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Introduction
History And Background:

PACKAGES PUBLIC LTD is the number one firm in Asia. It is the market leader at this time.

In the beginning 22 Swedish Experts came to Pakistan to run the factory and to train the Pakistani staff. Packages Limited was established in 1957 as a joint venture between the Ali Group of Pakistan and Akerlund & Rausing of Sweden, to convert paper and Paperboard into packaging for consumer industry in 1958 production of packaging cartons for different industries started. 

Since 1957, Packages has been producing ink for its own consumption. In 1993, the Company agreed to joint venture with equity participation from Coates Lorilleux, world’s largest ink manufacturer. Packages have transferred its ink manufacturing facilities to another company by the name of “Coates Lorilleux Pakistan Limited”.

In 1963 a joint venture was signed with “Mitsubishi Corporation of Japan” for the manufacturing of polypropylene films at the industrial estate in Hatter, NWFP. This project, Tri-Packs Films Limited commenced production in June 1995.

In the field of consumer product, Packages Limited has shown tremendous potential and commendable talent. Consumer Product Division provides 12% share of the Packages total sales. The consumer product of the company is “Rose Petal” Tissues. The production of Rose Petal was the first introduction to tissues paper industry in Pakistan. Through Packages has introduced various brands of tissues. Rose petal is now the market leader in tissue paper industry in Pakistan. It has more then 75% share of tissue paper industry. Other consumer products includes paper cups, paper plates, paper napkins, paper hot cups, wet tissues of Rose Petal have been introduced in their market in 1992.

Learning objectives of the internship

The major objective of my internship is to learn how a large accounts department functions, and to learn about the different jobs within the department. 
Faculty Sponsor 
 My faculty sponsor is Mr. Nasir Mahmood
Acknowledgements

I would like to thank Mr.Atif and Mr.Ayaz for helping me to put together the required data for internship report. I would also thank to Ms Hina and Sir Nasir Mahmood for guiding me to present this internship report.

Mission Statement
To be leader in the market Packages serves by providing quality products and superior services to their customers while leaning from their feedback to set even higher standards for our products.

To be company that continuously enhances its technological competence to provide innovative solutions to customer needs.

To be a company that attracts and retain outstanding people by creating a culture that fosters openness and innovation promotes individual growth and rewards initiate and performance.

To be a company which combines its people, technology, management system and market opportunities to achieve profitable while providing fair return to its investors.

To be a company that endeavors to set the highest standards in corporate ethics in serving the society.

Objectives of Packages Limited
Objectives are the ends towards which activity is aimed. They represent not only the end point of planning but also the end toward which organizing, staffing, leading and controlling are aimed. Packages Limited work’s with the objective of increase in sales, profit and expansion programs. At the time of establishment the Packages Limited start to work with the objective, 

“To secure a relatively safe and cheap local source of paper, board and plastic film packaging”

The objectives for which the company is established are:

1. To carry on all or any of the business of manufacturing  and printing of cartons, packages, specialized containers for various commodities, utensils and other articles, printers, lithographers, type founders, stereotypes, electrotypes, photographic printers,  photo-lithographers, chromolithographers, engravers, die skiers, book binders, designers, paper and ink manufacturer  and dealers in or manufacturers of any of them articles or things of a character similar or analogous to the foregoing or any of them or connected therewith; manufacturers importers, exporters, and dealers in raw materials articles and things required for purpose of manufacture and printing of cartons, packages, specialized containers for  various commodities, utensils and other marketable commodities  and to establish and maintain showrooms for this purpose; and of distributors, suppliers and sellers of the said articles and contractors for supplying them.

2. To carry on all or any of the business of manufacturers of and dealers in paper and board of all kinds and Tetra Paper for making Tetra Pak of any type, description and dimensions, straw board, plain and corrugated  duplex board, card board, box board, veneer board, mill board, wall and ceiling paper, grease proof paper and articles made of paper, pulp, paper  board specialists and board in all their branches.
3. To carry on business as producers and processors of and dealers in poultry, dairy produce of all kinds and other liquids of every description and to carry on business as cow and buffalo keepers and as manufacturers of all kinds of condensed milk, cream, butter, cheese and other milk products.

4. To carry on the business of planters, growers, cultivators, farmers and dealers in corn, hay and straw and other produce of the soil likely to be used in the manufacturing of paper and to improve protect against fire and wind and other elements of nature and to treat, prepare, render marketable, buy, sell or dispose of otherwise such corn, hay and straw and other products.

5. To carry on the business of stationers, printers, publishers, fancy goods dealers, bill posters and advertising contractors.

6. To carry on the business of manufacturers of an d dealers in chemicals of all kind; paints, varnishes, printing inks and all other things which can be conveniently manufactured or dealt in either wholesale or retail and either as principals or agents.

7. To imports and exports, buy, sell and trade in manufacture and mill supplies, fire engines, trucks, vehicles, machine tools, machine shops, processes and electric supplies and appliances foundry  and factory supplies and hardware of all kinds and chemical substances useful for the company.

8. To carry on any other business, whether manufacturing or otherwise, which may seem to the company capable of being conveniently carried on in connection with the above or calculated directly or indirectly to enhance the value of or render profitable to the company’s property or rights.

9. To acquire and undertake the whole or any part of the business, property and liabilities of any person or company on any business, which the company is, authorized to carry on, or possessed of property suitable for the purpose of this company.

10. To establish laboratories and research and development centers to perform such research and development as the company may deem advisable or feasible.
11. To train personnel and workers, both in Pakistan and abroad, to obtain technical proficiency in various specialties connected with the paper, board and packaging industries or other business of the company.

12. To carry for purchase or otherwise acquire any patents, brevets invention, licenses, concessions and like, conferring any exclusive or non-exclusive or limited right to use or any secret or other information as to any invention which may seem capable of being used for any of the purposes of the Company, or the acquisition of which may seem calculated directly or indirectly to respect of, or otherwise turn to account the property, rights or information so acquired.

13. To enter into the partnership or into any arrangement for sharing profits, union of interest, cooperation, joint venture  or reciprocal concessions, with any person  or company carrying on, or engaged in any  business or transaction which this company is authorized to carry on or engage in, or any  business or transaction capable to benefit this company  and to lend money, to guarantee the contracts of  or otherwise  assist any such person or  company and to take or otherwise  acquire shares and securities if any such company, and to sell, hold, reissue with or without guarantee, or otherwise deal with the same.

14. To take, or otherwise acquire, and hold shares in any other company having objects altogether or in part similar to those of this company, or carrying on any business capable of being conducted so as directly to benefit this company.

15. To enter into an arrangement with any government, state or authority, central or provincial, railway, municipal, local or otherwise, that seem conductive to the company’s objects or any of them and to obtain from any  such government,  state or authority any rights,  privileges and concessions.

16. To establish and  support or aid in the establishment and support of associations, funds, trusts, and conveniences calculated  to benefit employees of the employees of the company or the dependents or connections of such persons, and to grant pensions and to make payments towards insurance.
17. To promote any company for the purpose of acquiring all or any of the property, rights and liabilities of this company, or for any purpose which may seem directly or indirectly to benefit this company.

18. To sell or dispose of the undertaking of the company or any part thereof  or  such consideration as the company think  fit, and in particular for shares, debentures,  or  securities  of  any other company  having objects altogether or in part similar to those of this  company.

19. Generally to purchase, taken  lease or in exchange hire or otherwise acquire, any moveable or immovable property and any rights or privileges which the company may think necessary or convenient  for  the purpose of its business and particular any land, building , machinery, plant and stock on trade.

20. To construct, improve, maintain, develop, work, manage, carryout, or control any manufacturing, warehouse, shops, stores and other works and convenience which may seem calculated directly or indirectly in advance the company’s interest.

Finance Department
Finance department has very important role in for any business firm now a days. So Packages Limited has established its own Finance Department on professional basis. Packages Limited has different financial managers who are responsible for the financial aspects of the Packages Limited. This department plays a key role in organization’s performance. Finance department is responsible to maintains accounts of all departments within the organization. For solving the complex and difficult problems, Finance Department is segregated into four divisions. These divisions are as follows:
1. Account Division

2. Internal Audit Division

3. Cost & Tax Division

4. Share’s Division
The share’s division of Packages Limited exists in Karachi. This section deals in all the transaction about the shares of Packages Limited. 

Major Functions of Finance Department

Finance department performs different functions in the organization to run the finance of the organization more effectively. Finance Manager is responsible for the company’s financial management. The major functions which by this department are as follows:
· Calculate different expenses of the organization.

· Calculation of all incomes, receiving from sales & other resources.

· Financial planning of the organization.

· Distribution of profit to the share holders. 

· Getting loans from banks and other financial institutions.

· Costing the production.

· To make the efficient use of money of the company.

· Maintains all the accounts about inventory & imports of material.

· Maintains all the records about purchases made by organization.

ACCOUNT DIVISION

Finance department maintains all types of accounts in the organization. Finance department records the transaction, design & implement the accounting system and prepares the financial statements for the company. This department is under the Finance Manager. The head of accounts department is called Comptroller of Accounts (COA). There is also Deputy Comptroller of Accounts (DCOA) who assists the Chief Comptroller of Accounts. Then there is one Assistant Comptroller of Accounts (ACO). There are 8 sections in the accounts division and in each section there is one in charge. The accounts division has computerized   accounting process & linked with Management Information System. Following are the major sections of the accounts division:

a) Cash & Bank Section

b) Inventory Section

c) Sales Accounts Section 

d) Purchase Section

e) Pay Roll Section
My report

I. Discussion
I worked for six weeks in Cash & Bank section of Accounts Department. 

i. Job Descriptions
The major activities of this section are described below:
Cash and Bank Section
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Cash And Bank Section

Objective of Cash And Bank Section

The staff of this section is assigned the job of making payments on behalf of the company. It receives checks and records them in the cash and bank book on daily basis. All the traveling allowance bills, petty cash expenses and monthly payments of salaries are made through this section this section operates under the delegated authority from the Comptroller of Accounts.

Operations of Cash & Bank Section:

· To maintain Cash Book

· The Management of Short Term Loans

· Payments in the Shape of Cheques

· Payments to the suppliers

· To check the Bank Reconciliation Statement

· Payments  for Local Traveling

· Cash Book

The cash & bank section maintains a cash book in which details of all cash receipts and payments are noted. A daily balance is prepared after examining daily cash receipts and payments which is carried towards the next day as beginning balance of the next day. All receipts of the organization are recorded on the credit side and all the payments are recorded on the debit side.

· Bank Reconciliation Statements

The other important task of the Cash and Bank section is to prepare the bank reconciliation statement in order to rectify the discrepancies between the bank and the packages. 
· Short Term Loans Management
In Packages Limited loans are also given for the purchase of cars and motorcycles. The recommendations this regard is given by the departmental head and is finally approved by the Finance Manager. The payments are made by loaner on installments basis i.e., a part of his/her salary is deducted as installment. It is the Cash & Bank Section responsibility to maintains it. This section is also responsible for the management of all short term loans of the Packages Limited. Packages Limited is getting the banking facilities from about nine banks. 

In this regard these sections normally seek the Bank Guarantees and Working Capital Loans in form of over draft facility. All the machinery in the Packages Limited is on leasing, so it is Cash & Bank Section duty to see the accounts of all things. The basic objective of this section is to finance the company’s operations in a better way.

· Issuance of Cheque
When payment is not made on cash, then the organization issues cheques to its creditors. The cheque issued has four copies. The original copy is sent to the creditor or supplier. One copy is kept for posting purposes. One other copy is sent to the sales department and the last copy is kept as a record. It is the job of Cash & Bank Section to reimburse all those expenses paid by the employees on behalf of the organization. Normally this payment is made twice in a month. All employees send the details of the expenses incurred by them on the prescribed form. Cash & Bank Section pays the amount either on the 1st day of the month or on the 15th day.
· Payment to the Suppliers
One of the most important jobs of Cash & Bank section is to made payments to the suppliers for the goods or services which they provided to the company. The purchase section sends the bill indicating that the goods have been received and the payment should be made.
· Dispatch Of Cheques
Another task of cash and Bank Section is to dispatch cheques to the vendors and suppliers. Dispatch of Cheques may be done within the city and outside the city via courier. 

· Deduction of Tax (Endorsement)
Prior making payments to suppliers and any other relevant party purchase receipts are being endorsed and tax collected both income and sales tax on behalf of the Govt as tax deducted at source under income Tax Ordinance 2001.

Inventory Section
Inventory Section plays a very important role in any organization & is an important part of the Accounting Section. This section maintains all the record and accounts about inventory and imports of material. It is concerned mainly with the:

· Control of inventory

· Imports

· Investments

· Loans

· Accounting aspects of fixed assets

All store items lying in the stores of Packages Limited includes in inventory.  Each item of inventory is recorded on BIN CARDS or TAGS. These provide an independent check on the store ledger. It is the duty of inventory section to know how much inventory is there in stores and for how long it is going to be kept. 

This section also checks the value of all assets. Inventory section also reconciles the quantity of various assets with the help of store keeper to prepare the STOCK EVALUATION REPORT. Inventory valuation is based on the average principle because they believe that it is the best system. 

Inventory section also deals with the loans of the company. Packages Limited has the policy to finance all long term projects through loaning. Normally the Packages Limited gets long term loans from foreign institutions & banks. 
Packages Limited invests its funds in some other profitable business opportunities. At this time Packages Limited sponsored its sister concern Milk Pak. Funds are also invested in National Investment Trust, National Saving Certificates, Defense Saving Certificates & WAPDA Bonds.

Documentation Used in Inventory Section

The Inventory Section deals with different types of documents such as:

· Issuance Requisition (IR)

· Store Transfer Note

· Goods Received Notes

· Store Evaluation Report

· Store Return Report
Principles followed by Inventory Section

Accounting principles followed by inventory section:
· Assets are depreciated at Straight Line Method.
· Issue requisition of goods received note is the source of information of inventory.

· Fixed assets are stated at cost less accumulated depreciation.

· Inventory evaluation is based on Average Method of Costing.

· Assets, raw material and other stocks are recorded.
Depreciation in respect of such assets is charged in annual installments so as to write off their year end book value over their remaining re-estimated useful lives. 

Sales Accounts Section

The sales account section maintains customer’s record and the sales records. Sales department is actually deals with the Marketing Department and assist the sales force about the financial aspects. Sales department deals with three basic documents. These documents are very important in the activities of Sales Section. These are:
· Order Confirmation

· Internal Sale Order (ISO)

· Dispatch Note  (DN)
The actual procedure starts when the sales officer of Marketing Department gets an order from his clients.  When a customer confirms an order, the Marketing Department issues an “Order Confirmation Slip”. The customer must sign the order confirmation. After the confirmation, another document is prepared which is called the “Internal Sales Order” which is used within the company. It is includes details such as the following:

· Purchase Order Number

· Product Code

· Quantity Ordered

· Rate Agreed

· Total Value of he Order

· Sales Officer’s Code
· Code of the Department where goods are to be manufactured

In case the goods to be manufactured and sold to the customer are taxable the code is also given. One copy of ISO sends to the Sales Section. All necessary information about the sale is mentioned on ISO. In ISO the customer number, terms of payments, art work charges if any, delivery terms and charges, quantity and description of the ordered product, rate and total value are included. The conditions about transportation such as:
· Freight on board Lahore

· Freight on Board

· Exit from Paper & Board Mill

The other document Dispatch Notes are prepared by the Dispatch Section, which exists in the Marketing Department. Dispatch Notes contains:

· Name of the customer

· Customer number

· Dispatch date
· Dispatched to

· Mode of transfer

· Destination code

Sales section convert this ISO into coding and then check coding with ISO’s and send this coding in computer section which enter this  coding into computer. MIS department then send  Edit Report to the Sales Section to check it. After checking this edit report it send back to computer section and get Invoice & Freight Debit Note.

Another job of the Sales Section is to pay customer’s claims. If there are any difference in the agreed quantity, quality or specifications the customer send a claim and is verified by the Area Marketing Manager. Then the Marketing Department sends a “Sales Return Note”, to the Planning Department and Accounts Department. A “Credit Note” is issued in favor of the customer. Sales are debited and the customer is credited, as the accounting entry. If transportation company is responsible then sales department issue Debit Note to the concerned company. All accounting process in the sales section are computerized. 

A “Debit Note” is issued to the customer for the extra goods (more than the ordered) delivered. The customer is debited and sales are credited.

As a policy matter, Packages Limited prefers to deal with customers who pay in advance or against an LC for which the guarantee is provided by a bank. Insurance for the delivered goods is borne by the customer, but he can request for a notification to his insurance about the delivery of the goods. As for as exports are concerned, all export documents are also prepared by this section and so are the local LCs.
A record book containing all the current accounts of the company’s sales is also maintained and is called the “Account Current Ledger”.

Purchase Section

Packages Limited has its own Purchase Accounting section. This section normally deals with the records of all purchase made by Packages. In Packages Limited purchases are actually made by the Commercial Department but its accounts deal by the Purchase Section.
Purchase department also deal with different documents such as:

· Issue Requisition (IR)

· Purchase journal (PJ)

· Cash Voucher (CV)

· Purchase Journal Through Staff (PJS)

· Goods Received Note (GRN)

· Purchase Requisition (PR)

· Store Return Note (SRN)

· Store Transfer Note (STN)

The purchases section records all the daily purchases of company made by commercial division or any other department. The purchases made by Packages Limited may be on cash or Credit basis. Three types of purchases made by the company.

Purchase at the Gate or Cash Purchase:

Packages Limited purchases some goods against cash, it is known as cash purchase. The company buys raw material for paper like Wheat Straw, Kahi at the factory gate. These purchases are recorded in the purchase Journal. The gate clerk completes the purchase process and makes payments on spot.

Credit Purchases:

Some purchases of goods made on credit. Such types of purchases are done by authorized purchases of the company on the credit basis. Credit purchases are of two types:

· Against goods

· Against services rendered

Normally goods need for manufacturing purpose such as packaging machinery, chemicals etc. purchase on credit.
Local Purchase Through Staff:

Commercial Department Staff members purchase this type of purchases. In this type of purchases cash is paid immediately. Such purchases are recorded in purchase journal through commercial staff and send it to the Purchase Section.

Pay Roll Section

This section deals with the salaries and wages of the employees working in the organization. There are two categories of employees:

· Working on hourly basis

· Working on monthly basis

The hourly paid employees are paid every fortnight whereas the other category receives the salary at the end of month.

Conclusion
Findings And Analysis
· Packages Limited, Lahore is a good organization in terms of discipline, cleanliness and infrastructure.

· It has a well-established structure.

· Delegation of authority is not a common practice. Centralized decision making is there.

· Line of authority is followed throughout the organization.

· There are various employees benefit programs such as Worker’s Participation Fund, Social Security, Employee’s Old Age Benefits Schemes, Group Insurance, Provident Fund, Worker’s Children Education and Federal Education Fee Scheme.

· There is low accident rate because safety of environment is maintained at every step of production.

· Various entertainment facilities are provided to the employees such as Basant, Rose Festival, Library facility, gymnasium arrangement etc.

· A well-managed mess is there in the company’s premises providing clean and hygienic food to all the employees and internees as well.

· Continuous improvements of employee’s skills and knowledge through Management Training programs conducted in association with LUMS and through In House training.

· It has well-developed system of distribution.

· It is an environmentally conscious organization.

· It has strong relationship with suppliers

· It has huge production capacity.

· It is having its own power generation plant.

· Advanced technology is a big strength of the company.

· Opening up of the Asian economies is a big opportunity for Packages Limited.

Appendices
www.packages.com.pk
www.google.com
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