of local clearinghouse, sent for collection by UBL branches not represented at the local clearinghouse.

BILLING DEPARTMENT

A BILL is amount of charges from the seller to buyer.

Bills department performs the function of collection of these bills .it is of two types:

· Clean collection

· Documentary collection
 Clean collection
Collection of financial documents not accompanied with commercial & transport documents is called clean collection e.g. collection of Cheque demand draft, dividend bill of exchange promissory note etc

Outward bills for collection 

For OBC party must be the account holder of UBL.

Account Department

In simple word account department performs the following functions.

The daily working of all the departments is completed and compile in this department for the preparation of cash cum day book for the ultimate preparation of daily statement of affairs of the branch.

· In A/C department all the subsidiary ledgers are include maintenance of income and expenditure subsidiary ledgers are prepared.

· General’s types of statements called by RHQ and head office are prepared.

· Income statement and expenditure statement at the end of each month is prepared.

· If there is any mistake in any record it is checked and removed in A/C department.

    Generally there are two types of maintaining of account:

· Journal System

· Voucher System

In commercial industrial institution journal system is used. In journal system entries are reported on journal books and then posted to main ledger.

In banking voucher system is used and for every transaction voucher has to be prepared.

Voucher preparation:

Vouchers are prepared in 

· Cash

· Transfer

· Clearing

Record books

The books used for record keeping in accounts department are:

· Payment book

· Scroll book

· Cashier’s books

· Transfer book

· Journal ledger books

Payment book:
At the end of business all the instruments are entered in paying book. Cashier writes grand total of these instruments in words and figures signs in full on it and send it to the officer.

Officer check and put initial in front of each and every entry and signed in full on grand total.

Scroll books

It is designed for credit vouchers i.e. for the amount deposited against the issuance of TTs or DDs etc.

Receiving cashier book
Party goes to cashier and deposit the cash. Cashier takes the cash enters the voucher in receiving cashier’s book signs in full on it and send it to the officer. Officer puts his initial in front of each and every entry and affix cash received stamp on it.

At the close of the business officer after checking receiving cashier’s book will sign in full on it.
Transfer book
Transfer book is used to keep record of that transaction in which there is no cash  involvement. the amount of one cheques is transfer from one account to other account in the same bank, the account in the same bank, the account from which the cheques will be drawn is written on right page which is Dr. page and the account in which the cheques is deposited is written on left page of transfer book which is Cr. Page.

Journal ledger:

The daily transactions are entered in this ledger. The ledger has two portions:

Dormant section

Current section

Dormant section contained the accounts in which there is no transaction for a long period. While current section is for running account.

Supplementary preparation:

A/C clerk accumulate the different voucher transaction wise on a sheet and consolidates into one figure called supplementary.

There are two types of supplementary.

i. Debit supplementary

ii. Credit supplementary

Debit supplementary is used for debit voucher expenses and credit supplementary is used for credit voucher expenses. These are of red and green color respectively. From this supplementary cash cum daybook is helpful for the preparation of statement of affairs of the day.

OPENING OF AN ACCOUNT

Requirements for Account Opening

(i) Account Opening Form

 It is a form that contains the account number, date, title of the account introducer’s name and address, special instruction (if any) information about Zakat deduction and mode of delivery of checkbook etc. Then this filled form is submitted in bank, the bank admits the signatures of the applicant and verifies the introducer’s signatures (specimen is enclosed in Appendix)

(ii) Specimen Signature Card This card contains account number, title of the account and the specimen signatures of the account holder.  When this form is submitted in bank the bank officer admits the signatures of the applicant and keeps this specimen card in record
(iii) Cheque Requisition Slip

          This is a request made by the client to the bank to issue him a checkbook containing number of leaves mentioned. When this slip is submitted in bank, the bank as per instruction the account of the person is debited or the client pays the amount in cash. If the account is to be debited then party debit voucher is prepared which is actually intimation to the party that her account has been debited.  But if the amount paid is in cash, then cash is debited which is actually cashier’s stamp.  Regardless whether the account is debited or cash is debited the account heads of Central Excise duty and Sales Tax are credited.

OPENING OF AN INDIVIDUAL ACCOUNT

Following are the requirements for opening of an individual account.

1. A photocopy of National Identity card.

2. Filled Account Opening Form

3. Three photographs if the person is not able to sign.

OPENING OF JOINT ACCOUNT

            For this account in addition to above said documents national ID card of all the account opening parties is required.  Also in the box of special instruction it should be clearly mentioned that one person’s signatures will be enough to get it honored the check or there should be signatures of all the parties.

OPENING OF A PARTNERSHIP ACCOUNT

Along with the other document, “partnership deed” is also required.  A partnership deed is a document that shows the nature of the business that will be carried out by the partners, number of the partners, their share. Who will run the business, what will be the profit and loss sharing ratio, what will be the initial investment of each partner, who will be the limited partner and who will maintain the account with the bank.  According to bank point of view the most important thing is the person’s name who will maintain the account with bank.  National identity card of the person who will maintain the account is required.

OPENING OF AN ACCOUNT OF A SOLE PROPRIETORSHIP ACCOUNT

Along with the other documents, sole proprietorship declaration is also must.  In this declaration the proprietor of the concern will declare that he is the sole proprietor of the concern.

OPENING OF AN ACCOUNT OF A PRIVATE LTD. COMPANY

If someone is interested in opening an account of a private limited company then in addition to above documents following documents are required.

RESOLUTION

This is a document that states that the meeting of the directors of the firm has taken place on the place mentioned and these person have been selected to open and operate the bank account and they can sign all the negotiable instruments on the behalf of the company.  The specimen signatures of the persons are attached.  This document is very important with bank point of view.  With the help of this document the bank comes to know that who will operate the account with the bank.
.

CERTIFICATE OF INCORPORATION
This is a certificate that shows that the company is registered according to companies’ act and the nature of the business, which will be carried out by the company.  The number of shares by which the company is limited is al 
Computer Department

The IT vision is to create a central database linked to all the hubs, through a strong communication backbone, which will allow the customers to maintain one account with the bank and operate it from anywhere in the country. In preparation of numerous applications including the core online retail banking application, UNIBANK's front-end systems were vastly enhanced to a GUI version under Oracle D/2000. The new product UNIBANK2000 has a multi branch facility and runs in a client/server environment. The concept of a universal teller was introduced, which has greatly improved the counter services. More functionality was added like signature verification, printing of remittance instruments, etc. Full Online/Offline computerization of Hubs and off-line computerization of all PLS and CD accounts was achieved during the year. 

Going forward, UNIBANK 2000 will be installed in all Hub branches by the end of that year. UBL is also working on a value added Internet service, which will provide encrypted Internet access to customers as well as employees.



Consumer Banking

You as an individual can gain and benefit the most through UBL Consumer Banking. In UBL you get friendly, efficient and attentive personalized banking services. A unique banking relationship experienced by each UBL client. You can utilize the following services 

· UBL Money 

· UBL Chip Credit Card 

· UBL Business line 

· UBL Address 

· UBL Drive  

· Uni-Saver 
· Remittances 
· UBL cash line
UBL Money

UBL Money, the Personal Installment Loan from UBL provides you with power, control, convenience and the flexibility to manage your financial requirements and realize your dreams.

UBL Money is a fixed installment loan. It gives you access to funds starting from Rs. 50,000/- up to a maximum of Rs. 500,000/- without any collateral.

1. Features of UBL Money

Flexibility
 UBL Money provides you the flexibility to manage your monthly installments according to your income stream. You can select any tenor from 1 to 5 years in the multiple of 6 months.

Payment Options 

You have the option of getting a Pay Order or transfer to an existing UBL account, Balance Transfer Facility for Credit Cards, or any other loans.

Quick Processing Time
Your money will be delivered to you in the quickest possible time.

Exciting Feature

Zero-prepayment penalty option

- Complimentary Credit Insurance

- Competitive mark up

Repayment Option
You can pay your installments through a Repayment Account at designated branches.

Eligibility Criteria

You are eligible if:


You are within the age bracket of: 

 
 
For salaried individuals 
                                           21-60 years

 
 
For self employed or Businessmen 
                           21-65 years

 
 Your monthly gross income is
 
 
For salaried individuals:   
                                
    Rs. 10,000/-

 
 
For self employed or Businessmen:         
               Rs. 25,000/-

 
 You have been:
 
 
Employed for the last 6 months or have been in business for 
the last 3 years.
 


You can use UBL Money to:
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Pay off your credit card balance 
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Finance your child's education 
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Buy home accessories 
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Finance your vacations 
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Buy anything you wish 
 

 
Getting UBL Money is very easy. Just follow the simple steps:

 
1.
Fill the UBL Money application form 

 
2. 
Attach a copy of your CNIC and your proof of income: 

·  A Salary slip if you are a salaried employee 

·  A Tax document / Bank Statement if you are self  employed 

 
3.
Hand the application form along with your documents to any UBL Money sales staff 

UBL Credit Card 

Welcome to the world of UBL Credit Cards. Pakistan’s 1st Chip Credit Card, which guarantees you both enjoyment and high value. It assures you global acceptability in more than 22 million establishments worldwide in 130 countries and in more than 12, 000 outlets within Pakistan

This unique high tech CHIP guarantees your security while conducting transactions within Pakistan and around the world. CHIP based credit cards have proven to be the most secure way of conducting credit card transactions globally.
No more tedious points to accumulate or boring catalogues to redeem from. Win your prizes instantly! 

Visit selected UBL Chip Reward outlets and get exciting gifts on the spot. The more you visit, the more you get. 

All you do is dip the Chip to win free meals, free household goods, free electronic items, free clothes and a lot more.


A Choice of Rewards

Along with exciting Chip Rewards you have a choice between Free Road Miles and Free Talk Time.

Spend Rs 5000 anywhere on your UBL Credit Card and get guaranteed 5 litters petrol free from any PSO outlet nationwide. If you spend more, you get more. So keep driving, keep smiling.

  
 

24-Hour Customer Service
By simply calling our 24 Hours 'You First Phone Banking' at 0800-11-825 or logging on to UBL website www.ubl.com.pk, you can avail the following facilities on your UBL Credit Card, 24 hours a day, 7 days a week. 
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 Complete access to your card account online including card transactions and billing statements.
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 Chip Rewards Information.
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 Pay UBL Card Bills. 

 
 

Cash Advance 
 You can now withdraw cash through your UBL Credit Card’s instant cash advance facility from any designated UBL ‘Cards Payments’ Branch nationwide, and at more than 700,000 ATMs and financial institutions worldwide displaying the VISA/ PLUS logo.

  Eligibility Criteria
You are eligible to apply for the UBL Credit Card if you are
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At least 21 years of age
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A resident of Pakistan
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Employed or managing your own business  

Business line
UBL Business line… a complete solution to all your Business Financing needs. With UBL Business Financing facility, you can now take your business to greater and newer heights, and achieve the level of success that you truly deserve. UBL Businesslike is a running Finance facility that not only provides funds for growth but also enables you to capitalize on profitable opportunities. With UBL Business line, now you will surely say:

Features:
Utilize up to Rs.10 million:
Now, UBL Businessline is here to solve all your cash flow problems. You can utilize up to Rs.10 million with the help of which you can now focus on your business expansion and growth.

LTV as high as 70%:
UBL Businessline offers you the facility of availing a financing of up to 70 % of your property value. Now that you can avail a higher amount against your assets, you can plan your growth and expansion exactly the way you want to. 

Mark up on utilized amount only:
With UBL Business line, now you no more need to pay for the entire credit line that you own. Business line gives you the facility to pay mark up only on the amount that you utilize.

Faster Processing:
After completion of your documentation requirements, UBL Business line promises you a very smooth and fast processing, hence saving you time and frustration.

Wide Accessibility:
UBL Business line’s availability in major cities like Karachi, Lahore, Faisalabad, Islamabad & Rawalpindi, is complimented by UBL s countrywide branch network enabling our customer to access his account, and deposit or withdraw cash, no matter where he stands within the country.

The more you spend the less you pay:
Now for the first time, you can actually save more as you go on spending more. i.e. now you no longer have to worry about accumulating more and more payments on your spending, rather you have the consolation that the more you utilize the less you have to pay.

Competitive Rates:
At UBL, you come first, which is exactly the reason why we offer our customer such competitive rates that would facilitate him in leveraging his skills to the maximum and in bringing about the success that he deserves.

 UBL Addres
You have always dreamt of having a permanent address. Now you can turn your dreams into reality with UBL Address - the unique offering that makes you the owner of your home while remaining within your limited income.

UBL Address understands your home financing needs and offers you a variety of fixed, floating & adjustable rate options - because at UBL, you come first. 

 Mark-up Monthly, Principal Annually (20 years) 

For the first time in Pakistan, UBL address provides an alternative to high monthly rentals by offering a flexible repayment option to suit your cash flows: 
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Pay only markup for 11 months every year.
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Pay 5% of principal along with the markup in 12th month every year.
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Enables a fast principal repayment and hence lowers total markup over life of the loan. 
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Installment reduce every year

Pay As You Select (PAYS)

In addition to normal financing, UBL Address offers you the facility to design your own repayment plan to suit your present and future expected cash flows.

PAYS-Up (10 yrs, 15 Yrs)

PAYS-Up allows you to start with low installments that increase every year.
 PAYS-Down (10 yrs, 15 Yrs) 
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PAYS-Down (10 yrs, 15 yrs): PAYS-Down allows you to pay higher installments initially, with installments reducing in subsequent years. 
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No pre-payment penalty after the initial 3 years. *The installment amount mentioned is for indicative purposes. 
Floating and Adjustable Rate Option
Floating Rate

In this option, you get a fixed rate for a period of 12 months, that gets re-priced annually. 
Adjustable Rate

Your mark-up rate will be fixed for a period of 3, 5, 7, or 10 years, and will be adjustable after the fixed rate period. 

Zero Repayment Penalty Option
The Zero Pre-payment Penalty option allows you to pay off your loan anytime after the third year without paying any pre-payment penalty. 
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Makes paying off your loan amount so much easier

[image: image19.png]



You can choose between the fixed rate and floating rate options
Eligibility Criteria
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Minimum monthly income: Rs.15, 000
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Age: 23 to 65 years
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Resident Pakistani

[image: image23.png]



Self-employed businessman/professional or salaried individual
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Minimum loan size: Rs. 500,000

UBL Drive

Drive is a unique auto-financing product, which offers you features, options and flexibility unmatched by any other bank, because at UBL, You come first. 

New Car Financing 

UBL Drive allows you to drive away in your own car by making a down payment of just 10% and to top that with low monthly installments

Used Car Financing.
With UBL Drive you can buy your favorite used car (up to 5 years old) at the most affordable rates.
Cash Your Car
 UBL Drive is not just a car loan; it’s a financing facility that gives you Cash on your car, you can get up to 75% of your car value. Drive in with your car and drive out with cash.

No Down payment Before Approval
UBL Drive is the quick and hassle free route to the car of your choice. Offering you for the first time in Pakistan, No Down 

Payment and processing charges till your application is approved. After approval, you can take your Purchase Order to any of our authorized dealers, pay the Total Cash Outlay amount and simply drive away with your preferred car.

No Document Required 

UBL Drive offers you the option of auto financing without requiring any income documents/proof at 5% additional equity

No Prepayment Penalty 

For the first time in Pakistan, UBL Drive offers you the option to pay-off your loan amount anytime after the first year of financing without incurring any extra charge (different financing rates will apply for this option).

Low Installment Flexibility 

In our fixed plan, you are offered a variety of affordable rates and installment plans, suiting your needs.

PAYS (Pay As You Select) 

For the first time in Pakistan, UBL Drive allows you to choose from different repayment options to suit your present & future expected cash flows: 

Pays-up
You can design your own repayment plan with installments increasing every year, starting with low installments to suit your cash flows. 

Pays-down
Step down allows you to pay higher at the beginning with your installment reducing in subsequent years. Your total payment during the duration of the loan remains very affordable.

Free Car Tracking Device 

Enjoy security and complete peace-of-mind, as UBL DRIVE becomes the only auto finance product, which offers you a free Tracker device installed in your car!

Insurance Options 

UBL Drive offers you the following insurance options:

· Comprehensive insurance 

· Insurance financing for the first year 

· Deductible insurance (risk beyond a certain amount covered at discounted insurance rates) 

UBL DEPOSIT

UBL has taken progressive steps and has introduced innovative products and services to provide you a variety of banking and financing services. 

·   UBL Profit
·   Business Partner
·   UniSaver 

· Foreign Currency Savings   

· 
 Foreign Currency Term Deposits Receipts   


UBL PROFIT

UBL Profit - Certificate of Deposit

Now you can earn a higher income on your surplus cash by investing it in UBL Profit Certificate of Deposit. UBL Profit helps you earn extra income with your hard earned money, while providing absolute trust and security.

Profit on Maturity:

UBL Profit COD gives you the satisfaction of planning your future by providing a lump sum payment of principal and profit at the time of maturity.
Stable & High Rate of Return:

Avail one of the best and most stable rates of return by investing in UBL Profit CODs.

Security

UBL understands the value of your hard earned money and continues to deliver on the promise of safety and security. 

Easy Available Financing:

You can take a loan against UBL Profit CODs for both your short and long term financing needs. You can avail financing up to 90% of your deposit at a very nominal cost, allowing you to earn high profits and still have the liquidity to meet your financial needs. 

Easy Availability: 

UBL Profit CODs are available across the nation at 350+ online branches in more than 70 cities across Pakistan. Simply walk into your nearest online UBL branch and make a smart investment through UBL Profit Certificate of Deposit (COD). 

BUSINESS PARTNER

UBL Business Partner is a current account that especially caters to the needs of a businessman by offering the convenience and accessibility of online banking across the country. Following are some of the special features of UBL Business Partner:

350 Online Branches In 71 Cities

Now access your account from 71 cities across Pakistan. Our network is growing at an amazing pace and now you can avail services like cash withdrawal, payments, deposit, stop payment, acquisition of account statement and many more from more than 350 online branches.

Other benefits:

Free demand draft, pay order, TT and numerous other banking services.
 No restrictions on the number of withdrawals and deposits.
Free ATM cards allow you to withdraw cash from more than 300 ATM’s anytime.

UNISAVER

UBL UniSaver Account is an innovative way of serving your banking needs. Be it trade, business or personal finance, the UBL UniSaver allows you maximum flexibility, yet gives you optimum returns.

Special Features are:
· Daily Profits on your daily balance 

· Higher returns on higher balances 

· Attractive rate of return 

FOREGIN CURRENCY SAVING

If you wish to maintain a secured foreign currency savings account then UBL is the safest bet. By opening a UBL foreign currency savings account: 

· You get to choose from different range of currencies i.e. US Dollar, British Pound, and Euro etc.

· You can avail different attractive rates depending on the currency you choose.

· You get the pleasure of availing the best rate of return in the market. This is what you call value for money.

· You get to make unlimited withdrawals and deposits, making it more easier for you to fulfill your business needs. 

· You get to make a secured investment.

· You can open an account in any of the 174 branches offering foreign currency accounts.

· You get to take your profit home every six months. 

Remittance

Our remittance products are designed to give you maximum flexibility. Currently, you can send money to almost ANYWHERE in Pakistan by using our popular TezRaftaar remittance service.
(a) Hamrah

UBL has always been at the forefront in identifying and meeting the financial needs of its valued customers. UBL was the pioneer in introducing Rupee Travellers Cheque facility in Pakistan, as early as 1971. In continuation of the same tradition, UBL in the shape of "Hamrah" Rupee Travellers Cheque enhances this facility for the convenience of its valued customers by offering denominations up to Rs. 10,000

UBL "Hamrah" has been designed keeping in mind, both convenience and security - be it business, property, trade or personal needs. "Hamrah" Rupee Traveller Cheques are the ideal and safest way of carrying cash when travelling anywhere in Pakistan. 

Hamrah RTC's are now accepted at more than 2000 places such as hotels, shops, real estate agents, jewllers, car dealers, etc and of course at all our UBL branches. 

Salient Features

· Absolutely FREE - No Bank Commission, No Excise Duty:

Whatever the value of "Hamrah" purchased, no Bank Commission or Excise Duty will be charged

· Denominations:

Available in denominations of Rs. 10,000 and Rs. 5,000 

· Easily transferable and encashable:

At any of the large network of designated UBL Branches, countrywide. Transferable/encashable through a single signature 

· Available to all:

Holding an account with UBL not mandatory for availing this facility

· Ease of immediate assistance in case of loss or theft:

Just dial "Hamrah" Hotline UAN for assistance 111-111-825 or contact nearest designated UBL Branch

· Special facility of refund:

Indicate choice of designated UBL Branch for refund which will be within days only. Most convenient while in transit anywhere in Pakistan 

· Valid until encashed:

Use them for a week, month or even years depending on when there's a need for encashment 

TezRaftaar

Free Doorstep Remittances With-in the country or from abroad, UBL offers the most efficient and price competitive service. With our large network of branches, we are poised to offer you service almost at your door step. 

UBL's new remittance service, TezRaftaar offers all overseas Pakistanis the fastest and the most convenient delivery of their money to their beneficiaries in Pakistan. Best of all, TezRaftaar is completely cost free and is available at all UBL branches along the Bank's Network in the Middle East UK and USA.

Check out its great benefits: 

· Fastest delivery to your given address in Pakistan  

· Doorstep delivery by authorized courier or credited to the recipient's account 

· Free of charge transfer service 

· Open to all including those who are not UBL account holders?

Commercial Banking

If you have a small or medium-sized business, UBL can assist you with the right mix of banking services that will help you manage and grow your business. Our experts will facilitate you in the varied financial situations that you come across. We will respond to your needs promptly because we understand how many your customers, your employees and YOU depend on us.

Services

UBL has taken progressive steps and has introduced innovative products and services to provide you a variety of banking and financing services.

·    UBL Wallet Visa
·    Online Banking
UBL Wallet Visa

UBL Wallet ATM / Debit Card is all the convenience & security you desire and the quality you deserve. This Wallet holds all the cash in your bank account. 

With UBL Wallet Visa an withdraw cash at ATMs any time, or make cashless purchases at outlets through the Debit Card facility. 

With no joining fee and an accompanying complimentary cardholder for your convenience, UBL Wallet has been designed to exhibit the best in features and facilities, as well as look & feel. Because at UBL,

All the Cash You Need:

UBL is the only bank that offers the ATM and Debit Card facility to all account holders at all UBL branches, regardless of whether their branch is online or offline.

Nine Supplementary Cards:

UBL Wallet also gives you the facility of having up to 9 supplementary cards issued against one primary card. All supplementary cardholders will be able to conduct ATM/Debit transactions and will share the transaction limits of the primary card account. 

Free Dial

UBL's dedicated staff is at your service 24 hours a day, 7 days a week. You can call our contact centre at 0800-11-825 (Toll-Free), or you can simply pick up the telephone placed next to every UBL ATM and be instantly connected to our customer service representative via a hotline. 


UBL Wallet is ATM Card:

ATM Network: 

UBL already has its own network of 53 ATMs, which continues to expand by the day. Moreover, UBL Wallet is part of the 1-Link switch, which is a fast expanding ATM network of more than 12 banks. This allows you to use your UBL Wallet across Pakistan at more than 300 ATMs 

Funds Transfer:
UBL Wallet allows three kinds of instant funds transfers through UBL ATMs from your UBL account:

1. Into any of your UBL accounts

    2. Into any pre-linked UBL account

    3. Into any other UBL account

On confirmation, the amount from the cardholder account is instantly transferred to the beneficiary account. 

Human Assistant: 

For the first time in Pakistan, selected UBL ATMs feature a Virtual Human Assistant, who guides you in conducting your ATM transactions. 

Security: 

Your UBL Wallet functions on a PIN (Personal Identification Number) based system, ensuring complete security of your transactions. 

Other Facilities
Balance Enquiry:

 Enquire about the availability of funds or simply get a printout of your Account balance.

Mini Statement: Get a printed statement of your account that shows all recent transactions.
Fast Cash: Swiftly withdraw your desired amount by selecting from one of the options of preset denominations. 

UBL Wallet Use as Debit Card:

With UBL Wallet as your Debit Card, you can shop all you want, eat all you can, or fill up your car tank without carrying any cash. Simply use your UBL Wallet for direct debit from your bank account. 

The Debit Card facility is being offered in association with the Orix network, which offers connectivity at more than 1600 outlets across the country. You can use your UBL Wallet to conduct a debit transaction at any outlet in Pakistan that displays the Orix logo. 
Your debit transactions are safe and secure, since only you are aware of your Personal Identification Number (PIN). A debit transaction is conducted only when you type your PIN into the Point f Sale (POS) terminal located at the retailers' premises. 

UBL ATM Cards

	 
	Annual Fee (Rs.)
	Daily Limits (Rs.)

	Card
Type
	Primary
	Supplementary
	ATM
Withdrawal
	Debit
Card
	Funds
Transfer

	Gold
	500
	250
	40,000
	100,000
	500,000

	Silver
	300
	150
	20,000
	50,000
	300,000
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	Abbottabad 

	Bahawalpur 

	Faisalabad 

	Gujranwala 

	Islamabad 

	Hyderabad 

	Karachi 

	Lahore 

	Multan 

	Muree 

	Peshawar 

	Quetta 

	Rahim Yar Khan 

	Rawalpindi 

	Sargodha 

	Sialkot 

	Sukkur 

	Wah Cantt 


You can also use your UBL Wallet across Pakistan at more than 300 ATMs displaying the 1-link logo.

ONLINE BANKING

With UBL’s state of the art online banking, you can access your account from more than 350 branches located in 71 cities across Pakistan. Your account gets to travel with you and can be accessed throughout Pakistan, be it Karachi, Kotli Main, Nalka Kohla or Mandara.

Now UBL enables you to do all the following transactions in minutes through designated online branches. Salient features of online banking are:

· Cash Deposit

· Cheque Encashment

· Stop Payment 

· Account Statement



STRENGTHS
       Strengths are the internal competencies possessed by UBL in comparison with its competitors.

· UBL with an integrated network of over 1300 branches globally, with 19 overseas locations, gives you direct access to a comprehensive range of better banking facilities to help you monitor your business internationally.

· UBL with an integrated network of over 1056 branches domestic with 15 overseas locations gives you direct access to a comprehensive range of better banking facilities to help you monitor your business internationally. 

· UBL has asset of  Rs. 155 billion, capital and reserves of over 4 billion and solid track record of 45 years.

· UBL provides its customers a complete range of banking products and services including retail banking, corporate and institutional banking, trade finance and consumer finance. 

· UBL has planned to institute major improvements in customer services and internal systems to improve efficiency. It also intends to launch innovative products. The bank is increasing resource mobilization through regular deposit campaigns and accelerating the process of recovery of outstanding advances.

· The building of faried Gate (Central Branch Of UBL) is well established with proper arrangement.  

· The management of UBL in order to further improve the quality service, particularly at branch level, is restructuring its commercial banking operations.
· On the move within your city or traveling upcountry, UBL Rupee Travelers Cheques are the most secure and convenient way to carry cash and travel with peace of mind. 

· For the customer who is on the move within the same city or in different cities of Pakistan and who wishes to avoid carrying cash, United Bank Limited presents Cheque Encashment Facility. You can have your UBL account Cheques encased by either self or a third party at any of UBL's designated branches in Pakistan. 

· UBL Uni Saver Account is an innovative way of serving your banking needs. Be it trade, business or personal finance, the UBL Uni Saver allows you maximum flexibility, yet gives you optimum returns. 

· All branches of UBL are now equipped with a special Haj counter, and offered a scheme of loan up to 25000 free of interest.  

· UBL’s new remittance service, TAZRAFTAAR offers all overseas Pakistanis the fastest and the most convenient delivery of their money to their beneficiaries in Pakistan. Best of all, TAZRAFTAAR is completely cost free and is available at all UBL branches 

· UBL was set up in 1959 and is today one of Pakistan's major banks in terms of deposits and advances. 
· If the bank adopt IT vision to create a central database linked to all the hubs, through a strong communication backbone, which allow the customers to maintain one account with the bank and operate it from anywhere in the country. It can get great response from the customers and cause to capture market.

· The concept of a universal teller must be introduced, which can greatly improve the counter services. Through this the bank will be able to get the edge over other competitors. More functionality must also add like signature verification, printing of remittance instruments, etc. Full Online/Offline computerization of Hubs and off-line computerization of all PLS and CD accounts should be achieve. 

WEAKNESS

Weaknesses are the internal attributes of the bank to decrease in comparison with competing bank.

· The bank has less modern techniques all the branches are not computerized.

· No proper material of banking was provided during my internship.

· The branches, where I did my internship is providing very few customer services.

· No concept of right person for right job. 

· They are not providing efficient service to their customer.

· They are not using modern techniques like prizes scheme of other banks.

· Bank has not developed long term strategy

· People are being getting jobs in the bank secretly or form  back door.

· Employees don’t promotion for many years

· If the promotion opportunity available then competes those people whose have political or any other big source of promotion.

· The management of the bank offered low profit on profit and loss account approximately 6% before deducting the tax. The other banks offer more then this.

· HRM is not much effective and active in the bank. Every branch must have one HR counter

· The management is much goal oriented. There must be some people oriented executives.

· There is a communication gap between senior and young people.

· Trained and convince the employees that new technology is helpful for your work.

OPPORTUNITIES

· An opportunity is an external component lies in outside the organization. They would be beneficial for the company.

· An opportunity is any chance to follow a new or revised strategy or business, which would be of benefit to the UBL.

· The banking sector has entered into new era with innovative products and online facilities, which other simply don’t.
· Government of UAE has declared a free industrial estate, which is having its own free port as jabl-e-ali, own which no tariffs are to be imposed. So United Bank Limited can invest in this area by opening its branches there.

· Banks know the deposit and credit products very well. That gives banks an advantage in creating relationships with small business customers. Every small business needs a checking account, and may need credit. Usually, if they are growing, they will come to the bank for credit. For giving more importance to small business UBL can increase their operation.

· Commercial bankers can become the single source of financial services for small businesses, but to do so they must invest in IT that is designed to provide products and services to small businesses. They should look at their branches and the Web-based delivery channels and determine what the appropriate technology is for their small business clients. UBL as a third largest bank of Pakistan can do well.

· UBL have branches in BAHRAFIN, QATAR, UAE, UK  & USA. Where the other competitors do not, it is a great opportunity for the bank.

· UBL has a very large network of branches all over the country. Unfortunately, these braches are not fully equipped with modern instrument, while other banks offering modern services, if management launches innovative products in these areas, bank will able to get the edge in these areas over other banks.

· Due to policy of industrialization bank can expand its operation by giving special attention towards this sector.

THREATS

· Threats are also external factors in the environment, which are not in the favor of company, which can seriously hamper the company’s ability to serve its customers.

· Expansion of new commercial banks like ASKARI bank, UNION bank and etc.. And their better performance may cause loss of market shares of UBL.

· According to World Bank report the Pakistan has become “over banked” economy with cut throat competition for deposits in the industry the battle is on for the market shares. The customers have emerged as the main Beneficiaries of the competition. Now they are getting more personalized services and innovative product.

· All banks are facing a stiff competition to attract new customers. With privatization program began in Pakistan in 1991, three of five NCBs and three DFIs were privatized, and eleven new private banks were set up.

· Along with the growth in size, the banks are now incorporating innovative approaches to their traditional commercial banking operations, keeping in the view the changing demand of the time. UBL face problem. 

· The political influences affect the performance of bank very badly. Most of the loans become bad dad debits due to political pressure 

· No stable government in Pakistan, Government policies change with the change of government.

· The concept of evening and Saturday banking, telephonic and online banking, ATM’s and credit cards are direct result of the intensive competition. But UBL is behind the above-mentioned services.

· Freezing of foreign currency account by the government of Pakistan is also a fear for the bank.



       UNITED BANK LIMITED
	Years
	2002
	2003
	2004
	2005
	2006


Summarized Balance Sheet of Five Years(2002-06)

	

	Current Assets 



	Cash &Balance With Treasury Bank 
	8098566
	15061078
	15573758
	17274461
	23844435

	Balance with Other Banks
	10214456
	12987656
	9985788
	11386434
	17699334

	Leading To Financial Institution 
	6141896
	4370006
	3627557
	23096028
	16262504

	Total Current Assets
	24454918
	32418740
	29187103
	51756923
	57806272


	Investment Net
	34069285


	29850217
	69385409
	56516760
	54953728

	Advances Net
	74156421
	78492649
	74117401


	96125178
	146249184

	Operating Fixed Assets



	Total Operating fixed Assets


	2764367
	2739915
	2710892
	3754236
	3969006

	Other Assets


	26127604
	17350685
	7602661
	8771321
	9634472

	Total Assets


	161572595
	160852206
	183003466
	216924418
	272612663


	Liability And Equity



	Current Liability



	Item 
	2002
	2003
	2004
	2005
	2006

	Deposit And Accounts 
	12867924
	136278250
	154914619
	185071502
	230256627

	Borrowing From Other Banks
	11555734
	11587155
	5347349
	7710375
	11975684

	Bills Payable
	1186961
	1540592
	1832981
	2975910


	3811284

	Total Current Liability
	141421940
	149405997
	162094949
	195757787
	246043595

	Other Liability
	11348069
	10209680
	9836800
	6116758


	9205037

	Total Labiality
	152770009
	159615677
	171931749
	201874545


	255248632

	Equity



	Share Capital
	22481680
	22481680


	5180000
	5180000
	5180000

	Reserve Funds &Other Reserve
	4087899
	3951949
	4243352
	4678317
	5915928

	Unappropriated

Profit(Accumulated loss)
	-19842975
	-27320851
	-797100
	+1384490
	+3274439

	Share Holder Equity 


	6726604
	-887222
	8626252
	11242807
	14370367

	Surplus On Reserve Fixed Assets 
	2075982
	2123751
	2445465
	3807066
	2993664

	Total Liability + Equity
	161572595
	160852206
	183003466
	216924418
	272612663


UNITED BANK LIMITED PROFET AND LSS ACCUNT FOR Five Years  

	Item 
	2002
	2003
	2004
	2005
	2006

	Mark-up/Return/Interest Earned
	11488246
	11407860
	11158001
	8944260
	9233881

	Fees, Commission & brokerage Income 
	1108965
	1034440
	1626314
	1442642
	1654475

	Dividend Income 
	22733
	54081
	276915
	2057314
	1102510



	Income From Dealing in Foreign Securities 
	1560344
	1580560
	1051778
	436656
	668085

	Total Revenue 
	14180288
	14076941
	14113008
	12880872
	12658951



	Less: Mark up /Return /interest Expended 
	6728566
	6334863
	5379435
	1888349
	1732760

	Gross Profit 
	7451722
	7742078
	8733573
	10992523
	10926191




	Operating Expenses



	Item 
	2002
	2003
	2004
	2005
	2006

	Administrative Expenses


	(5425316)
	(4559422)
	(5390233)
	6153913
	6702709

	Prevision Against Loans Advances
	(1526964)
	(1488083)
	(851958)
	444871
	435414

	Prevision for Diminution in The Value Of Investment 
	(132104)
	242642
	160289
	104285
	(100381)

	Other Previsions 
	78398
	(514209)
	(27353)
	551840
	(34422)

	Bed Debts written off Directly 
	(39081)
	(15731)
	(47904)
	12897
	3841

	Less: Total Operating Expenses 
	(7045067)
	(6334803)
	(6157159)
	7267806
	7007161

	Operating Profit 
	406655
	1407275
	2576414
	3724717
	3919030

	Add: Other Income
	1342510
	162508
	179146
	607500
	981154

	Less: Other Charges 
	103668
	(7310869)
	24252
	5501
	10456

	Profit Before Taxation 
	1645497
	(5741086)
	2731308
	4326716
	4889728

	Les: Taxation 
	978405
	1736790
	1316992
	1691098


	1188184

	Profit after Taxation 
	667092
	(7477876)
	1414316
	2635618
	3701544


RATIO ANALYSIS

The Relationship of one item to another expressed in simple mathematical form is known as ratio. A single ratio in itself is meaning less because it does not furnish a complete picture. A ratio becomes meaning full when compared with other standard. So I have taken ratios and percentages of the UBL based on its record of the financial and operating performance.

The purpose of ratio analysis depends upon the event for which the analysis is made. The following paragraph briefly explains the purpose of ratio analysis:

‘Management’ would like to know the operational efficiency and would think of such ratios as return on investment, turnover of fixed assets, and net profit to sales etc. 

While ‘Creditors’ would like to know the ability of the company to meet it current obligations and, therefore, would think of current and liquid ratios, turnover of receivables, coverage of interest by the level of earnings, etc. and on the other side, ‘Investors’ will be interested in such ratios as earnings per share, book value per share and dividends per share etc. 

LIQUIDITY RATIO

	Ratio
	Formula Applied For Calculation
	2002
	2003
	2004
	2005
	2006

	CURREN RATIO
	Current Assets / Current Liabilities
	17.29%
	21.70%
	18.01%
	26.44%
	23.49%

	Networking Capital 
	Currant Assets-

Current Liability 
	1169677022
	116987257
	13297846
	144000864
	188237323


Current Ratio

The current ratio is the ratio of total current assets and total current liabilities. The current ratio of a firm measures its short-term solvency, i.e. its ability to meet short-term obligations. The higher the current ratio, the large the amount of rupees available per rupee of current liability, the more the firm’s ability to meet current obligations and the greater the safety of funds of short term creditors. Thus, current ratio, in way, is a measure of margin of safety to the creditors.


After the privatization of UBL in 2002 the current ratio is increasing which is a sing of UBL good achievement. Total liabilities to total asset of UBL are moderate and with passage they are covering their condition. It is also decreasing with the passage of time.Liabilities in 2000 were 17.29% ,21.70%, 18.01%, 26.44%,  23.49%

In 2001, 2002, 2003 and 2004 respectively. The bank condition is better than previous years and their liabilities going down this is show better effectiveness. The management is thinking seriously in this matter and try to control the situation.

ADVANCES TO TOTAL DEPOSITS
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This ratio shows that the portion of loan in total deposits was 57.62% in 2000 which decreased to 47.28% in 2002 was a good sign for the management but it again increased, UBL is a commercial bank and the policy of management is to advance more and more loans. It was 51.98% in 2003 which increased to 63.51% in  2004 the management also consider the security of loans because most of the loans becomes to bad debts.

PROFITABILITY RATIO

	RATIO
	FORMULA
	2002
	2003
	2004
	2005
	2006

	Net Profit Margin
	Profit after Tax / total income
	4.70%
	(53.12)%
	10.20%
	20.46%
	29..34%

	G.P Margin
	Gross Profit / total Revenue
	52.55%
	 55.00%
	61.88%
	85.34%
	86.31%

	Operating Profit Margin 
	Operating Profit/ total Revenue
	2.87%
	10.01%
	18.26%
	28.92%
	30.96%

	Return on total Assets 
	Net Profit After Tex/Total Assets 
	0.41%
	-(4.65)%
	0.77%
	1.21%
	1.36%

	Return on Equity
	Net Profit / Equity
	9.9%
	842%
	16.39%
	23.44%
	25.75%


Net Profit Margin
This ratio is also known as net margin. This measures the relationship between net profits and sales/revenue of a firm. This ratio is calculated after deducting non-operating expenses, such as loss on sale of fixed assets etc., from operating profit and adding non-operating income like interest or dividends on investment, profit on sale of investments or fixed assets, etc., to such profit. 
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Gross Profit Margin Ratio
The gross profit margin indicates the percentage of each sales remaining after the firm has paid for its goods. Higher the ratio, the better it is, and the lower the relative cost of merchandise sold. A low ratio indicates unfavorable trends in the form of reduction in selling prices or increase in cost of production.


Gross profit margin of the UBL in 2000 was 52.55 which was very good with the previous year situation. But after the appointment of new management the bank became able to increase the gross profit margin 55.00% in 2001. In coming year it increased to 61.88%, 85.34% and 86.31% in 2002, 2003 and 2004 respectively.


[image: image28.wmf]0

0

0.41%

-0.0465

0.77%

1.21%

1.36%

-0.06

-0.04

-0.02

0

0.02

2002

2003

2004

2005

2006

ReturnToTotal Assets

Return on total Assets

Series2


Return To Total Assets

Net profit to total asset is only 0.41% in 2002, which shows that bank earn remarkable profit in 2002, but again in 2003 it is in negative. Because of emerging new technology the bank have to compete with this technology, which caused to increase the expenditure. This is very critical point for management. After that bank continually increase their profit .

NET PROFIT TO EQUITY

        Net profit to total equity seems satisfactory.  

CAPITAL ADEQUACY RATIO

	Ratio
	Formula Applied For Calculation
	2002
	2003
	2004
	2005
	2006

	Equity to Asset
	Total Equity / Total Assets
	4.16%
	0.55%
	4.71%
	5.18
	5.27

	Equity to Deposits
	Total Equity / Deposits
	5.23%
	(0.65)%
	5.57%
	6.07%
	6.24%


TOTAL EQUITY TO TOTAL ASSETS
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               The hold of the owners of the company was –0.56% in 2001 which increased to 4.7% in 2002 4.71% , 2003 5.18%, 2004 5.27%, total equity is increasing every year it shows bank is going to better progress and  equity is growing every year.

TOTAL EQUITY TO DEPOSITS
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 The portion of total equity as compared to total deposits is very high. It was 
-0.65% in 2001.the share was decreased but in 2002 the share increase 5.57% due to new share capital it was improved previous year and after that it is continuously improving and shows better condition of the bank 
	Ratio
	Formula Applied For Calculation
	2002
	2003
	2004
	2005
	2006

	Debt Ratio 
	Total Liabilities / Total Assets
	94.55 %
	99.23%
	93.95%
	93.06%
	93.63%

	Debt Equity Ratio
	Total Equity/Total Deposits
	5.22 %
	.65%
	5.57 %
	6.07 %
	6.24  %



	Time interest earned ratio
	EBIT/interest
	14.32%
	(50.32)%
	24.48%
	48.37%
	52.95%


SUGGESTIONS

The following are the suggestions that I have recommend for the united bank limited.

· The behavior with the customers should be improved. 

· There is a great need of proper training of employees. Because when ever they were asked about the latest banking the answer was sorry we don’t know.

· Like the other reputed commercial banks UBL should recruited some officers especially from the fresh MBA’s and M.Com students. Doing so, the more talented persons would enter in the management and they will try to make the National Bank compatible with the other banks.

· All the branches must be fully equipped.

· The behavior with the customer should be improved.

· Try to establish effective communication between top-level management and executive.

· Also do marketing through internet

· Effective training and qualified, dutiful and vigilant inspection teams are inducted per force in all the banks. . 

· This branch is not doing many functions to open the L/C and to deal in export and import facilities. So bank should hire export staff for such type of activities and start them in the branch.

· The branch should improve his position to attract more customers. 

· The bank must have to apply the marketing strategies to attract the customers which are depositors, like other banks are doing such as City Bank and in the Pakistan banks .

                               Contacts

	 
	We value your suggestions; if you have any queries, complaints or feedback you can:

	 
	Call our 24 Hours, 7 days a week
netbanking Phone Banking: 0800-11-825 (toll-free)
For people in Azad Jammu Kashmir: (021) 2446949 


Write to us at
Problem Resolution
UBL Head Office, Mezzanine Floor, NJI Building
I.I Chundrigar Road, Karachi, Pakistan. 

Fax us at
Problem Resolution: (021) 9213209 


ABBREVIATION

UBL

United Bank Limited

HO

Head Office

SBP

State Bank of Pakistan

SWIFT
Society for World wide Inter Bank Telecommunication

ATM

Automated Teller Machine

DD

Demand Draft

TT

Telegraphic Transfer

PO

Pay Order

MT

Mail Transfer

CC

Collection Cheque

CA

Current Account

TC

Traveler Cheque

PLS

Profit& Loss account

CLP

Credit Line Proposal

LC

Letter of Credit

DF

Demand Finance

RF

Running Finance

OD

Over Draft

CF

Cash Finance

SEVP





EVP





SVP





VP





AVP





OG -I





OG-II





OG-III





Assistant





Non-Clerical Staff





Clerical Staff





Messenger





Technical staff





Cashier





DR (dispatch rider)





Area manager





Operational manager





Cash department





Credit department





Foreign currency dept





Computer department





Clearing department





Account opening 





Bills and remittance





Finance department





Legal department





Audit department





Employees working
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