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2.1 Citizen Service (aifd% ¢131)

case of having no NID of customer then require Introducer )
- Two copies passport size Photo of A/C Holder

- NID Copy of Nominee,

- One copy passport size Photo of Nominee

- Income TAX Return Submission Copy if amount is BDT 10
Lac above

- Proof of Income Source Document

- Salary Certificate/ Appointment Letter for Service Holders
/Trade License/ Memorandum and Articles of Association,
Form XlI and Schedule X

- Sale Deed for Sale of Property

- Rental Deed/Utility Bills/Ownership Documents for
Landlord

- Certificate of Registration and Self- Declaration for Self-
Employed Professional

- Beneficiary Owner’s Source of Fund Document in case of
Student/Housewife/Unemployed

- Customer Declaration (If Any)

Place of Receipt: Respective Desk of Branch/Sub Branch

Customer visits Branch/Agent
Outlet and submit the duly filled
Account Opening Form and
required documents to
Respective Employee for
processing.

SL Name of Service Providing Required Documents and Place of Receipt Fees/Charges and Modes of Timeline for Service Point
Services Method Payment Service
1 Account Physical Presence to | - Dully Filled Account Opening Form For Schedule of Charges details/ Same Day Respective Desk of
: e - h/S h
Opening Branch/ Sub Branch/ | NID/ Valid Passport/Birth Certificate of Account holder( in Information visit our website Branch/Sub Branch/
Agent Outlet Agent Outlet

Head Office: “EXIM Bank Tower”. Plot: 15, Road: 15, Block: CWS(C), Gulshan- 1, Dhaka- 1212;
PABX: 09666716246, SWIFT: EXBKBDDH, Web: www.eximbankbd.com
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2 Card Service

Physical Presence

Debit Card
Required documents:

Passport sized photo and signed application form (Applicant
must have account with Exim Bank)

b. Place of documents receipt: Branch

Prepaid Card.

Required documents:

* Completed Exim Prepaid Card Application Form
* Recent Passport Size Photograph of Applicant

* Photocopy of valid NID (Original Must be shown)

* Valid Passport is mandatory for endorsement for
International Transactions

* Completed KYC Form

Visa Islamic Investment Card
Required documents:

* Card Application Form duly Filled up

* NID (Applicant, Lab Printed Photo (Applicant duly
attested)

Place of Receipt: Respective Desk of Branch/Sub Branch

For Schedule of Charges details/
Information visit our website

Customer visits Branch/Agent
Outlet and submit the duly filled
Card Application Form and
required documents to
Respective Employee for
processing.

3 working Days

Respective Desk of
Branch/Sub Branch/
Agent Outlet

3 Account/Card
Information
Update

Physical
Presence/Online

Savings Account/Current Account (Individual)

As per information modification requirement (such as Utility
Bill Copy for address update, Proof of Submission of Return
for Tax update, etc.)

Place of Receipt: Respective Desk of Branch/Sub Branch

For Schedule of Charges details/
Information visit our website

Customer visits Branch/Agent
Outlet and submit the duly filled
Update Form and required
documents to Respective

3 working days

Respective Desk of
Branch/Sub Branch/
Agent Outlet

Head Office: "EXIM Bank Tower”. Plot: 15, Road: 15, Block: CWS(C), Gulshan- 1, Dhaka- 1212;
PABX: 09666716246, SWIFT: EXBKBDDH, Web: www.eximbankbd.com
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Employee for processing.

4 Cheque Book
Issue

Physical Presence

MSD/AWCD/MSND Account
Required documents:

An application from account holder with signature and
amount cheque leaves.

Place of Receipt: Respective Desk of Branch/Sub Branch

For Schedule of Charges details/
Information visit our website

Customer visits Branch/Agent
Outlet and submit the duly filled
form/Application Form to
Respective Employee for
processing.

3 working days

Respective Desk of
Branch/Sub Branch/
Agent Outlet

5 Looker Service Physical Presence | * 3 copies of PP photo of applicant and 2 copies of nominee. | For Schedule of Charges details/ Same Day Respective Desk of
* NID/Passport of both Applicant & Nominee Information visit our website Branch/Sub Branch/
Agent Qutlet
* Duly filled up and signed locker application form.
* Applicant must be an account holder of Exim Bank Customer wmts_Branch/Age:-nt
Outlet and submit the duly filled
form/Application Form to
Place of Receipt: Respective Desk of Branch Respective Employee for
processing.
6 | PayOrder Issue Physical Presence * Duly filled up and signed Pay Order Application Form For Schedule of Charges details/ Same Day Respective Desk of
Information visit our website Branch/Sub Branch/
Agent Outlet
Customer visits Branch/Agent
Outlet and submit the duly filled
form/Application Form to
Respective Employee for
processing.
7 Passport Physical Presence | Original Passport/s and Exim Bank Card For Schedule of Charges details/ Same Day Respective Desk of
Endorsement Place of Receipt: Respective Desk of Branch Information visit our website Branch/Sub Branch/
Head Office: "EXIM Bank Tower”. Plot: 15, Road: 15, Block: CWS(C), Gulshan- 1, Dhaka- 1212;
el PABX: 09666716246, SWIFT: EXBKBDDH, Web: www.eximbankbd.com
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Agent Outlet
Customer visits Branch/Agent
Outlet and submit the duly filled
form/Application Form to
Respective Employee for
processing.
8 Cash Physical Presence | Cheque Leaf/Card For Schedule of Charges details/ Same Day Respective Desk of
Withdrawal Information visit our website Branch/Sub Branch/
Agent Outlet /ATM
Place of Receipt: Respective Cash Counter of Branch/Sub Booth
Branch Customer visits Branch/Agent
Outlet and submit the Cheque to
Branch Cash Counter for
processing.
In case of card holder customer
has to visit ATM booth for cash
withdrawal
9 Cash Deposit Physical Presence | * Filled up Deposit Slip For Schedule of Charges details/ Same Day Respective Desk of
; ; Information visit our website Branch/Sub Branch/
* Photo ID ( if bearer and applicable
(i PP ) Agent Outlet /CDM
N 2 Customer visits Branch/Agent
Pl fR t: R tive Cash Count fB h/Sub
B:r:::;;: eceipt: Respective Cash Counter of Branch/Su Oxitlet/CDM tid submift the
Deposit Slip to Branch Cash
Counter for processing.
10 | Fund Transfer Physical Presence * Properly signed cheque For Schedule of Charges details/ Same Day Respective Desk of
with Cheque Place of Recelpt: Respective Deskiof Branch/Sub Brénch Information visit our website Branch/Sub Branch/
Agent Outlet
Customer visits Branch/Agent
Outlet and submit the Cheque to
go— Head Office: "EXIM Bank Tower”. Plot: 15, Road: 15, Block: CWS(C), Gulshan- 1, Dhaka- 1212;

PABX: 09666716246, SWIFT: EXBKBDDH, Web: www.eximbankbd.com
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Respective Employee for
processing.
11 | Cheque Clearing | Physical Presence | Cheque Leaf In Order with material information and For Schedule of Charges details/ | As per Bangladesh Respective Desk of
signature Information visit our website Bank BEFN rules Branch/Sub Branch/
Positive Pay Instruction (If applicable) Agent Outlet
Customer visits Branch/Agent
Place of Receipt: Respective Desk of Branch/Sub Branch s S,me't ERCheqReG
Respective Employee for
processing.
12 | Interbank Fund Physical Customer Request with required information (Written/Aiser | For Schedule of Charges details/ | As per Bangladesh Respective Desk of
Transfer Presence/Online where applicable) Information visit our website Bank BEFN rules Branch/Sub Branch/
(BEFTN/RTGS/N Agent Outlet/Aiser
PSB)
Place of Receipt: Respective Desk of Branch/Sub Branch Customer visits Branch/Agent
Outlet and submit the duly
signed form to Respective
Employee for processing.
13 Utility Bill Physical Utility Bill Copy (if paid through branch) For Schedule of Charges details/ Same Day Respective Desk of
Payment Presence/Online Information visit our website Branch/Sub Branch/
Agent Outlet/Aiser
Place of Receipt: Respective Desk of Branch/Sub Branch
Customer visits Branch/Agent
Outlet and submit the Utility Bill
to Respective Employee for
processing.
14 | Challan Deposit Physical Presence | Pre-printed lip containing required information and amount For Schedule of Charges details/ Same Day Respective Desk of

Place of Receipt: Respective Desk of Branch/Sub Branch

Information visit our website

Customer visits Branch/Agent

Branch/Sub Branch/
Agent Outlet

Head Office: "EXIM Bank Tower”. Plot: 15, Road: 15, Block: CWS(C), Gulshan- 1, Dhaka- 1212;
PABX: 09666716246, SWIFT: EXBKBDDH, Web: www.eximbankbd.com
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Outlet and submit the duly
signed form to Respective
Employee for processing.

15

Account Closing

Physical Presence

* Individual -Account closing request from the account
holder duly signed for individual account , in case of joint
account signature of all signatory will be required

* Sole Proprietorship Account- Account closing request by
the proprietor

* Partnership- Resolution from the partners or letter from
partners who are empowered to close the account as
specified in the partnership deed.

Place of Receipt: Respective Desk of Branch/Sub Branch

For Schedule of Charges details/
Information visit our website

Customer visits Branch/Agent
Outlet and submit the duly
signed Application form to

Respective Employee for
processing.

Same Day

Respective Desk of
Branch/Sub Branch/
Agent Outlet

16

Dormant
Account
Activation

Physical Presence

Duly filled Dormant Account Reactivation Form, updated
trade license ( in case of business account) , other necessary
document which are mandatory for account opening but
were not taken during account opening.

Place of Receipt: Respective Desk of Branch/Sub Branch

For Schedule of Charges details/
Information visit our website

Customer visits Branch/Agent
Outlet and submit the duly
signed Application form to

Respective Employee for
processing.

Same Day

Respective Desk of
Branch/Sub Branch/
Agent Outlet

Head Office: "EXIM Bank Tower”. Plot: 15, Road: 15, Block: CWS(C), Gulshan- 1, Dhaka- 1212;
PABX: 09666716246, SWIFT: EXBKBDDH, Web: www.eximbankbd.com
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2.2 Institutional Service (2if$$ifss &Rt)

SL Name of Services Service Providing Required Documents and Fees/Charges and Modes of Timeline for Service Service Point
Method Place of Receipt Payment
1 | Fund Transfer/ Pay Order/ Branch/Online Exirii Webisite For Schedule of Charges details visit Instant Branch/Sub Branch/ Online
i i our website
IRemltta'nce/SaIar\.*/ Standing (eximbankbd.com)
netructian To see process visit our website
2 RVE g Branch/Online Ex@ Website For Schedule of Charges details visit Minimum 3 working days | Branch/Sub Branch/ Online
(eximbankbd.com) i
our website
3 Fore_lgn Exchange and Trade Branch/Online E)ur'n Website To see process visit our website Minimum 3 working days Branch/Sub Branch/ Onfine
Service (eximbankbd.com)
4 Correspondent Banking Branch/Qnline Emrln Website For Schedule of Charges details visit Minimum 3 working days Branch/Sub Branch/ Online
(eximbankbd.com) :
our website
5 Import Financing Branch/Online Exn.'n Website To see process visit our website Minimum 3 working days Branch/Sub Branch/ Online
(eximbankbd.com)
6 RXpart Financing BranchyCaline Exlrn Wehsie For Schedule of Charges details visit Minimum 3 working days | Branch/Sub Branch/ Online
(eximbankbd.com) :
our website
7 Off-Shore banking Branch/Online Exim . . To see process visit our website Minimum 3 working days Branch/Sub Branch/ Online
Website(eximbankbd.com)
8 | SWIFT Screening Branch/Online Exim Website For Schedule of Charges details visit Minimum 3 working days Branch/Sub Branch/ Online
(eximbankbd.com) our website
o | mermittsnce series Btanich/Oiiline EKII:I’I Website To see process visit our website 3 working davs Branch/Sub Branch/ Online
(eximbankbd.com)
10 | L/C Advising Branch/Online Emrn Website For Schedule of Charges details visit 3 working days Branch/Sub Branch/ Online
(eximbankbd.com) ;
our website
¥4 | Busianies hidiiass Branch/Online Emm Website To see process visit our website 3 working days Branch/Sub Branch/ Online
(eximbankbd.com)

g

PABX: 09666716246, SWIFT: EXBKBDDH, Web: www.eximbankbd.com
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12

Central Trade Processing

Branch/Online

Exim Website
(eximbankbd.com)

For Schedule of Charges details visit
our website

3 working days

Branch/Sub Branch/ Online

e
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2.3 Internal Service (/B G131)

SL Name of Services

Service Providing

Required Documents and

Fees/Charges and Process

Timeline for Service

Service Point

Method Place of Receipt
1 | Interior Decoration and Physical gppltlc:_tlon form Payment is deducted from Bank'’s Depending on setup General Services Division
Furniture A internal account
Place of Receipt: General
Services Division
. Quotation : p . ; s
2 | Head Office/Branch/Sub Physical Payment is deducted from Bank’s Depending on setup General Services Division
i internal account
Branch premises Place of Receipt: General
Management £ o
Services Division
3 [T equipments Fhysical Application form Payment is deducted from Bank’s Depending on stock Information and
. internal account Technology Division
Place of Receipt:
Information and Technology
Division
4 Training and Warkshap Physical and Online | Training Materials Payment is deducted from Bank’s Depending on training and EBTRA
internal account workshop duration
Place of Receipt: EBTRA it
5 Bus:nes§ Card Requisition Physical Requisition Form ?ayment is deducted from Bank’s 5 working days Gaficrsl Servicae Division
Processing internal account
Place of Receipt: General
Services Division
6 NOC.a_lnd Experience Physical and Digital | Application Form !Dayment is deducted from Bank'’s 2 working days AR A TS
Certificate internal account
Place of Receipt: HRD
5 Sick Leave Digital Application Form Not Applicable 1 working day Huian: Ressureas Divisksn
Place of Receipt: HRMS
8 | Maternity Leave Digital Application Farm Not Applicable 1 working day Human Resources Division

L
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Place of Receipt: HRMS
9 | Furniture and Equipment Physical Application Form NaLApplicable 2 working days Human Resources Division
Allowance
Place of Receipt: HRD
10 | Employee ID Card Physical AppiEstion: Form hotApplicable 3 working days Human Resources Division
Place of Receipt: HRD
. . . . Application Form Payment through account i fi
11 | Hospital and Maternity Claim Physical 3 working days Human Resources Division
Place of Receipt: HRD
12 | Meeting and Conference Physical and Online Related Circular and Payment is deducted from Bank’s According to program CABD and Marketing
Schedule of Program . -
Arrangement internal account Division

»—
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SL

3. Customer’s Obligation to the Bank

i |

Customer should submit application with fully required documents of promised services.

Customers should follow the banking rules and regulations.

Customers should maintain disciplinary arrangement at the customer service points.

Customers shall convey the bank any changes in their address, contact numbers or any material information.

Customers should ask for information from branch, contact center, email, website, verified social media.

Customer should present prior to the appointment date.

Customer should follow banking instructions and information shared through SMS/Email from time to time

Customer should refrain from making unfair

service request

4. Customer’s obligation when did not get promised service

SL | When to Contact Whom to Contact Contact Address Execution Deadline
1 | If responsible person fail to solve issue Complaint Execution Officer Name and Designation: Mr. Ishtiak Ahmed, SAVP 7 working day
Mr. Ishtiak Ahmed For Head Office Phone: 01714091130
and Email: ishtiak_id@eximbankbd.com
Managers for Branch/Sub Branch Website: http://eximbankbd.com
2 | If complaint execution officer fail to solve | Appeal Officer Name and Designation: Mr. Shah Md. Abdul Bari, AMD 7 working day
issue on time Mr. Shah Md. Abdul Bari, AMD Phone: 01711394832
Email: sabari@eximbankbd.com
Website: http://eximbankbd.com
3 | If appeal officer fail to solve issue on time | Bank Complaint Management Cell email: info@eximbankbd.com 7 working day

" i
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