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INTRODUCTION 

 

The top management organ of the SACCO is the main bloodstream of the whole organization. 
Hence, the more focused they are, the healthier the organization. The Management Committee 
team is the heart of the organization and guard against any form of mismanagement by 
spearheading its operations progressively geared towards set objectives. 

 

However effective performance of managerial duties is not always an easy endeavor as there are 
a number of hurdles as in any other venture. The management should rid themselves of 
selfishness, be well-focused, and keep team work consistently. As a matter of fact, the 
management must consciously put the interest of the organization at heart and maintain the much 
required but rare spirit of “delicate balance” of self and other interest to achieve the greater goal 
in fostering the prosperity of the organization for the common good of her members and the 
community at large. 

 

Having the interest of the organization at heart , it is paramount that the day-to-day operations of 
the entity should not be interfered with by any committee official unless and otherwise 
unavoidable and only through the Chief Executive Officer. Interference is a slow but sure way of 
cutting down the smooth operations to the financial detriment of the organization. 

 

From the forgoing, it would be vital to note that a firm and clear background knowledge is 
essential for smooth and profitable operations of any financial entity. For this reasons, therefore, 
it would be prudent to maintain the required balance though delicate it may be. Be that as it may, 
it will serve us much better once the management officials and the Chief Executive of the 
enterprise understand their managerial roles. 

 

In a nutshell, the Management Committee do govern, establish strategic direction and approve 
policies. They monitor the entity’s performance as per plans, assess and respond to internal and 
external negative impacts. 

 

On the other hand, the General Manager is charged with the daily operations, hence prepares 
plans and budgets, undertakes operations, implements the Management Committee’s policies and 
achieves targets set forth. His or her duties on the daily operation and administration of the 
enterprise are mainly a brainchild of the Management Committee in conformity with legislations 
in force. Hence, it is critically important that the Managemnt Committee leave the execution of 
daily operations and administration of the entity squarely on his/her shoulders.  
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1:1:1:1:    DUTIES AND RESPONSIBILITIES OF ALL COMMITTEE MEMBERSDUTIES AND RESPONSIBILITIES OF ALL COMMITTEE MEMBERSDUTIES AND RESPONSIBILITIES OF ALL COMMITTEE MEMBERSDUTIES AND RESPONSIBILITIES OF ALL COMMITTEE MEMBERS    

Code of Conduct 

All SACCO officials are obligated to act in good faith when they perform their duties.1 Any 
individual who accepts an official position at the SACCO must recognize that the interest of 
SACCO and its members have priority over any personal interest. The Code of Conduct at the 
end of this manual: 

� sets clear standards of conduct and 

� guides officials to avoid conflicts of interest.   

This policy strictly prohibits actions from which officials could derive personal gain while 
fulfilling their duties and responsibilities.   

Each official must sign a Code of Conduct Statement when appointed so that those involved in a 
violation may not say, “I didn’t know this was a problem.” During the first meeting after the 
Annual General Meeting, each official must read the Code and date and sign a new Code of 
Conduct Statement. (See Appendix A.)   

Job Description 

 
� Each prospective Committee Member should receive and review a written job description 

that notes all duties and responsibilities of members of the specified committee.  
 

� All committee members should receive and reread the job description at least annually at 
the board meeting immediately following the Annual General Meeting.  

 
� In all cases, committee members should verify with their signature and the date that they 

will perform the duties and responsibilities to the best of their ability.  

Additional Responsibilities of All SACCO Officials 

� Remain current on all credit obligations with the SACCO. 
 
� Keep the business of the SACCO and its members confidential. 
 
� Promote the SACCO and its services as appropriate in a day-to-day interaction. 
 
� Be knowledgeable about laws governing SACCOs and the granting of credit. 
 
� Be familiar with the SACCO’s policies and procedures. 

                                                   
1 SACCO officials include all members of the Management Committee, Supervisory Committee, 
Credit Committee, Transport Committee and Education Committee. 
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2: MANAGEMENT COMMITTEE2: MANAGEMENT COMMITTEE2: MANAGEMENT COMMITTEE2: MANAGEMENT COMMITTEE  

The Management Committee is the governing body of the SACCO and shall, subject to any 
direction from a General Meeting or by-laws, direct the affairs of the SACCO. 
 

� Its nine members are elected by the delegates during the Annual General Meeting.  
� Terms are three years and no member shall serve for more than two consecutive terms. 
� One third of the members should complete their terms each year. 
� The Management Committee meets once a month and at other times when necessary. 
� Quorum for disposal of business of management shall be five members. 
� Membership in the Committee is terminated if the member misses three consecutive 

meetings or holds a loan to the SACCO in arrears. 
 
Job Duties and Responsibilities 
 

Strategic Direction 
� With management, develop short and long term plans.  
� Approve SACCO policy, financial statements, annual budget and business plan. 
� Monitor and act to achieve the plan objectives in accordance with its by-laws. 
� May appoint sub-committees for any special business and co-opt non-members.  
 

Financial Stewardship 
Exercise the prudence and diligence of ordinary men of business in the conduct of 
SACCO affairs and take responsibility for any loss sustained due to negligence contrary 
to the Act, Rules and by-laws. 
 

� Adhere to financial ratio requirements for SACCO as per Act, Rule, and by-laws. 
� Maintain true and accurate accounts of all funds received and expended. 
� Assist in the inspection of the books by any authorized person.  
� Present an income statement and audited balance sheet to the General Meeting. 
� Approve all loans to committee members and employees. 
� Consider whether to borrow funds and negotiate loans.  
� Determine terms and conditions of granting loans to members. 
� Maintain SACCO surplus funds with any registered bank in Kenya. 
� Monitor monthly financial reports. 
� Authorize a share dividend at the Annual General Meeting  
� Authorize the writing off of uncollectible loans and their removal from the books. 
� Determine the minimum and maximum shares that may be owned by a member. 
Security 
� Effect all business insurance and take customary precaution in regard to money 

handling. 
� Ensure the safe preservations of SACCO books and records. 
� Determine the physical security needs of the SACCO. 
� File an indemnity as determined by the General Meeting within fourteen days of 

election to the Committee. 
� If the Committee deems fit, require the General Manager or any other officer on 

appointment to give such security as it may determine. 
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Human Resource Management 

� Appoint, suspend, punish, or dismiss employees subject to terms and conditions of 
service approved by the commissioner. 

 
Legal Compliance  
Ensure compliance with the Act, Rule and by-laws. 

� Maintain books prescribed by the rules and by the commissioner. 
� Within thirty days of appointment, declare wealth to the commissioner as 

prescribed. 
� Keep a true register of all members. 
� Institute, defend, compromise, refer to arbitration or balance any legal 

proceedings by or against the SACCO acting through its legal officer. 
� Ensure that all contractual obligations between the members and the SACCO are 

observed. 
� When members violate the by-laws, investigate, act, and report to General 

Meeting.  
� Recommend and put before the General Meeting applications for admission to the 

SACCO.  
� Make subsidiary rules of good business and regulations of work and display a 

copy on the SACCO notice board 
� Convene the SACCO General Meetings. 

 
 

3: EXECUTIVE COMMITTEE3: EXECUTIVE COMMITTEE3: EXECUTIVE COMMITTEE3: EXECUTIVE COMMITTEE    

 
The Executive Committee consists of the Chairman, Vice Chairman, Honorary Secretary, and 
Treasurer. Their duties and responsibilities are as follows. 
 
Chairman 

� Preside at meetings of the Management Committee and delegates. The Chairman has 
only one vote and no casting vote. 

� Report to the Annual General Meeting on the activities occurring since the last annual 
meeting, the annual budget, and proposed use of profits. 

� Declare whether each resolution put to the vote at a General Meetings has been carried or 
lost. The Chairman shall cause an entry to that effect to be made in the minute book of 
the SACCO which when signed by him or her shall be conclusive evidence of anything 
contained therein.  

� Ensure that all resolutions and directives made at the General Meeting and Management 
Committee Meetings are implemented. 

� Perform other duties as he or she may be directed by the Management Committee as per 
the provision of the Act, Rule, and the SACCO’s by-laws, and 

� Serve as a signatory to cheques and other accountable documents. 
 
Vice Chairman 

� Serve as a signatory to cheques and other accountable documents, and 
� Perform all duties of the Chairman in his absence. 
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Treasurer 
� Serve as a signatory to cheques and other accountable documents, 
� Ensure that all payments and expenditures are authorized, 
� Ensure timely preparation of the budget for the ensuing financial year, 
� Any other duty delegated by committee members, and 
� Overall responsible for the SACCO’s funds. 

 
Honorary Secretary 

� Give 15 days written notice for an annual or special General Meeting including a 
statement of the business to be brought before the meeting.  

� Record minutes of the Management, Special and General Meetings that contain the date, 
time, and place of the meeting; and a record of material discussions and all decisions. 
Management Committee meeting minutes should include the names of members present. 

� Ensure that minutes are verified by the Secretary and the Presiding Officer of the meeting 
and are made public within one week of each Management Committee meeting.  

� Ensure that minutes are confirmed at the next meeting and that copies thereof sent to the 
commissioner or his representative and any other relevant institution.   

� Serve as a signatory to cheques and other accountable documents, and 
� Do any other assignment assigned by the Management Committee. 
� Obtain and make available to the membership prior to the election the following 

information for each prospective official: professional background and education; prior 
service on a similar committee or board, and relevant skills. 

 

5. SUPERVISORY COMMITTEE DUTIES AND RESPONSIBILITIES 5. SUPERVISORY COMMITTEE DUTIES AND RESPONSIBILITIES 5. SUPERVISORY COMMITTEE DUTIES AND RESPONSIBILITIES 5. SUPERVISORY COMMITTEE DUTIES AND RESPONSIBILITIES     

 
The Supervisory Committee consists of three members who are elected by the members during 
the Annual General Meeting (AGM). The Supervisory Committee reports to the general 
members. Committee members serve for three years and one member is retired each year. 
Members of the Supervisory Committee are distinct from the Management Committee. 
 
Job Qualifications 
 
Because of the technical nature of its work, members of the Supervisory Committee must:  

� Have “hands on” experience in accounting and auditing.  
� Be capable of reading and interpreting financial statements; 
� Be capable of investigating and resolving any membership complaints or comments made 

by staff or any other individuals with regards to mismanagement or fraud. 
 
Duties and Responsibilities 
 
The Supervisory Committee’s duties and responsibilities are as follows: 

� Verify transactions of the SACCO including all members’ deposit, share, and loan 
accounts.  

� Perform internal audits of operational areas throughout the year.  
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6:6:6:6:    CREDIT COMMITTEECREDIT COMMITTEECREDIT COMMITTEECREDIT COMMITTEE    

 
The three members of the Credit Committee are appointed by the Management Committee from among its members. 
The Credit Committee reports to the Management Committee and to the general membership.  Committee members 
serve for a term of three years.  
 
The Credit Committee’s duties and responsibilities are as follows: 
 

� Oversee the development of credit activities in the SACCO. Evaluate the SACCO’s 
lending performance annually and report on this at Annual General Meeting. 

� Determine allocation of available loan funds to branches 

� Ensure adherence to the credit policy 

� Follow the repayment of overdue loans and formalize debts 

� Approve all loans except to Management Committee and staff 

� Make sure that all loans given out are secured and repayable 

� Ensure that all defaulted loans are recovered from guarantors and where guarantors 
cannot be traced legal action to be taken against the loanee. 

 

7:7:7:7:    EDUCATEDUCATEDUCATEDUCATION COMMITTEE DUTIES AND RESPONSIBILITIES ION COMMITTEE DUTIES AND RESPONSIBILITIES ION COMMITTEE DUTIES AND RESPONSIBILITIES ION COMMITTEE DUTIES AND RESPONSIBILITIES     

 
The Education Committee is comprised of a Chairperson, two other members and the Marketing 
Manager who serves as its Secretary. The members are appointed by the Management 
Committee from among its members. The Education Committee reports to the Management 
Committee. Members serve for a term of three years. The Committee meets once every three 
months.  
 
The Education Committee’s duties and responsibilities are as follows: 
 

� Discuss the broad picture of the marketing plan in regard to the strategic plan. 
 
� Raise policy issues with regard to marketing during the Management Committee 

meetings. 
 
� Receive and recommend applications for further education from staff in accredited 

institutions. 
 
� Receive and recommend to the Management Committee any cases of expended cash 

reimbursement to an employee who may have undertaken a part-time training. 
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8:8:8:8:    TENDER COMMITTEETENDER COMMITTEETENDER COMMITTEETENDER COMMITTEE    

 
In accordance with the Public procurement and Disposal Act of 2005, the Tender Committee is 
now comprised of employees of the SACCO, not members of the Management Committee.  
 
 

9:9:9:9:    TRANSPORT COMMITTEETRANSPORT COMMITTEETRANSPORT COMMITTEETRANSPORT COMMITTEE    

 
The three members of the Transport Committee are appointed by the Management Committee 
from among its members. The Transport Committee reports to the Management Committee. 
Committee members serve for a term of three years.  
 
The Transport Committee’s duties and responsibilities are as follows: 
 

� Physically inspect registration documents of each motor vehicle and motorcycle. 
 
� Ensure renewal of all road licences. 
 
� Ensure that insurance policies are in place for all motor vehicles and motorcycles. 
 
� Counter-check incurred expenses of each vehicle as per the monthly trial balance. 
 
� Inspect work tickets. 
 
� Recommend to the Management Committee for either purchase or disposal of motor 

vehicle and motorcycle. 
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Code of Conduct Statement 

For sound, smooth and profitable ventures, professional ethics demand that management 
activities be covered by a number of values, key amoung them being equity and fairness. In 
many organizations, these values are embossed well – besides the corporate mission and vision 
but are not fully put into practice. 

As a corporate body, the organization will be steered to great heights by a clear demarcation and 
observation of key operating guidelines and by just establishing an environment in which each 
official /worker may succeed. 

However, we need to observe the guidelines hereunder though the list is not all-inclusive. 

1) Conduct SACCO business in compliance of the law and these conduct to the letter and 
spirit. 

2) Treat all confidential information as such. 

3) Avoid being drawn into matters of conflict of interest. 

4) Treat all SACCO property protectively, i.e. products, information, assets. 

5) Treat fairly all employees and members. 

6) Observe chain of command always in dealing with employees. 

7) Do not be delinquent on credit obligation. 

8) Do not accept trips or entertainment paid for by members or suppliers. 

9) Receive any monetary consideration for assisting to cause the SACCO investment. 

10) Have any business contractual relationship with the SACCO. 

11) Do not accept any bequest from any member of the SACCO not being closely related. 

12) Do not use for personal gain any information obtained in the course of one’s involvement 
in SACCO business to the detriment of a member or SACCO except as authorized legally 
permitted to do so. 

13) Do not solicit, accept, offer or promise anything of value including but not limited to 
gifts, fees, amenities, other favours in connection to SACCO business. 

 

The management is howeer entitled to enjoy the following as and when they arise: 

1) Compensation for participating in the usual course of business. 
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2) Where personal or family relationships rather than SACCO business counts, receive gifts 
or accept entertainment. 

3) Accept credit facilities where the same is made on customary terms and finance 
legitimate activities by the SACCO. 

4) Only accept discounts or rebates equivalent to those available to other members of the 
SACCO or the general public. 

5) Accept gifts of reasonable value (Ksh. ) on recognized occasions, e.g. rerirement, 
transactions, certain business. 

6) Others on a case-by-case basis with prior written approval of the Management 
Committee.  

I have received and reviewed this Code of Conduct and Statement. I affirm that I do not hold a 
position as an official or employee in another depository institution except as follows: 

Name and Address of 
Depository Institution 

Official Capacity % of Ownership or 
Interest 

Income or Fees 
Earned in Past 12 
Months 

    
    
    

I am not presently engaged in any other outside business activity, nor do I have any other outside 
employment except as follows: 

Business Activity or Employer Capacity Work Hours Compensation 
    
    
    

I have not been a part of any of the activities listed as unauthorized in this Code of Conduct or 
participated in anything that might be considered unethical or a conflict of interest that would 
disallow me from fulfilling my job duties and responsibilities.  

I affirm that the above information is correct. 

Date ___________________________________________________________ 
 
Signature________________________________________________________ 
 
Official Position Held______________________________________________ 

 


