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USER MANUAL FOR T_PS_M_CMPLNTS 

And 
T_PS_M_CMPLNTS_RESOLVED                    

 
 
Part of the computerization initiative of Bangladesh Bank is the implementation of an 
Enterprise Data Warehouse (EDW) in order to automate submission of information, 
standardize definitions used throughout the bank and reduce redundancies in information 
submission.  
 
The T_PS_M_CMPLNTS is based on the existing template which was used by the then 
Foreign Exchange Inspection Vigilance Department (FEIVD): 
 FEIVD-3: Statement of Complaints Received by Banks  

 

Which things are newly introduced on T_PS_M_CMPLNTS? 
 
 Old name has been changed. 

 
 Two RITs are introduced instead of one 

 
1. T_PS_M_CMPLNTS.xlsm 

                                                    
                         2. T_PS_M_CMPLNTS_RESOLVED.xlsm  
 

 Two columns are added: 
 

1. COMPLAINANT'S PHONE/MOBILE NO. 
 

2. ACTION TAKEN 
 
 
 

1. T_PS_M_CMPLNTS.xlsm  

 
 Banks/NBFIs need to submit this monthly template whether they have received any 

complain or not. 
 
 Banks/NBFIs will submit data through this template when complain has been initiated 

within the reporting month whether it is resolved or not. 
 
 
Example: Reporting Month: 30/04/2015(April), Complain Date: 10/04/2015 and date of 
resolution is: 25/04/2015 or date of resolution is nil (if the complaint is not resolved), then they 
will submit report through this RIT.  
 

In Case of Nil Statement: 
 
For nil statement, Banks/NBFI will fill only three fields as given below and keep other fields 
blank. 
 
DATE: Last date of the month. 
 

FI NAME: Select the name of BANK/NBFI from the drop down list. 
 

COMPLAINT Ref: nil [Bank/NBFI need to type nil in this field in case of nil statement] 
 

In case of FI which has no branch ID: 
 

In case of FI which has no branch id, they just have to keep FI BRANCH ID field blank. 
 



 

 

 

 

2. T_PS_M_CMPLNTS_RESOLVED.xlsm  
 
 
When T_PS_M_CMPLNTS_RESOLVED.xlsm RIT need to be submitted? 
 
When complaints were initiated and reported in earlier month but resolved in the current 
reporting month, then this template needs to be submitted with the regular template. 
  
 i.e. T_PS_M_CMPLNTS_RESOLVED + T_PS_M_CMPLNTS  
 
In this case T_PS_M_CMPLNTS will be used for the current month’s complaints and 
T_PS_M_CMPLNTS_RESOLVED will be used only for those complaints which are resolved 
in this month but complained/reported previously.  
 
 
 
 
 

 
A screen shot of the new Input template T_PS_M_CMPLNTS and 
T_PS_M_CMPLNTS_RESOLVED  can be found below 
 

 
 
 
 

 
 
 
 
 
Fig : Screen shot of T_PS_M_CMPLNTS.xlsm 
 
 
 
 

 
 
Fig: Screen shot of T_PS_M_CMPLNTS_RESOLVED.xlsm 
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1. Template Fields Description for T_PS_M _CMPLNTS 

 

Template Field 
M/O 
(4) 

Data Type 
Validation Rules 

DATE M DATE Should be in the format ‘DD-MON-YYYY’ and should 
be the last date of the month. 

FI NAME  M NUMBER Select from available drop down list 
 

FI BRANCH ID (4 digit 
SBS Code) 

M NUMBER Enter valid sbs code of the corresponding branch of FI. 
For FI which has no branch id, then it should be blank. 
 

COMPLAINT Ref. 
 

M TEXT Enter Complaint reference Number. For nil statement it 
should be nil. 

COMPLAINT DATE 
 

M DATE Enter date of the complain, Should be in the format 
‘DD-MON-YYYY’ 
 

NAME of the 
COMPLAINANT 
 

O TEXT Enter name of the complainant, must not exceed 40 
characters. 

COMPLAINANT'S 
PHONE/MOBILE NO. 
 

O TEXT Enter valid phone/mobile no of complainant 

NATURE of the 
COMPLAINT 

O NUMBER Select from available drop down list 

SUBJECT MATTER OF 
the COMPLAINT 
 

O TEXT Write the subject matter of the complaint. This text 
must not exceed 200 characters. 

AMOUNT INVOLVED 
 

O NUM Enter the amount of money involved. If no Monetary 
complaint Enter Zero(0). Amount must be in BDT(Not 
in lakh or crore).In case of other currencies, convert the 
amount to equivalent BDT. 
 

ACTION TAKEN O TEXT Describe in brief what action is taken to this complain. 
This text must not exceed 200 characters. 
 

DATE OF 
RESOLOUTION 

O DATE Enter the date of resolution of the complain, Should be 
in the format ‘DD-MON-YYYY’ 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 

 
 

2. Template Fields  description for T_PS_M _CMPLNTS_RESOLVED  
 

Template Field 
M/O 
(4) 

Data Type 
Validation Rules 

DATE M DATE Should be in the format ‘DD-MON-YYYY’ and should 
be the last date of the reporting month. 
 

FIRST REPORTING 
DATE 

M DATE The first reporting date is when this complaint was 
reported in any earlier month. Should be in the format 
‘DD-MON-YYYY’. 
 

FI NAME  M NUMBER Everything should be same as previously reported. 
 

FI BRANCH ID (4 digit 
SBS Code) 

M NUMBER Everything should be same as previously reported. 

COMPLAINT Ref. 
 

M TEXT Everything should be same as previously reported. 

COMPLAINT DATE 
 

M DATE Everything should be same as previously reported. 

NAME of the 
COMPLAINANT 
 

O TEXT Everything should be same as previously reported. 

COMPLAINANT'S 
PHONE/MOBILE NO. 
 

O TEXT Everything should be same as previously reported. 

NATURE of the 
COMPLAINT 

O NUMBER Everything should be same as previously reported. 

SUBJECT MATTER OF 
the COMPLAINT 
 

O TEXT Everything should be same as previously reported. 

AMOUNT INVOLVED 
 

O NUM Everything should be same as previously reported. 

ACTION TAKEN O TEXT Describe in brief what action is taken to this complain. 
This text must not exceed 200 characters without any 
ENTER. 
 

DATE OF 
RESOLUTION 

O DATE Enter the date of resolution of the complaint. Should be 
in the format ‘DD-MON-YYYY’. 
 

 
 
 
 
 

 

Definition of Terms 

 1. Template Field – Column name in the input template 
 

2. M/O – M: Mandatory field, O: Optional Field; indicates if field 
information is required or not to be filled up in the template 

  

 
 
 
Note:  If a complaint is not resolved within the current reporting month, then it is required two 
times to report about the complaint, first time when it is complained and second time when it is 
resolved. First one is done by using template T_PS_M_CMPLNTS.xlsm and second one is 
done by the template T_PS_M_CMPLNTS_RESOLVED.xlsm   
 
 



 

 

 

 

 
 
 

Reminders 

  Information should be entered on a PER ROW Perspective.  

 All Values (Amounts, Quantity, etc) should be in ACTUAL 
figures and NOT rounded off values. 

 Each Record MUST have a DATE Value. NO 
DATE=INVALID RECORD. This record will not be accepted 
and processed by the system. 

 When file has been checked to be complete and accurate, 
click on the Convert to CSV button in the body of the 
worksheet to generate the corresponding .csv file. 

 ONLY files in .csv format will be accepted by the Portal. 
Other file formats such as .xlsm , .xls will NOT be accepted 
by the system. 

 Refer to the Quick Reference Guide (QRG) for Templates 
and Portal for more information on use of the templates and 
portal and how to go about requesting for changes. 

 
 
 
 
 
 
 

 


