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INTRODUCTION iii

CHAPTER 1 BANKER-CUSTOMER RELATIONSHIP 1-1 to 1-14
1.1 Banks and the Business of Banking 1-2
1.2 Meaning of ‘Customer’ 1-6
1.3 Relationship between Banker and Customer 1-7
1.4 Banker’s Rights and Duties 1-8
1.5 Customer’s Rights and Duties 1-13

Student Practice 1-14

CHAPTER 2 TYPES OF CUSTOMERS/ACCOUNTS 2-1 to 2-7

2.1 Individual Account 2-2
2.2 Joint Account 2-2
2.3 Partnership Accounts 2-3
2.4 Sole Proprietorship 2-4
2.5 Company Accounts 2-4
2.6 Minors 2-6
2.7 Societies, Clubs and Associations 2-6
2.8 Trustees 2-6

Student Practice 2-7

CHAPTER 3 CUSTOMER SERVICE 3-1 to 3-9

3.1 What is Customer Service? 3-2
3.2 Basic Factors of Good Customer Service 3-2
3.3 Handling Customers’ Complaints 3-8

Student Practice 3-9

CHAPTER 4 ETHICAL CONDUCT 4-1 to 4-7

4.1 Banking Ethics 4-2
4.2 Conflict of Interest 4-3
4.3 Misuse of Position 4-4
4.4 Misuse of Information 4-5
4.5 Completeness and Accuracy of Records 4-5
4.6 Confidentiality of Communications and Transactions 4-5
4.7 Equitable Treatment 4-6
4.8 Test of Ethical Behaviour 4-6
4.9 Customer Complaints 4-7

Student Practice 4-7



CHAPTER 5 DEPOSIT ACCOUNTS 5-1 to 5-28
5.1 Introduction 5-2
5.2 Current Account Deposits 5-2
5.3 Savings Account Deposits 5-9
5.4 Time Deposits 5-14
5.5 Negotiable Instruments of Deposits (NIDs) 5-19
5.6 Banker’s Cheques 5-23
5.7 Demand Drafts 5-25
5.8 Foreign Demand Drafts 5-26
5.9 Telegraphic Transfers 5-26
5.10 Mail Transfer 5-28
5.11 Standing Instructions 5-28

Student Practice 5-29

CHAPTER 6 BILLS OF EXCHANGE, CHEQUES AND 6-1 to 6-26
PROMISSORY NOTES

6.1 Definition 6-2
6.2 What is Negotiability? 6-5
6.3 Parties to a Bill 6-5
6.4 Inland and Foreign Bill (Section 4) 6-7
6.5 Computation of Time of Payment (Section 14) 6-7
6.6 Acceptance (Section 17) 6-8
6.7 Rules as to Presentment for Acceptance and Excuses 6-8

for Non-Presentment (Section 41)
6.8 Non-Acceptance (Section 42) 6-8
6.9 Dishonour by Non-Acceptance (Section 43) 6-8
6.10 Rules as to Presentment for Payment 6-9
6.11 Dishonour by Non-Payment (Section 47) 6-9
6.12 Noting and Protesting 6-9
6.13 Discharge of a Bill (Section 59) 6-10
6.14 Some Distinctions between Cheques and Bills of Exchange 6-10
6.15 What is a Cheque? 6-11
6.16 Types of Indorsement 6-14
6.17 Types of Cheques 6-16
6.18 Other Types of Cheques 6-16
6.19 Crossings 6-17
6.20 Clearing 6-20
6.21 The Clearing Process 6-23

Student Practice 6-26

CHAPTER 7 ELECTRONIC BANKING 7-1 to 7-15

7.1 Electronic Banking 7-2
7.2 Cash 7-3
7.3 Electronic Banking - Consumer 7-4
7.4 Products 7-7
7.5 Electronic Banking - Corporate 7-11
7.6 Electronic Banking - Interbank 7-12
7.7 Online Banking 7-13

Student Practice 7-15
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CHAPTER 8 LENDING AND CREDIT FACILITIES 8-1 to 8-15

8.1 Introduction 8-2
8.2 Principles of Good Lending 8-2
8.3 7 Cs in Credit Evalution 8-5
8.4 Relative Importance of the 7 Cs 8-8
8.5 Risk Analysis Chart 8-9
8.6 Financial Analysis 8-11
8.7 Common Ratios Used in Financial Analysis 8-12

Student Practice 8-15

CHAPTER 9 TYPES OF CREDIT FACILITIES 9-1 to 9-24

9.1 Types of Credit Facilities 9-2
9.2 Overdraft 9-2
9.3 Term Loan 9-3
9.4 Trust Receipts 9-4
9.5 Banker’s Acceptance 9-7
9.6 Letter of Credit 9-10
9.7 Shipping Guarantee 9-17
9.8 Bank Guarantees 9-21
9.9 Venture Capital 9-24

Student Practice 9-24

CHAPTER 10 INTERNATIONAL TRADE FINANCING 10-1 to 10-12

10.1 Introduction 10-2
10.2 How Banks Facilitate International Trade 10-2
10.3 Documentary Credits 10-2
10.4 Negotiation of Letter of Credit 10-3
10.5 Presentation of Documents 10-3
10.6 Document Generally Called For 10-4
10.7 Negotiation of Documents 10-6
10.8 Discrepancies 10-6
10.9 Reimbursement 10-6
10.10 Documentary Collection 10-7
10.11 Incoterms 10-9
10.12 Bilateral Payment Arrangements/Agreements 10-12

Student Practice 10-12

CHAPTER 11 TREASURY OPERATIONS 11-1 to 11-13

11.1 Introduction 11-2
11.2 Foreign Exchange Market 11-2
11.3 Money Market 11-9
11.4 Options 11-11
11.5 Currency Futures 11-13

Student Practice 11-13
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CHAPTER 12 OTHER FINANCIAL SERVICES 12-1 to 12-29

12.1 Hire-Purchase 12-2
12.2 Leasing 12-10
12.3 Factoring 12-15
12.4 Insurance 12-18

Student Practice 12-29

CHAPTER 13 UNIT TRUST 13-1 to 13-7

13.1 Definition of Unit Trust 13-2
13.2 Types of Unit Trust Funds 13-3
13.3 The Unit Price 13-3
13.4 Advantages of Unit Trusts 13-5
13.5 Permitted Investment 13-5
13.6 Limits on Investments 13-6
13.7 Liquidity Requirement 13-6
13.8 Factors to Consider When Choosing the Right Investment 13-6
13.9 Risks of Investing in Unit Trust 13-7

Student Practice 13-7

CHAPTER 14 OFFSHORE BANKING 14-1 to 14-5

14.1 Offshore Banking 14-2
14.2 International Offshore Financial Centre (IOFC) 14-3
14.3 The Labuan International Offshore Financial Centre 14-3

Student Practice 14-5

CHAPTER 15 ISLAMIC BANKING 15-1 to 15-8

15.1 Introduction 15-2
15.2 Islamic Principles 15-2
15.3 Liability Products 15-2
15.4 Asset Products 15-4
15.5 Trade Finance 15-5
15.6 Other Services 15-7
15.7 Similarities and Differences 15-7

Student Practice 15-8




