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ACTION PLAN FOR PREPARATION OF FINANCIAL STATEMENTS
SONALI BANK LIMITED, HEAD OFFICE, DHAKA
CENTRAL ACCOUNTS DIVISION (OPERATION)

What to do How to do Who to do When to do Remarks
A. At Branch Level
1) Passing Vouchers & Balancing Books & Registers.
i) {Passing Stationery Vouchers & Balancing Stationery Register/Ledger As per Closing Letter Branch incumbent On 30 November, 2022
ii) [Disbursement of Salary and Allowances for December, 2022 Do Do On 20 December, 2022
iii) |Charging Depreciation on Fixed Assets (Dead Stock) Do Do On 20 December, 2022
iv) |Payment of interest to Sonali Bank General & Main Office etc A/Cs Do ITD (Business-IT) On 25 December, 2022
v) |Applied Interest to Deposit and Loan & Advances A/C Do Do On 29 December, 2022,
vi) [Passing Receivable/Payable/Prepaid Expenses Voucher Do Branch Incumbent On 29 December, 2022,
vii) |Balancing books & Registers Do Branch incumbent On 29 December, 2022
2) Preparation, Checking & Sending Annual Closing Statements
i} |Transfer of all Provident & Pension Fund related balances to HO Do ITD (Business-IT) On 26 December, 2022,
i) |Starting Preparation Annual Closing Statements Do Branch Incumbent / ITD (CBS) | On 15 December, 2022
iii) _|Completion of Preparation and Checking Annual Closing Statements Do Do By 03 January, 2023
iv) |Sending Annual Closing Statements to P.O (As per Annexure “KA” & “KHA" of Annual Closing Do Do On 04 January, 2023
Letter) Other than Corporate Branches
V) |Corporate Branches' Statements to be sent direct to Head Office Do Do By 05 January, 2023
vi) |Input Data of Closing Statements in the Computer by Corporate Branches Do Do By 05 January, 2023
vii) |Sending CRE Data by Corporate Branches/PO to CAD, H.0. Do Do By 08 January, 2023
B At Controlling Office Level (GMO/PO)
1) Passing Vouchers & Balancing of Books & Registers.
i) |Passing Stationery Vouchers & Balancing Stationery Register/Ledger Do Incumbent of GMO/PO On 30 November, 2022
i) _|Charging Depreciation on Fixed Assets (Dead Stock) Do Do On 20 December, 2022
iii) |Passing Receivable/Payable/Prepaid Expenses Voucher Do Do On 29 December, 2022




-

What to do How to do Who to do When to do | Remarks
2) Preparation, Checking & Sending Annual Closing Statements
i) |Preparation & Sending of Annual Closing Statements to PO As per Closing Letter Branch Incumbent By 04 January, 2023
ii) {Checking & Sorting Annual Closing Statements for HO Do Incumbent of P.O By 04 January, 2023
fii) 1Sending Annual Closing Statements to respective Division of H.O. Do Incumbent of P.O By 05 January, 2023
iv) linput Data of Closing Statements in the Computer By PO Do Incumbent of P.O By 05 January, 2023
V) [Sending CRE Data by P.O. to CAD, H.O. Do Concemned PO By 08 January, 2023
vi) |Preparation & Sending of Annual Closing Statements to HO Do Incumbent of GMO By 05 January, 2023
C At Head Office Level
1) Passing Vouchers & Balancing Books & Registers.
i) _|Passing Stationery Vouchers & Balancing Stationery Register/Ledger As per Closing Letter Concemed Division of H.O On 30 November, 2022
ii) |Disbursement of Salary & Allowances for December, 2022 Do Do On 20 December, 2022
iii) _|Charging Depreciation on Fixed Assets (Dead Stock & Premises) Do Do On 20 December, 2022
iv) |Passing Receivable/Payable/Prepaid Expenses Voucher Do Do On 29 December, 2022
vi) |Passing & Sending all Closing Vouchers to CAD, H.Q. Do Do On 29 December, 2022
Vii) [Balancing Books & Registers Do Do On 29 December, 2022,
2) Preparation, Checking & Sending Annual Closing Statements
i) |Preparation of Annual Closing Statements Relating to various Divisions of H.O. Do Concemed Divisions of H.O On 28 December, 2022
ii) |Sending Annual Closing Statements relating to H.O to CAD, H.O. Do Concemed Divisions of H.O By 05 January, 2023
iii) _|Checking & sorting Annual Closing Statements Do Concemed Divisions of H.O By 05 January, 2023
iv) [Input Data of H.Q. Closing Statements in the Computer By CAD, HO. Do CAD (AD) By 05 January, 2023
V) _|Consolidation of Statements at H.O & sending thereof to CAD, HO. Do Concemed Divisions of H.O By 05 January, 2023
vi} |Preparation of Draft Financial Statements Do CAD {Accounts) By 07 February, 2023
vii) [Handing over Financial Statements to the Auditors Do CAD (Accounts) By 08 February, 2023
viii) |Receiving Draft Financial Statements from Auditors Do CAD (Accounts) By 14 February, 2023
ix) |Placement of the Draft Financial Statements to Audit Committee. Do CAD (Accounts) By 16 February, 2023
X) |Receiving Financial Statements from Auditors { After Audit Committee Meeting ) Do CAD (Accounts) By 22 February, 2023
xi) Submission of Audited Financial Statements to the Board of Directors Do CAD (Accounts) By 23 February, 2023
N.B. This Is a summarized Action Plan. All concerned are requested to complete all Closing works as per instructions of the Annual Closing Letter 2022 and other instructions given by Head Office
from /ﬁﬁa to time.

(Chandan Kumar Saha)
Asst.General Manager

Md. ur

an)

Deputy General Manager




