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PLANNING OF THE TRAINING 

 

Day 1 

 

8H30 -> 9H15 Introduction: Presentation of the training and its planning, the 

participants and the trainers; logistical organization. 

 

9H15 -> 10H00 Reminder of the objectives of the RSCF and its key principles of 

operation  

 

10H00 -> 10H15 Break  

 

10H15 -> 11H00 Reminder of the objectives of the RSCF and its key principles of 

operation  

11H00 -> 13H00 Reminder of the Internal Regulations  

 

13H00 -> 14H30 Lunch Break 

 

14H30 -> 15H30 The Tasks and responsibilities of the Management Committee 

 

15H30 -> 17H00 Analysis of Loan Applications  

 

Day 2 

 

8H00 -> 8H30 Reminder of the previous day  

 

8H30 -> 10H00 Analysis of Loan Applications: continued  

 

10H00 -> 10H15 Break  

 

10H15 -> 11H30 Analysis of Loan Applications: continued  

11H30 -> 12H00 Loan Disbursement  

 

12H00 -> 13H00 Follow up, repayment & recovery of loans  

 

13H00 -> 14H30 Lunch Break  

 

14H30 -> 16H30 Resources Management 
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Day 3 

 

 

8H00 -> 8H30 Reminder of the previous day  

 

8H30 -> 9H15 Control of cashiers  

 

9H15 -> 10H00 Follow up of the operations of the RSCF  

 

10H00 -> 10H15 Break  

 

10H15 -> 11H30 Methods of animation and promotion of the RSCF 

 

11H30 -> 12H00 The regulatory framework 

 

12H00 -> 13H00 Organization and programming of activity  

 

13H00 -> 14H30 Lunch break  

14H30 -> 15H45 Miscellaneous questions and recommendations  

 

15H45 -> 16H15 Evaluation of the training  

 

16H15 -> 17H00 Handing over of certificates, closure  
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LIST OF SUPPORTS TO PROVIDE 
 

The session will be held in a large room, with tables and benches, and enough place for 

each participant.   

 

All the following support materials should be made available before the training starts: 

 

Designation Quantity 

Flip Chart or Black board 1 

Chalks (in case of Black board) 1 box  

Marker of three different colours (for flip 

chart) 

2 x 3 pieces  

Pens  1 blue by (literate) participant 

Pencil 1 by participant  

Rubber 1 by facility 

Ruler 1 by facility 

Sharpener 1 by facility 

Training schedule (in Afan Oromo)  1 by participant  

Note book 1 by participant 

Internal Regulations of each RSCF (in Afan 

Oromo)  

1 by participant (the one of his/her RSCF) 

Adding machines (pocket calculator) 2 (in case) 

  

Accounting documents  

Set of all the accounting documents 2 per facility 
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GENERAL RECOMMENDATIONS FOR THE TRAINER 

 

1. The trainer must complement the examples given in this guide by giving other 

examples 

2. The trainer must make every one participate 

3. The trainer makes a small summary at the end of every module 

4. The trainer must take the time to reply to all questions, and make sure that the 

participants have well understood 

5. Before embarking on the programme of the day, the trainer will make a brief 

reminder of the previous day's points and ask if it is necessary to get back to 

some of them. 

6. The trainer must be punctual and insure that the participants are also punctual 

7. The trainer must adapt its training methodology according to the level of all 

the participants (literate and not literate) 

8. The trainer must not forget that the participants are adults and not pupils! 
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CONTENT OF THE TRAINING 
 

Preamble  
  

- The training module is constantly referring to the Internal Regulations (IR) of the 

RSCFs.  

The IR of each RSCF are almost similar to each other. However, it may happen that there 

are some minor differences from one RSCF to another.  

The trainers shall be aware of those differences before starting the training and always 

mention them when necessary.  

- The term “loan” and “credit” are both used in this document and refer exactly to the 

same item. The same goes for the term “RSCF” and “facility”.  

 

 

 

 

INTRODUCTORY SESSION  
 

Duration Objective Methodology Supports 

45 Min. - Seating of the participants 

- Opening  ceremony 

- Presentation of the training 

programme and layout 

- Introduction of the participants, 

expectations of the participants 

- Logistic organization 

 - Distributing the training 

programme to each 

participant (in Afan 

Oromo) 

- Distribution of materials 

(notebook, pens, pencils, 

sharpener, rubber, 

ruler...)  

 

To conduct the training smoothly, it is important to agree on the schedule and logistics 

aspects. 

 

The presentation of each participant should contain the following information: age, 

family, main activities, position in the PA, level of education etc... 
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THEME 1: REMINDER OF THE RSCF OBJECTIVES AND OF 

THEIR KEY OPERATION PRINCIPLES 
 

Duration Objective  Methodology  Materials  

1h30 That the participants know 

the objectives and the 

principles of operation of 

their RSCF.  

- Ask questions such 

as: what are the 

objectives of an 

RSCF? Which role an 

RSCF can play in the 

socio economic 

development of your 

PA? What are the key 

operation principles of 

an RSCF?  

- Enhance the 

exchanges between 

participants. Find a 

consensus and make 

the list of the 

objectives and the key 

principles of an RSCF.  

 

- Paper board or 

black board if 

there is enough 

literate 

participants. 

-  

 

The trainer must confront the answers given by the participants with what has already 

been discussed with the RSCF members in the different general assembly meetings. He 

must complement what they say and elaborate on it to see if it is well assimilated and 

understood by all.  

 

The main points to be highlighted are:  

 

- What is a RSCF? : it is the financial “tool” (institution) of the PA. 

 

- What is its objective? : it is to improve the living conditions of the PA members, in a 

sustainable way, by responding to their needs in terms of savings and credit. 

 

Make clear that the facility is not only a credit facility but is also offering saving products 

that serve the PA members.  

 

- The RSCF collects savings from the members to grant credit to the members.   

Some members can exclusively make savings deposits, some other may only take credits 

at the beginning and others may use both services at the same time or in succession.  

 

- The RSCF is self-managed: the rules and regulations are defined by the members, with 

the technical support of the MFI, and are therefore adapted to the PA socio-economic 

environment.  
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The facilities are managed by people from the PA which are selected by the members 

(management committee members, cashiers and internal controller).  

The rules are flexible and may evolve according to the practical experience of the RSCF 

and the changes in the PA environment.  

 

- The RSCF aims at satisfying the largest number of people including those who have 

needs for small amounts. Small deposits and credits are very important. The percentage 

of PA members using the services of the facility is an indicator as important as the 

volume of activities of the facility.  

 

- The RSCF aims at becoming technically and financially sustainable: the RSCF will 

continue to operate beyond the MFI intervention. The MFI will technically support, 

through training and follow-up, the RSCF only for some years. 

Also, some expenses (like stationary) will be borne by the MFI at the beginning, but from 

the second year, the RSCF is supposed to cover all its expenses.  

 

- It is preferable that RSCFs from a same area don’t have financial relations together (like 

depositing money in another RSCF). This prevents the contagion of problems from one 

facility to another. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Microfinance Technical Support Centre  Training Module for MC 

RSCF/WA/09 9 

THEME 2: REMINDER OF THE INTERNAL REGULATIONS 
 

Duration Objective  Methodology  Materials  

2H00 That each participant 

acquires a good 

understanding and 

knowledge of the internal 

regulations of its RSCF. 

- Ask questions on the 

various sections of the IR. 

 

Membership: who can 

become a member? Who 

decides upon the 

membership? What are the 

membership fees? Can the 

member get them back if he 

leaves the RSCF? Notion of 

proxy? Conditions for group 

membership?.... 

 

Saving: what are the savings 

products within your RSCF? 

What are the conditions for 

the various savings products? 

Case of death? ... 

 

Credit: What are the granting 

conditions? What are the 

acceptable loan purposes? 

What guarantees? What 

recovery procedures... 

  

Management: What are the 

main roles and liabilities of 

the various bodies? Role of 

the PA authorities?  Who 

decides? ... 

 

- You will refer to the IR of 

the various RSCFs for the 

answers, pointing out 

differences. 

- Paper board  

or black 

board  

 

- Each 

participant 

must have 

the IR of the 

of its RSCF 

in Afan 

Oromo. 

-  

 

Do not go into much detail now, as the following chapters will come back on each aspect. 
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THEME 3: THE TASKS AND RESPONSIBILITIES OF THE 

MANAGEMENT COMMITTEE 
 

Duration Objective Methodology Materials 

1H00 That the participants 

know their role and 

responsibilities in the 

organization chart of the 

RSCF, and their limits.   

- Ask questions such as: 

according to you what is the 

role of the members the MC? 

Who fixes the management 

rules? Who decides the 

granting of credit? 

To whom should you account 

for? Who can revoke you? 

What is the role of the MC 

related to cashiers? 

- Write on the black board the 

various answers. Favour the 

exchanges between the 

participants. Complement or 

correct on the basis of IR. 

- Flip chart  or 

black board 

  

- IR of the 

facilities  

-  

 

 

The main tasks of the MC are: 

  

 To screen (analyse) the loan applications  

 To take the decisions on granting credit  

 To follow up the credits  

 To inform the members before the date of the repayment, in case of Term 

Loans or Big Instalments Loans.  

 To recover unpaid credit, to seize guaranties  

 To manage the resources of the facility (how can we use the equity and the 

savings for lending loans? Can we accept any kind of savings deposits?...) 

 To control the work of the cashiers  

 Check the compliance with the rules and regulations  

 To promote the facility in the PA  

 To represent the facility towards local authorities and partners  

 

In terms of responsibilities, the MC manages the facility according to the IR and the 

decisions of the General Assembly. In this framework it is liable to perform the whole 

above mentioned tasks.  

It must regularly give account to the General Assembly which can revoke them.  

 

As it is liable for the management of the facility, it has a key role in the success of the 

facility. It can also be a strong proposal power at the General Assembly. 
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Concerning the granting of credits, the MC is the only body which can make the decision. 

It must not be influenced by PA authorities or influential people or by relationships. 

 

There is no real specialization of functions among the members of the MC. They are all 

liable and concerned by the various tasks. The only positions are those of Chairman 

(chairing meetings and representing the facility) and secretary (liable for taking minutes 

of meetings).  

 

The MFI will perform regular controls of the activities of the MC to check the 

compliance with the IR and with the decisions of General Assembly.  

 

The MC is liable for the supervision and control of the work of cashiers (which is also 

regularly controlled by the MFI), who have no decision power, especially for the grant of 

credits. 

 

The MC is liable for the cash of the facility:  see with them the practical measures 

concerning the management of keys (office and safe). 

 

The MC can refer to PA authorities in case of serious problem (convocation of defaulters 

etc.). 
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THEME 4: MANAGEMENT OF CREDITS 
 

Section 1: Analysis of Loan applications  

 

Duration Objective  Methodology  Materials  

4H15 That the participants 

know the procedure of 

loan application and are 

able to analyze the 

application through 

technical criteria and 

by following the IR 

(especially prudential 

ratios).  

- Practical case study, in 

group work, 

- Presentation of the group 

work results, 

- Questioning of the 

participants on all articles 

of the IR dealing with 

this issue:  who can 

benefit from a loan?, 

criteria of analysis, 

guarantees, financed 

purposes, special 

conditions,… 

- Loan Application 

procedure: presentation 

by the trainer who can be 

assisted by the cashier 

(already trained). 

- General credit policy: to 

present the main 

principles.  

- Paper board  or 

black board  

 

- IR  

 

- Loan application 

Form  

  

-  

 

 

You will start by series of practical case study before going to a more theoretical 

approach of the criteria analysis. This allows to know their “natural” analysis methods.  

 

Practical cases  

 

Examples of loan applications are given to different working groups, per facility. Those 

examples show the various cases of risks which can lead to rejection or modification of 

the application:  

 Too big requested amount compared to the activity  

 Activity not in compliance with the requested period/seasonality  

 Activity not conducted by the applicant  

 Guarantee which does not meet the criteria or which is not owned by the applicant  

 No prior saving for a member who had several credits (if this is a condition for 

getting the loan) 
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Present the following examples to be analyzed by each working group. The correction is 

done example by example; each group gives its result, which is used as basis for possible 

debates. 

 

Attention: all these examples do not take into account the criteria of morality or trust in 

the person. It is of course crucial to consider those criteria in real cases. 

 

 

Example 1  

 

Description of the applicant  

 

Amount requested and purpose  

Term requested  

Date of disbursement requested  

Previous loan 

Guarantee presented  

 

Example 2  

 

Description of the applicant  

Amount requested and purpose  

Term requested  

Date of disbursement requested  

Previous loan 

Savings 

Guarantee presented  

 

 

Example 3  

 

Description of the applicant  

Amount requested and purpose  

 

Term requested  

Date of disbursement requested  

Previous loan 

Savings 

Guarantee presented 

 

 

Example 4  

 

Description of the applicant  

Amount requested and purpose  

Term requested  

Date of disbursement requested  

 

 

Woman of thirty years old; her secondary activity is 

petty spice trade  

1,500 Birr for spice trade  

11 months 

10/01/2005 

A credit of 400 Birr for spice trade, well repaid  

Personal guarantor, member of the MC  

 

 

 

A farmer of 40 years old. 

700 Birr for fertilizers  

five months. Term loan. 

15/01/2005 

No.  

100 Birr 

Personal guarantor who has an outstanding loan of 

600 Birr. 

 

 

 

A farmer of 25 years old. 

2,000 BIRR to buy two additional oxen for 

extending his farm.   

15 months ; Term Loan 

31/05/2005 

1,500 for renting land and fertilizers; well repaid. 

500 Birr 

Personal guarantor from the PA but residing in 

Nekemte. Collateral of his land (user certificate). 

 

 

 

Man of 60 years old, elder from a neighbouring PA.  

500 Birr for the funerals of his daughter 

3 months  

04/05/2005 
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Previous loan 

Savings 

Guarantee presented 

 

Example 5  

 

Description of the applicant  

 

Amount requested and purpose  

Term requested  

Date of disbursement requested  

Previous loans  

Guarantee presented 

 

Example 6 

 

Description of the applicant  

 

Amount requested and purpose  

Term requested  

Date of disbursement requested  

Previous loans 

Guarantee presented 

No 

No 

Guarantor, member of the RSCF.  

 

 

 

Woman of 35 years old, doing grain trade to the next 

town, with donkeys. 

500 Birr to buy 6 quintals of niger seeds 

4 months. Term loan.  

10/07/2005 

400 BIRR well repaid  

Personal guarantor: her daughter of 16 years old.  

 

 

 

Farmer of 45 years old; secondary activity is animal 

fattening. 

1,000 BIRR to buy 3 sheeps for fattening.  

5 months; will repay in bi-weekly instalments.   

10/02/2005 

300 Birr well repaid; 500 Birr still repaying.  

Personal guarantor. 

 

  

Each case will be discussed by the different groups and then presented to all. 

Hereunder are some guidelines on the main points that should have been raised by the 

participants; other points may also be raised: 

 

Example 1: 

 Amount requested too high for spice trade?  

 Non respect for the progression of the loan amount (from 400 to 1,500)  

 Is not the term too long compared to the cycle of activity? 

 The personal guarantor is a member of the MC (Prohibited by the IR) 

 

Example 2  

 Is the disbursement time appropriate to buy fertilizers? 

 Is the repayment time (June 15) the best time to repay?  

 The guarantor has an outstanding loan (forbidden). 

 

Example 3  

 The date of disbursement looks fine, but what about the date of repayment? Is 

July the best time to repay a crop production loan? 

 What about the loan term? 

 What about the guarantor? How can they trace or follow him if he is living in 

Nekemte? 
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 What about the land as a collateral? Is it easy to seize? How? 

 

Example 4  

 Is he a member of the RSCF? Can somebody from another PA access a loan? 

 Does the RSCF allow for social purpose like funerals? Isn’t iddir done for that? 

 Does the simple fact that the guarantor is member of the RSCF allow him to get 

the loan? 

 

Example 5  

 Is the amount requested enough to buy 6 quintals? 

 Is a Term loan the more appropriate repayment pattern for this kind of trade? 

 Is the disbursement date a good time to buy grains? 

 What about her personal guarantor? 

  

Example 6 

 Is the amount requested in relation with what he wants to buy? 

 Is by-weekly instalment the more appropriate way to repay this kind of loan? If 

yes, from what income will he repay the loan every two weeks? 

 Is it a good period for animal fattening? 

 He has another loan outstanding; can he have two outstanding loans together? 

 

Take other examples if necessary.  

 

We hereby develop some of the main points to consider: 

 

On the analysis criteria: 

 

- Capacity of the applicant to manage and repay the requested amount. 

Caution: some people are able to correctly manage an activity with small amounts 

but can have problems with higher amounts.  

Moreover, some activities are not manageable beyond a certain amount (e.g.: 

local drinks). 

Put forward the notion of progressive increase in the loan amounts granted to a 

person. A member cannot jump easily from 400 to 3,000 Birr! 

Be cautious to members who repay well their first loans but who suddenly don't 

pay anymore when they have big loans: keep the same attention in the analysis 

whichever may be the past of the applicant. 
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- Exercise caution on disbursement and repayment periods according to the 

cycle of the activity and its income pattern (when the income arises). For 

example, a maturity date fixed during the lean period in the case of a term loan 

may present high risks.  

 

- Guaranties (material collateral): In case material collateral is requested, insist on 

the fact that it should be “sufficient, seizable and saleable”. The amount of the 

guarantee taken into account must be the smaller sale price (according to the 

season and historically). It is even safer to take into account only a percentage of 

this value (80% for example). Guarantees easy to supervise must be favoured. 

Insist on the necessity to verify the real ownership of the guarantee by the 

applicant. 

 

- Remind that the members of the MC, the cashiers and internal controllers cannot 

be personal guarantors. 

 

- Remind that one person cannot be a guarantor for several credits. The person 

who has an outstanding credit must not be guarantor for another credit. It is like if 

he/she had 2 outstanding credits. 

 

 

- Don't analyze an application only with respect to the submitted material guarantee 

(if any). The best guarantee for the credit remains the capacity of the 

applicant to manage the financed activity and therefore to generate incomes 

for the repayment of the loan, or his capacity to generate incomes from other 

activities.                                                                                                              

The analysis of the guarantee must be done only after that the morality, the 

management capacity and the repayment ability of the borrower have been 

favourably analyzed. A facility which seized too many guarantees will not have a 

good reputation in the PA. 

 

- Don't adopt the policy of ‘'as long as the credit is repaid everything is ok''.  
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Don't forget that the facility is there to help people to improve there income and 

their living conditions. It is a “development bank” before being a commercial 

bank. A member could repay a credit and grow poorer (if, for example, he is 

forced to sell all his properties because he lost money using the credit, due to 

inability to manage the activity). It is the responsibility of the MC to well analyse 

the application and to avoid such situations. 

 

- Time must be carefully spent to analyse each application, even if the requested 

amount is small. 

 
 

On the application procedure: 

 

- The member makes his/her application to the cashier who records it in the Loan 

Application Form.  

Present and explain the information that has to be filled by the cashier on this form. 

 

- Analysis of the application: show the different questions to be asked (on the form) and 

define the means to get the data to answer those questions (knowledge of the applicant, 

documents of the facility....). It is the cashier who fills the Form according to the 

decisions of the MC.  

 

- It is important to respect the quorum (the minimum number of MC members to be 

present) to take the decision of granting. They don't have to forget to sign the form. 

 

The MC can reject the application, accept it as it is or accept it with some modifications 

(amount, duration, disbursement date, repayment pattern, other guarantor etc.). In this last 

case, the loan will not be granted unless the applicant agrees about the changes. 

In case of rejection, it is important to write down the reasons, on the form. 

 

- Insist on the necessity to take time to collect enough number of loan applications before 

doing the analysis. Otherwise there is a risk to give big loans to the first applicants and to 

be short of resources for the following ones.  
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- Be cautious to avoid a “mechanical” use of the analysis form: this form is the tool to 

help reaching the decision. It shall not limit or shorten the debates and discussions around 

each application. 

 
 

On the general credit policy: 

 

- Even if social credits are allowed (which may not be the case in most RSCFs) put 

forward the interest to limit the total or individual amount given to this kind of credits. 

These credits are, by nature, more risky for the facility and for the member. They don't 

allow the best allocation of resources: it is better that the facility finances income 

generating activities that will foster more economic development.  

 

- Pay attention not to concentrate the portfolio on one single activity or on the same 

maturity period (take examples). Explain the importance of diversification of activities in 

term of risk sharing.  
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Section 2: The Disbursement 

Duration Objective Methodology Material 

30mn That the participants know 

the documents used for the 

disbursement and what is 

their role during 

disbursement. 

Brief presentation of the 

various documents to be 

filled and signed, and 

questioning on the role of 

the MC at the time of the 

disbursement. 

Accounting 

documents 

            

The various documents required at the moment of the disbursement are: 

 

- The Loan Application Form. 

- The Loan Contract, to be signed by the member, his/her personal guarantor, 

his/her spouse, the cashier and a member of the MC. 

- The Member’s Passbook, to be signed by cashier. 

- The Payment Voucher, to be signed by the cashier and the member. 

- The Loan Repayment Schedule Register. 

 

The MC must check that the member is well informed about the terms of repayment 

(maturity date, repayment pattern, instalments, total amount to be repaid, procedures in 

case of delay ....) before the signature of the contract. 
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Section 3: Follow-up, repayment and recovery of loans  

          

Duration Objective Methodology Material 

1H00 That the participants know 

the procedures and their 

role for the follow-up, the 

repayment and the 

recovery of credits.   

Questioning of 

participants.  

Reminder of the articles 

of the IR that are dealing 

with these issues.  

- Paper board 

or black board  

- IR  

- Accounting 

documents   

 

You should insist on the following points: 

 

On the repayment follow up: 

 

- The MC is entitled to check, at any time, the use of funds (i.e. what is doing the 

borrower with the loan) and the existence of the guarantee (if any). 

Ask what should be done by the MC in case it discovers some irregularities before the 

due date (use of the loan for a social or consumption purpose, inactivity or travel of the 

borrower, the borrower contracting a loan from another institution…).  This point is not 

specified in the IR which could be amended during the next assembly.  

The MC should probably require the immediate repayment of the loan (without waiting 

for the maturity date).  

 

- The MC must remind to the borrower the due date and the amount to repay one month 

and again 15 days before the maturity date. This applies for the Term Loans. For the Big 

Instalments Loans, the reminder shall be done 15 days before each repayment.  

This data must be given to the MC by the cashiers who hold the Loan Repayment 

Schedule Register. The reminders shall be done individually to each member (not in big 

meetings).   

 

- Remind that in case of advance repayment the total interests shall be paid. 

 

- Down payments in case of Term Loans may be possible but they must be recorded as 

loan repayment (not as SA). 
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- Case of repayment of credit by another person than the borrower him/herself: it could 

be exceptionally allowed in case of trip, by respecting all the accounting procedures (for 

example by bringing the passbook). 

 

- The various documents required during the repayment are: 

- The Loan Ledger Card, to be signed by the cashier; 

- The member’s passbook, to be signed by cashier; 

- The Receipt Voucher (principal + interests), to be signed by the cashier and the 

member; 

- The Loan Repayment Schedule Register.  

 

For the recovery: 

 

- Remind and read the articles of the IR related to delay penalties and recovery 

procedures. They shouldn’t forget that they can use traditional social pressure on the 

borrower (role of the elders, iddir chairmen, etc…). 

 

- The cashiers must hold a Delinquent Loans Register and inform the MC as soon as a 

credit is delayed. The cashiers also fill the part concerning the measures that have been 

taken. 

 

- Present the problem where even the call to the PA authorities was not efficient to 

recover the loan.  

 

 

For the two here above mentioned topics (the repayment and recovery), there is the 

necessity to precise the organization of the MC: who makes what?, per geographical 

area?, per type of members?...  
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THEME 5: RESOURCES MANAGEMENT 

 
                                     

Duration Objective Methodology Material 

2H00 At the end of this module, 

the participants must know 

the key principles 

concerning the resources 

management of the facility, 

in order to secure its 

activity and the repayment 

of the depositors. 

Remind the various 

resources of the facility 

and their characteristics. 

Presentation of some key 

principles. 

Paper board or 

black board   

 

Most of the technical work is done by the cashiers (with the help of the field officer of the 

MFI at the beginning) then the internal controller, but some key management principles 

must be recalled:  

- Only TD, FTD and equity (membership fees, then retained earnings) can be used to 

grant credit. SA cannot be used.  

- One must be sure that the money needed to repay the depositors will be available at the 

date of maturity of deposits. The amount and the duration of loans must be given by 

respecting this rule (a RSCF which is unable to repay the deposits at their maturity will 

loose all its credibility). The method of taking a security margin of one month between 

the maturity dates of credits and the deposits used for granting must be advised. 

- If in some cases the capacity of using credits by the PA members is limited, the policy 

of mobilizing savings must be careful.  

This carefulness may be translated by the refusal of big deposits (or the transfer of a part 

in SA) or the limitation of the total deposits amounts at a given time.  

The stability of the activity of the facility comes from a progressive increment of its 

volume of activity. 
 

- The MC must also be able to negotiate with the depositor, not only the amounts but also 

the duration of the deposit that best suits the RSCF needs.  
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These negotiations with the depositors may be done by the MC or by the cashier if he/she 

has been appointed by the MC to do so. 

 

- Discuss about the problem to know which credit policy must be followed if the 

resources are not enough to meet all the applications. Shall we share between all the 

requests?, to reject some of them?, decrease all the amounts?... This policy and the 

adopted criteria must be defined in the General Assembly. 

 

One must never announce publicly the amount of money available for loans 

disbursement, to avoid any pressure.  

 

It is not particularly safe to transform 100% of the resources (except if those are too small 

at the start of the operations of the facility). It is better to earn a bit less interest on credit 

than to take the risk to loose a lot (if the principal is not repaid). We can advice to use a 

certain percentage, like 90%, of the resources for loans; the remaining part will allow to 

repay the deposits in case there is a delay in loan repayment.  

 

 

It means that the RSCF is not obliged to give as loans all the available money as soon as 

possible. It is necessary to give time to members to make their application, take time to 

cautiously scrutinize those applications and to give only credit to creditworthy 

applications, even if all recourses are not used.                        
 

By consequence, The MC must ensure, with the cashiers, that before the disbursement: 

- SA are not granted in credit (the easiest solution for that is to isolate in the safe 

the amounts corresponding to the SA in a different box or envelop). It is possible 

that after some time, according to the experience, some percentage of SA are also 

used for loans. 

- The calculation of the credits to be granted has been done correctly. This is to 

make sure that that the amounts and maturity dates of credits are consistent with 

the ones of the deposits.   

- prudential ratios are respected (this point is seen in detail in Theme 10). 
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THEME 6: CONTROL OF CASHIERS 
 

 
                             

Duration  Objective Methodology  Material 

45Mn That participants know 

what to do to control 

cashiers.  

- Questioning of 

participants.  

- Presentation of control 

methods and formats to be 

filled. 

- Paper board or 

black board  

- Bank notes and 

coins 

- Cash Count Sheet 

and Operating 

Expenses Register  

- other accounting 

documents   

 

The control is made in different ways:  

- Mandatory attendance of “x” (it depends on IR) members of MC during each opening 

day of the RSCF. This presence allows the MC to be in contact with the PA members (it 

allows to explain the operations of the facility, the IR, some rules concerning the products 

etc…) and to be witness of the operations. 

The MC can also check if the IR, the decisions taken by the General Assembly and the 

MC as well as the procedures are respected. 

If the participants are catching up easily with those procedures, you can review with them 

what are the documents related to membership and deposits that have to be filled and 

signed by the cashier or the member. Use the cashiers’ training manual for that purpose.  

 

- At the end of the opening day of the RSCF, the present MC members must count the 

cash and sign the Cash Count Statement. One of the present members of the MC should 

be literate so that he/she may control the Cash Count Statement. 

 

- The MC must also check that the operating expenses are made only after its approval 

and that the Expenditure Register is correctly filled and signed.  

Show to the participants this Register and the way to fill it.    
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THEME 7: ACTIVITIES FOLLOW-UP 
 

 
 

Duration  Objective Methodology  Material 

45Min At the end of this module 

the participants must be 

able to understand the 

activity report of the 

RSCF. 

- Ask questions such as: 

In what way do you think 

you can follow-up the 

activity of the RSCF? 

Which indicators do you 

need for this follow-

up?... 

- Explanation of the 

activity report format.   

- Paper board 

or black board 

 

- Distribution 

of one sample 

of activity 

report by 

facility  

 

The activity report is a tool to follow-up the RSCF activities. It must allow the MC to 

regularly know the key activity indicators of the facility. It enables the MC: 

 

- To measure the progress of activities in relation with the planned objectives; 

- To programme its activities, especially in terms of animation and promotion (does 

it need more sensitization to reach out more members, etc…); 

- To present the facility to visitors. 

 

The activity report is also a control tool as far as default is concerned.  

 

It must include the most important indicators and is, at the beginning, filled by the cashier 

with the support of the MFI field officer and, later on, by the internal controller. 

The illiterate members of the MC must request the cashier to tell them regularly the 

elements of the activity report. 
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Model of activity report 

 

Indicator January Feb. March. Apr. .. Dec. Target  

1. Number of members 124 137 144 200  300 340 

2. Number of female members 40 44 60 70  140 120 

3. Number of groups members  3 3 4 6  6 6 

4. Number of depositors  12 20 30 40  170 160 

5. Number of TD 10 15 20 35  100 100 

6. Balance of TD  5,000 7,400 12,000 21,000  52,000 60,000 

7. Number of FTD 5 9 14 20  55 50 

8. Balance of FTD 1,000 1,800 3,000 4,600  35,000 40,000 

9. Number of SA 6 10 15 20  60 60 

10. Balance of SA 700 1,000 1,800 3,000  9,700 10,000 

11. Number of active borrowers  40 50 70 80  190 200 

12. Number of loans disbursed 

(during the month) 

15 12 25 29  19 220 (for 

the year) 

13. Outstanding Loan Balance 12,000 17,000 25,000 28,000  75,000 80,000 

14. Disbursed loan amounts 

(during the month) 

6,000 5,500 7,000 10,000  8,000 120,000 

15. Number of loans in arrears 0 2 1 3  1 0 

16. Balance of loans in arrears 0 400 150 500  200 0 

           

The activity report is prepared for one year. The last column allows to write the 

objectives defined in annual general assembly (from the second year). 

 

Indicators are calculated as follows: 

- Number of members: total number of members (men, women and groups) at the 

end of the month (cumulated since the beginning of the activities). 

- Number of female members: total number of female members at the end of the 

month (cumulated since the beginning of the activities). 
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- Number of members groups: total number of groups that are members at the end 

of the month (cumulated since the beginning of the activities). 

- Number of depositors: total number of depositors (member who has at least 1 type 

of savings account: either SA, TD or FTD). Total number, at the end of the 

month.  

- Number of TD: Total number of Time Deposits, at the end of the month. 

- Balance of TD: balance of Time Deposits, at the end of the month.  

- Number of FTD: Total number of Flexible Time Deposits, at the end of the 

month. 

- Balance of FTD: balance of Flexible Time Deposits, at the end of the month.  

- Number of SA: Total number of Savings Accounts, at the end of the month. 

- Balance of SA: balance of Savings Accounts, at the end of the month.  

- Number of active borrowers: number of members who have an outstanding loan 

at the end of the month.  

- Number of loans disbursed: number of loans that have been disbursed during the 

month. 

- Outstanding Loan Balance: amount of all the loans outstanding at the end of the 

month. 

- Disbursed Loan Amounts: amount of all the loans disbursed during the month.  

- Number of loans in arrears: number of loans that have at least one instalment in 

arrears, at the end of the month.  

- Balance of loans in arrears: principal and interest amounts which are due but not 

yet paid, at the end of the month.  
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THEME 8: METHODS OF ANIMATION AND PROMOTION  OF THE 

FACILITY 
 

 

Duration Objective Methodology Material 

30Mn That the participants are 

sensitized on the importance of 

the animation and its impact on 

the activities of the RSCF. 

Start the thinking about the 

methods and the organization of 

animation. 

Questioning of 

participants on the 

interest of animation and 

promotion of the RSCF 

and on the methods and 

organization to be set up. 

Presentation of the 

display of the main rules 

of operation of the 

facility.     

Paper board or 

black board 

 

At this stage, we especially need to insist on the participants for them to understand the 

importance of their role in the animation and promotion process; often, they don’t pay 

enough attention to this role.  

 

- On the animation method: for a facility which is starting, the more important is that the 

MC gives simple and easy to understand information on the operations of the facility to 

the community, the members or potential members. It can also conduct some more 

personalized animation to potential depositors (groups, individual…) or by advising 

members on the type of services that will best suit their needs depending on their 

personal situation.  

 

The animation must put forward the use and the advantages that the facility provides for 

its members, more than the obligation to become a member or to make deposit in the 

interest of the facility. 
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Different animation methods can be used: PA general meeting, RSCF General Assembly, 

group (like iddir, women association, cooperative…) meetings, church meetings, 

meetings in market places, visits of particular hamlets or villages.... 

 

- On the organization of animation: to be discussed within the MC of each facility. Each 

facility shall quickly define its own organisation (sharing out among the members by 

geographical area, gender, groups,…, number of people for each kind of 

animation,…when to organize them,…). 

 

- Present the need to display in local language the main rules of operation on the wall of 

each RSCF. This can be done by the cashiers.  

Define with the participants the main information to be displayed on a poster.   

 

At the beginning of operations, the MFI field officer and coordinator will be at the MC 

disposal in the case they need some support on how to organise the animations.  
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THEME 9: THE REGULATORY FRAMEWORK APPLICABLE TO RSCF 

 
            

Duration Objective Methodology Material 

45Mn That the participants know the 

general regulatory framework of 

microfinance and understand the 

meaning of the main prudential 

rules.  

Brief and simple 

presentation of the 

regulatory framework of 

microfinance.  

Explanation and 

justification of the main 

prudential rules.  

- Paper board or 

black board  

- RI  

 

- Regulatory framework: 

You only mention the fact that since 1996, there is a law on microfinance which is 

legalising microfinance institutions which are then officially supervised by the National 

Bank of Ethiopia.  

Wasasa MFI is one of those institutions and operates under licence of the National Bank.  

Wasasa has the authorization to conduct savings and credit activities in the Oromiya 

Region.  

 

The following is to discuss only if the participants ask about it: 

The RSCF doesn’t have any legal status at the beginning, as it is a pilot project, but 

Wasasa is in contact with the NBE for a further legalization of the facilities, after some 

years of operations.  

 

- Prudential ratios: 

No ratios are determined at the beginning of the activities. 

 

However, the illiquidity risk must be covered by a cautious resource management. At the 

beginning, none of the SA should be used for granting loans, and the loan terms shall be 

always determined at the light of the TD and FTD maturity dates. 

 



Microfinance Technical Support Centre  Training Module for MC 

RSCF/WA/09 31 

The risk to give a too high amount of loan to a single member is covered by the fact that 

there are ceilings for each loan cycle. 

 

The risk that the “managers” of the RSCF (i.e. the management committee members and 

the technical staff) grant a too high amount of loans to themselves (which would be 

negatively seen by the members), should be addressed by their common sense. There is 

such a risk as they are themselves deciding on the granting of credits. Consequently, it 

makes it difficult to get repaid the loans of other members if themselves don't repay their 

loans. 

However, a limit could be fixed, such as not more than 25% of the monthly disbursed 

loans amount should be granted to the managers.   
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THEME 10: ORGANIZATION AND PROGRAMMING OF ACTIVITIES 
 

 
                              

Duration Objective Methodology Material 

1H To sensitize participants on the 

necessity to organize their work 

in order to be efficient, as well 

as to make an action plan and a 

provisional budget. 

Start the thinking process on 

those issues. 

Questioning the 

participants on the theme. 

First approach of the 

notions of organization, 

plan and budget. 

Paper board or 

black board 

 

The objective is to approach those issues through discussions but not to draw up a plan or 

a budget. This work will be done, in each facility, later on, taking into account the first 

concrete experiences.  

 

We can remind the IR articles dealing with those aspects (frequency of MC meetings for 

example) and treat the topic activity by activity (follow-up, repayment and recovery of 

credits, attendance during opening days, animation and promotion of the facility ......). 

 

The various activities of the MC are: 

- Regular meetings for the loan applications analysis, the follow-up of activities, 

the planning of activities… 

- Extraordinary meetings, in case of emergency problem, 

- Attendance at the opening of the facility and cash count  statement, 

- Preparation and animation of the General Assemblies, 

- Reminding of borrowers before their maturity dates, 

- Animation and promotion of the facility, 

- Actions for the recovery of loans in case of default,… 

They can also discuss what will be their individual roles in the various activities.  
 

An attendance and participation follow-up register should be held in each facility. (this 

register could, perhaps, be used for the sharing of incentives between the MC members).  
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Open Questions 

 

The various themes tackled during the training can be again freely questioned  by the 

participants. 

 

Miscellaneous Recommendations  

 

 

You can still remind some key points: 

- Prohibition of operations outside of the facility and outside of the opening days, 

- Total confidentiality of transactions, except in case of default, 

- Attendance at the opening of the facility and importance of the cash count 

statement at the end of each opening day. 

- Punctuality  during opening, 

- Respect of allocation of  keys, 

- Filing of documents and building maintenance, 

- … 

 

Evaluation of the Training 

 

Ask the participants to give their oral comments on the different aspects of the training: 

on the methodology, the content and the logistics aspects; what did they like and dislike, 

did the training meet their expectations, what are the areas where they feel they should 

have more orientations (if any), etc.  

 

Handing over of participation certificates and closure 

 

 

 

 

 

 

 

 

 


