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1 GENERAL INTRODUCTION 
 

This is a guide to the initial training of the microfinance clients in GFRS. It is aimed at 

equipping them with the necessary information concerning the organisation and operations of 

the microfinance department. 

 

Module 1 is the presentation of the microfinance window in GFRS. It addresses the global 

objective of the department, the microfinance target groups and the organization of the 

microfinance department. 

 

Module 2 addresses the financial products on offer and their features, as well as the other 

financial services available at GFRS (savings and others). 

 

Module 3 addresses the group lending methodology and the associated transactions 

modalities. 

 

Module 4 is dedicated to training of group leaders on their responsibilities and different tasks. 

 

 

2 MODULE I: PRESENTATION OF THE MICROFINANCE 

WINDOW 
 

Time frame: 0.5 days per session of two to three groups. 

Module objective 

This module is aimed at introducing GFRS and its Microfinance Department to the group 

members: purpose of the Microfinance Department, target groups, organization of the 

microfinance operations at branch and head office level. 

 

Staff involved: MFA, under the supervision of the MFM. 

 

Training methodology: 

Oral presentation with the use of flipchart if necessary and asking feedback from the 

participants to ensure their understanding. 

 

Training material and support: Two notebooks, two pens, two rulers for the group leaders. 

A ream of paper for the members. 

Flip chart, three felt pen of different colours for the MFA. 
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Important: At the beginning of the first training module, the MFA must remind the group 

members, that if they apply for a loan after the training, and if the loan is approved, they will 

have to pay the cash collateral equal to 15% of the loan amount
1
 and the loan insurance fund 

equal to 3% (on yearly basis
2
) of the loan amount. This is told early so as the members can 

prepare themselves, but this is of course not a commitment to disburse the loans. 

 

 

2.1 The GFRS Microfinance Department objective 

 

GFRS Mission statement is “To provide efficient, cheap and adequate financial services to 

finance rural development”. 

 

So far, GFRS proposes only loan products to its members (crop advance loan, development 

loan, welfare loan). Being a borrower of GFRS requires to be a GFRS member, meaning 

having bought shares. To get access to loan, the member must be tea or coffee grower, or civil 

servant, and the loan must be guaranteed at 100% by shareholders. GFRS has therefore 

around 90 000 clients that use only savings and payment services of GFRS. 

 

So the Microfinance department objective is to make financial credit facilities available to 

more clients and non clients, by proposing new lending methodology and products adapted to 

the financial needs of the people. The new methodology is group lending methodology, 

meaning that the loans are given to individual through a group. 

 

The loans finance income generating economic activities. The loan sizes and repayments 

periods are designed to fit the cash flow of the borrowers. 

 

The methodology implies that the borrower has savings to the SACCO to renew his or her 

loan. This saving can be made individually or through a group savings account. 

 

 

2.2 The targeted people  

The Microfinance Department has identified so far during a survey three activities which can 

be financed with limited risks: vegetable, small business, and dairy. But to start, only the two 

first activities will be taken in account: dairy loan requires bigger loan amounts, and the 

Microfinance department needs to test the methodology and the people. 

 

Therefore, in 2006, the Microfinance Department targets the following people, which cannot 

be members (shareholders) of the SACCO at this stage: 

. Women involved in vegetable production and / or small business, who are members 

of existing groups. 

. Men that are clients of the SACCO, not salaried, involved in small business activities 

with a track savings record with the SACCO. They may either be member of an 

existing group, or form new group to operate with the Department. 

                                                 
1
 Which will be maximum 5 000 Ksh for the first cycle.  

2
 1,5% for a 6 months loan, 2,25% for a 9 months loan. 
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2.3 Organization of the Microfinance Department 

The microfinance operations are integrated in the branch operations, meaning that the 

financial transactions are done through the existing organization of the branch, including the 

mobile unit. The role of the Microfinance department is mainly to select the groups, train 

them, decide on the loan applications jointly with the branch manager, follow up the 

operations of the groups, intervene in case of loan recovery difficulties, … 
 

The Microfinance Department is composed at this stage of: 

 

- A general manager (James Banda), who is based at the head office, and ensures the 

management of the microfinance activities with clients and groups. 

 

- The MFA, who are based in a branch, and ensure the implementation of the microfinance 

activities within the branch catchment area interacting closely with the microfinance clients 

and groups. Each of them has a group portfolio. Their main activities are: 

- Identify the clients, 

- Participate to the selection of the groups, 

- Train the group members, 

- Validate the loan application by the groups, 

- Facilitate the loan disbursement by the mobile unit. 

- Follow up the disbursements, repayments and recovery of the loans. 

- Participate to the assessment of the group and group members for the renewal of the 

loans, 

- Check the bookkeeping at group level, … 

 

The MFA for the Ogembo branch are: 

- Amos Ogamba, who covers Ogembo and the villages 5 kms around. 

- Josiah Magena, who covers Kenyenya and the villages 5 kms around. 

- Rogers Oruru, who covers Koba and the villages 5 kms around. 

- Musa Osoro, who covers Mogonga and the villages 6 kms around. 
 

Insist on the fact that the microfinance department staff cannot collect or disburse any cash 

from or to the group members or leaders, all the financial transactions being under the 

responsibility of the branch ordinary staff. 
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3 MODULE II: PRESENTATION OF THE FINANCIAL 

PRODUCTS 
 

Time frame: 0,5 day / per session of 2 to 3 groups. 

Module objective 

 

The aim of this module is to present to the groups the Microfinance products as well the 

SACCO ‘saving account’ products and other services. 

Staff involved: The MFAs in the villages, under the supervision of the MFM. 

Training methodology: Oral presentation with the use of flipchart if necessary and asking 

feedback from the participants to ensure their understanding. 

 

Training material and support: Two notebooks, two pens, two rulers for the group leaders. 

A ream of paper for the members. 

Flip chart, three felt pen of different colours for the MFA. 

 

 

3.1 The Microfinance Products 

The loan products proposed by GFRS Microfinance Department are: 

 

- A 6 months loan for small business, for men and women, with disbursements anytime 

during the year, according to the type of business. 

 

- A 6 months loan for vegetable production, for women, with disbursements in february. 

 

- A 9 months loan for vegetable production, for women, with disbursements in february. 

 

Inside the same group, the members can ask for any of the loan types, under the condition that 

the loans have the same duration. 

 

For the three products, the instalments are monthly and of an equal amount (capital + 

interest), the principle being that the repayment can be done either from the income of the 

financed activity or from other regular incomes of the borrowers (tea monthly payments, petty 

trade, vegetable farming, dairy, wages …). 

 

Moreover, the methodology implies that the borrower has savings to the SACCO before the 

end of the cycle to renew his or her loan. This saving can be made individually or through a 

group savings account at the SACCO. 

 

The objective is that the non clients women become clients and save to the SACCO, and that 

the existing clients increase their savings to the SACCO, using the current savings product of 

the SACCO, notably through the mobile units. 

 

The characteristics of the financial products are summarized in the table below: 
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Product Small business loan Vegetables loan 6 months 
Vegetables loan 9 

months 

Target 
Experienced people in the activity or 

beginners 

Experienced women in the 

activity or beginners 

Same as Vegetable 6 

months 

General purpose 

Intensify existing small business (trade, 

manufacturing, handicraft and services) 

activity or finance starting business 

Intensify, expand or start 

vegetable farming 

Same as Vegetable 6 

months 

Use of the loan 
Mainly for the working capital (stock) 

and small investment (i.e. stand). 

Production costs (fertilizer, 

pesticides, labour, rent, 

miscellaneous,..., small 

equipment) 

Same as Vegetable 6 

months 

Lending 

methodology 

- Individual loan with joint liability at 

group level: if one member of the group 

defaults for one instalment, the group 

must find a way to repay the whole 

amount, because no partial payment 

will be accepted,  and recover later with 

the defaulter according to their own 

rules. The joint liability applies also for 

the group members not borrowing for 

the current cycle. 

- No payment in advance will also be 

accepted, but the group may save in its 

account in advance payment by the 

members. 

- Groups of men who must be client of 

the SACCO, or pre existing groups of 

women (no obligation for the women to 

be prior client of the GFRS).  

Same as Small business loan 
Same as Small business 

loan 

Time of 

disbursement 
Anytime depending on analysis February 

Same as Vegetable 6 

months 

Number of 

disbursements 
1 1 1 

Duration 6 Months 6 months 9 months 

Amount (Ksh) for 

the first year 

Min 3 000 

Same as small business Same as small business 

Max 5 000 (3 000 for the beginners) 

Principle of progressiveness of the 

individual amount (possibility to 

increase the loan amount after each 

cycle) 

Instalments 
6 monthly. Constant amount capital + 

interest 

6 monthly. Constant amount 

capital + interest 

9 monthly. Constant 

amount capital + interest 

Grace period No No No 

Yearly interest rate 

(flat) 
24% (2% / month) 24% (2% / month) 24% (2% / month) 

Penalty 

The penalty is applied to the group and 

not to the individual members. It is 

calculated as follows: 2% / month on 

the total amount of the instalments due. 

The calculation of the penalty stops 4 

months after the first default 

Same as small business Same as small business 
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Loan insurance 

fund (for death) 

3% of the loan amount on yearly basis, 

paid before the disbursement by each 

borrower. The loan insurance fund can 

only cover death happening before the 

last instalment. 
 

Same as small business Same as small business 

Guarantees 

Joint liability at group level Same as small business Same as small business 

Cash collateral: 15% of the loan amount 

to be paid before disbursement by each 

borrower, used as a group guarantee 

fund, remaining with the SACCO 

unless the group is disbanded or wants 

to leave the Microfinance department 

for good (see the recovery procedures 

for the use of the fund). 

No interest is paid on this fund. 

For the dead, resigned and dismissed 

members, their cash collateral is given 

back to the group. This transaction is 

possible only if there is no outstanding 

balance of loan 

Same as small business Same as small business 

Conditions for the 

renewal of the loan 

Loan renewal for the group is based on 

the group repayment record of the last 

cycle, and the evaluation of the 

leadership and organization of the 

group. 

For the women groups, the loan 

renewal is also subject to savings to the 

SACCO by all the members. For that 

there are two possibilities: 

. The group opens a saving account at 

the SACCO (individual savings by the 

group members are recorded at group 

level by the treasurer). 

. Or individual account may be open. 

The savings must be done before the 

end of the first cycle 

Same as small business Same as small business 

Repeat loan at individual level is based 

on individual repayment and savings 

records with the GFRS 

Same as small business Same as small business 

 

 

3.2 GFRS savings products 

The microfinance department will not offer specific saving products, the GFRS proposing 

already savings product notably through its mobile units. The different types are: 

 

- Savings account 

 

. Withdrawal possible only once a week. Otherwise, 2% commission on the withdrawn 

amount. 

. Minimum balance 1 000 Ksh. 

. Ledger fee 50 Ksh per month. 

. Interest paid on the first shilling above 10 000 Ksh. 
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- Fixed deposit account 

 

. Durations 3 months, 6 months, 9 months. 

. Minimum amount 50 000 Ksh. 

. Interest rate negotiable (Min 0,5% for three months). 

 

- Junior savers account 

 

. Account operated by the parents or guardians in the name of a child below 18 years. 

. No ledger fee. 

. Minimum balance 100 Ksh. 

. Withdrawal after one year, not less than 1 000 Ksh. 

. Interest paid on the first shilling above 10 000 Ksh. 

 

- Senior savers account 

 

Same than junior, but for secondary and post secondary education. 

 

For all the account, an ID card and an application form with photo are needed. 

 

To close the account, one month written notice is necessary, on a charge of 350 Ksh. 

 

The MFA must advise the people to go to the branch for more information. 

 

3.3 GFRS Other financial services 

- Banker’s cheque: limits the risk of cash transfer. Can be used for example to pay school fee. 

 

- Money transfer (Money Gram), soon to be rolled out. 
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4 MODULE III: PRESENTATION OF THE GROUP 

LENDING METHODOLOGY AND ASSOCIATED 

TRANSACTIONS MODALITIES 
 

Time frame: 0.5 days per session of two to three groups. 

Module objective 

To present and explain to the groups: 

- The lending methodology. 

- The role and responsibilities and the group leaders and the group members. 

- The modalities of the operations with the SACCO and particularly the 

Microfinance Department. 

Staff involved: MFA in the villages, under the supervision of the MFM. 

 

Training methodology: Oral presentation with the use of flipchart if necessary and asking 

feedback from the participants to ensure their understanding. 

 

Training material and support: Two notebooks, two pens, two rulers for the group leaders. 

A ream of paper for the members. 

Flip chart, three felt pen of different colours for the MFA. 

Copies of the bookkeeping documents and forms, including the loan agreement, for the MFA 

and the participants. 

 

4.1 The principles of GFRS’ group lending methodology  

The loan is given to individual members through the group which is the borrower, and where 

the joint liability of the members applies. 

 

Joint liability means that if one member defaults on an instalment, the group must find a way 

to repay the SACCO in time. The joint liability applies to all the members of the group, even 

those who are not borrowing during the current loan cycle. Each group should set in its 

internal regulations rules on how to implement the joint liability (what to do if a member 

defaults in order to repay the SACCO, how to recover the default form the members, …). 

 

At this stage, the MFA inquires on the current rules of the group on this issue. If they have no 

rules, they must meet to define them before the disbursement. 

 

The loan agreement is signed in the name of the group by the group leaders, but all the 

members of the group also individually sign to confirm their commitment. 

 

Joint liability also means that no partial repayment is allowed from the group. 

 

The joint liability can work only if people trust and know each other well. 

 

The loan screening for each individual application must be made by all the group members, so 

that they can with full knowledge commit themselves for the repayment. 
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Their good knowledge of all their fellow members and the fact that they commit themselves 

to repay in case of default of the other members ensure a good screening of the loan 

application. The final decision on the loan application is however the responsibility of the 

microfinance department. 

 

Loan renewal for the group is based on the group repayment record of the last cycle, and the 

evaluation of the leadership and organization of the group. For the women groups, the loan 

renewal is also subject to savings to the SACCO by all the members. Loan renewal at 

individual level is based on individual repayment record and savings with the SACCO. 

 

4.2 Roles and responsibilities of the group leaders 

The Chairperson is globally responsible for organizing his or her group, following up the loans (ex. 

following the members and their activities, if they are sick, etc.), on-time repayment by each group 

member, and for the recovery of the late payments. He must be helped by the other members. 

 

The Treasurer is responsible for filling the transactions ledger, the savings and loan forms, the 

member’s passbooks, and receipts. 

 

The Chairperson and the Treasurer collect the repayments during group meetings and make the 

payment for the group at the SACCO mobile unit monthly. If the group has its own saving 

account, they also collect the members savings and make the deposits and withdrawal at the 

SACCO. 

 

4.3 Description of the operations with GFRS after the training 

4.3.1 Loan application group meeting 

The individual loan applications are made by the members during a group meeting, with the 

participation of the MFA. 

 

During this meeting, each member formulates his or her application: 

- Type of loan 

- Amount 

- Description of the activity 

- How they intend to use the loan 

 

Discussions are undertaken between the group members, and the group gives their opinion on 

the application. They may: 

 

- Refuse. 

- Differ. 

- Accept the application as it is. 

- Accept the application but with changes on the amount. 

 

Once this is done, the MFA must check that: 

 

- The loan amounts are in line with GFRS requirements. 

- The individual applications are consistent, for each member, with his or her activity 

and his or her capacity to repay. 
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This leads to the final decision on the application to be made to GFRS. 

 

The MFA asks the group what is the desired date for the disbursement, he completes the loan 

application form, that must be signed by the members, group leaders and the MFA. 

 

The MFA must at this stage present and explain the part of the loan application and approval 

form pertaining to the application. 

 

 

4.3.2 GFRS loan approval management committee 

The loan approval management committee is composed of the BM and MFM. The MFAs 

participate to the meeting. 

 

During this meeting, the management gives the final approval for the loan application (either 

approved as it is or rejected). 

 

The committee fills the final decision part of the application and approval form. A copy of the 

form is sent to the group leaders, for information to the members, especially concerning the 

cash collateral and loan insurance collection deadline. 

 

 

4.3.3 Cash collateral and loan insurance collection 

The group member pays to the treasurer. 

 

The treasurer fills the transactions ledger and the member passbook, and gives a receipt to the 

member. 

 

Then the chairperson and the treasurer go to the MU or BO to deposit the group cash 

collateral to the GFRS teller. 

 

- If the group pays the whole due amount, the teller collects it and gives a receipt. The 

treasurer then records the operation in the transactions ledger. 

 

- If the group cannot pay the whole due amount, the teller refuses to collect. In this case: 

 

. Either the amount is deposited in the group savings account, waiting for the missing amount 

to be collected. 

. Or the money is taken back to the village, waiting for the missing amount to be collected.  

 

The treasurer records the adequate operation in the transactions ledger. 

 

The teller sets a deadline for the collection of the missing amounts. 

 

If the MFA is present at the MU or BO because loan disbursements or repayments are being 

done, he may facilitate the operations. 
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4.3.4 Loan disbursement 

If the cash collateral and the loan insurance fund have been fully deposited, the MFA informs 

the group leaders of the disbursement date, by phone if possible. 

 

The loan disbursement is made either at the MU or at the Branch, with the presence of the 

MFA who facilitates the operations. 

 

The loan agreement is signed by the group leaders and members. In case one or two of the 

group leaders are absent, the MFA must validate the acting group leaders. One copy is kept by 

the group leaders and one by GFRS. This operation is made by the MFA. 

 

The MFA must read and explain at this time the contents of the loan agreement. 

 

The loan is disbursed by the teller to the group leaders, who sign the necessary receipts. 

 

The loans are immediately disbursed by the group leaders to each members of the group, all 

the group members being present during the disbursement. The MFA controls that the 

individual loan disbursements are correctly done. 

 

The treasurer records the operation in the transactions ledger and passbooks. 

 

The MFA gives the group and individual loan schedule to the chairperson and treasurer. 

 

NB) For the absent members during the disbursement, a maximum of two proxies can be 

used. These proxies must be signed by all the present group members. 

 

In this case, the group has the possibility to refuse these loans if it is considered not for the 

interest of the group (depending on the cause for the absence of the members). The loan 

agreement must then be corrected accordingly. 

 

 

4.3.5 Loan repayment 

The repayments by the group members are made during monthly meetings of the group. The 

MFA may be present during theses meetings to facilitate the operations. 

The repayments are made by the group leaders at the MU or BO. 

A) If the total instalment amount is collected: 

The treasurer fills at the time of payment by the members the transactions ledger, the 

member’s passbook and the loan schedule and repayment form. He gives receipts to the 

members. 

The chairperson and the treasurer go to the MU or the BO and pay to the teller, who gives 

them give receipts (he can only accepts total payments). 

The treasurer records the transaction in the transactions ledger. 
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B) If the total instalment amount cannot be collected, there are three possibilities: 
 

- The treasurer collects the available amount and goes with the chairperson to deposit it with 

the chairperson on the group savings at the MU or at the BO. 

The treasurer fills at the time of payment by the members the transactions ledger, the 

member’s passbook and the loan schedule and repayment form. He gives receipts to the 

members. 

At the time of deposit on the group savings account at the MU or BO, the group leaders are 

given a receipt, and the treasurer records the transaction in the transactions ledger. 

 

- The treasurer collects the available amount and keeps it until the next instalment.  

He fills the transactions ledger, the member’s passbook and the loan schedule and repayment 

form. He gives receipts to the members. 

 

- The treasurer does not collect the money, and the group members wait for the next 

instalment. No transaction is recorded by the treasurer. 

 

4.3.6 Loan recovery 

The different steps are supposed to have been presented and explained during the presentation 

of the loan agreement. 

 

4.3.7 Members savings  

For the women groups, as there is an obligation for the members to save for the renewal of the 

loans, whatever the saving amount is, the group may decide to open a group savings account 

at the SACCO, in order to reduce the charges linked to the savings account, which are too 

high for small amounts of savings. 

In this case, a follow up of the individual savings made trough the group account must be 

made. 

Some women may however decide to save through an individual account. The follow up of 

their saving can then easily be done with the SACCO registers. 

As for the men, as one condition of working with the Microfinance Department is to be 

already a client and have a saving account, the follow up is made through the SACCO 

register. 

If the group has opened a savings account, the following transactions are done (the individual 

transactions are done at the branch or mobile Unit following the SACCO ordinary 

procedures). 

 

4.3.7.1 Deposit or withdrawal by the members 

The member deposit or withdraw her deposits with the treasurer, who records the transaction 

in the transaction ledger, the member passbook and the savings follow up register. 
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4.3.7.2 Deposit or withdrawal on the group savings account 

The chairperson and the treasurer deposit and withdraw the savings collected at the branch or 

mobile unit. The treasurer records the operation in the transaction ledger. 

 

NB) In case of use of the group savings to recover a group loan in default (see the recovery 

procedures), the recording of the transactions in the different documents is done with the 

assistance of the MFA. 

 

4.3.8 Continuous training of the members 

In order to learn to the groups members how to better manage their loans and savings, the MFAs 

provides to the group members three generic training modules on an ongoing basis 

 

The expected outcomes of this training are a better loan repayment as well as an increase and a 

better distribution of the financial resources of the group member. 

 

The three modules are: 

 How to define the loan amount. 

 How to manage and optimize savings. 

 How to differentiate the turn over from the profit. 

 

4.3.9 Follow-up of the groups 

This is done mainly by the MFA, in addition to his regular tasks, through informal visits to 

the group members in their village, and during the repayments days at the MU or at the BO. 

 

The MFM may also, according to the analysis of the situation of the group, pay informal visits 

to the group or members. 

 

The MFA and the MFK may also go to meet the village leaders or other resource persons if 

relevant. 

 

 

4.3.10  Loan analysis and renewal 

4.3.10.1 Mid loan cycle group diagnosis 

This concerns the groups without default: the specific case of the defaulting groups is treated 

under the recovery procedures. 

One meeting is organized by the MFA approximately at mid loan cycle with all the members. 

The objectives of this meeting are: 

- To discuss with the groups members on the utilization and impact of the loans and on the 

possible difficulties they may have encountered. 

- To assess with the members the level and regularity of their savings. 
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- To discuss with the group leaders and members on the way the group is managing 

collectively the activities, how they have got over difficulties if any, … and to advise them if 

necessary. 

 

 

4.3.10.2 End of loan cycle diagnosis and scoring for the loan renewal 

One meeting is organized by the MFA just after the last instalment with all the members. 

 

The objective of this meeting is to make the diagnosis of the last cycle: 

 

- Quality of repayment. 

- Volume and regularity of the savings. 

- Quality of the organization and leadership of the group. 

 

The scoring is done by the MFA just after the group meeting. 

 

4.3.10.3 Selection of the groups for the loan renewal 

 

This work is done during a meeting gathering the MFM and the MFAs, and the BM if 

available. 

 

A decision is taken by the management on the loan renewal for each group. 

 

The general policy for the loan renewal conditions is presented by the management (for 

example on what basis to increase the loan amount). 

 

The management, if necessary, sets specific conditions for some groups or group members. 

 

4.3.10.4 Information of the group on the loan renewal and starting of the operations for the 

following cycle 

 

The MFA gives the information to the group leaders. 

 

For the groups selected for a second cycle, the first step of the operations for the following 

cycle is the loan application group meeting. 
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5 MODULE IV: TRAINING OF THE GROUP LEADERS 
 

Time frame: 1 day (sessions gathering leaders of several groups at the branch). 

 

Objectives: 
 

The objective is to train the group Chairperson and the Secretary on their respective roles, duties 

and the operational tasks associated to them. 

 

Staff involved: MFAs + MFM for supervision at branch office. 

 

Training methodology: Group leaders are gathered in a session and the MFA explains their 

respective roles and tasks as group leaders. Practical exercises are done on the bookkeeping. 

 

Training material and support: One notebook, one pen, one ruler for each participant. 

Flip chart, three felt pen of different colours for the MFAs. 

Answers to the exercises for the MFAs. 

Copies of the bookkeeping documents and forms for the MFA and the participants. 

Summary of the roles of the group leaders for each step of the procedures for the participants. 

 

5.1 Reminder of the roles and responsibilities of the group leaders 

As the people have been trained on this during the previous modules, the MFAs must start by 

asking the participants what they have learnt and remember. 

 

Once each participant has expressed himself or herself, the MFA must complete, develop or 

correct on the contributions. 

 

The issues to address are the general responsibilities of the leaders, and their roles for each 

step of the procedures. 

 

5.2 Group bookkeeping 

5.2.1 Presentation of the different documents to be used at group level 

First, the MFA presents the different documents, and explain their general purpose: 

 

- Transaction ledger: it is kept by the treasurer, and the purpose is to record chronologically 

all the cash transactions of the group members concerning the microfinance transactions 

(regarding the loans and the savings if the group has opened a savings account). This 

document allows also to have permanently the cash balance of the treasurer. This recording is 

done on an A4 exercise book. 

 

- Members loan schedule and repayment form, which is given by GFRS at the time of the loan 

disbursement to the group. This form is used: 

 

. As an individual and group loan schedule. 

. As a tool to register and follow up the repayments by the group members. 
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- Members savings follow up: this document is used to follow up for each member the savings 

deposits and withdrawals, in case the group has opened a group savings account at GFRS. 

This recording is done on an A4 exercise book. 

 

- Member passbook: each member is given, at the time of his or her first transaction with the 

group (cash collateral and loan insurance payment), a passbook, where all his or her 

transactions with the group are recorded (only microfinance related transactions). The 

passbook is used: 

 

. By the member to follow up his or her transactions. 

. As a proof that the transactions have been actually made, all the transactions being signed in 

the passbook by the treasurer. 

 

- Payment vouchers: the treasurer must write down and have a payment voucher signed by the 

member when cash is given to the member, as a proof of the transaction for the treasurer. 

 

 

5.2.2 Detailed presentation of each document 

For each of the documents, the MFA explains how to fill it by giving some basic examples. 
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5.2.3 Case study 

During this case study, the group leaders must fill, for each step of the procedure, the 

necessary documents. 

 

For the exercise, the case of a group of 5 women is taken, whose loan application has been 

approved as follows: 

 

Name Loan Type Loan amount ID number 

Jane Bosibori Vegetable 6 M 4 000 123456789 

Margret Nyamoita Business 6 M 3 000 987654321 

Mary Moraa Business 6 M 5 000 375936578 

Moraa Omenta Vegetable 6 M 3 500 389563749 

Mokeira Kwamboka Vegetable 6 M 4 500 374647392 

 

The group name is Sebokia women group. 

The group N° is 12. 

The village is Ogembo. 

The nearest market place is Ogembo. 

 

NB) As it is an initial training, only the basic and regular transactions are treated. For the 

specific transactions like the payment of penalties, use or repayment of cash collateral, use of 

the loan insurance fund, use of the savings in case of default, …, the training must be made on 

the spot when the transaction occurs by the MFA. 

 

 

 

1) Cash collateral and loan insurance collection 

 

The payments are made one the 02/02/06. 

 

Questions 

 

- Fill up the different books. 

 

Answers (for all the answers, see the forms filled up in annexe
3
) 

 

a) The treasurer fills the passbooks (first page information and cash collateral and loan 

insurance part). 

b) The treasurer fills two lines in the transaction ledger, one for the cash collateral and 

one for the loan insurance. 

 

2) Payment of the cash collateral and loan insurance to the Mobile Unit (MU) or Branch 

Office (BO) 

 

The transaction is made on the 03/02/06. 

 

                                                 
3
 For the passbooks and savings follow up, it is filled up only for one member in the answers. 
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Questions 

 

- Fill up the different books. 

 

Answers 

 

- The treasurer and the chairperson go to the MU for the payment, on a date agreed upon 

before with GFRS. 

 

- The payment is done to the teller, who gives a receipt for the cash collateral and one for the 

loan insurance fund. 

 

- The treasurer fills the transaction ledger (two lines). 

 

3) Loan disbursement 

 

This is done at the MU on the 6/2/06. 

 

Questions 

 

- Fill up the different books. 

 

Answers 

 

- The chairperson, the treasurer, and all the members sign the loan agreement. 

 

- The teller disburses the loan to the group leaders, who sign the necessary receipts. The 

treasurer fills the transactions ledger (one line). 

 

- The MFA gives them the loan schedule and repayment form. 

  

- The group leaders disburse the individual loans to the member. 

 

- For each member: 

 

. The treasurer writes a payment voucher and has it signed by the member. 

. The treasurer fills the passbooks for each member. 

. The chairperson disburses the loan to each member. 

 

- At the end of the disbursements, the treasurer fills the transactions ledger (one line). 

 

4) Loan repayments and savings deposits by the group members during a group meeting 

 

3 members deposit to the treasurer on the 05/03/06. 

Name Amount 

Jane Bosibori 100 

Margret Nyamoita 200 

Mary Moraa 50 
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All the members come to pay their instalment. The group leaders pay the instalment to the 

mobile unit on the 06/03/06. 

Questions 

 

- Fill up the different books. 

 

Answers 

 

- The treasurer collects the savings deposit from each member, and fills the passbook. 

 

- The treasurer fills the savings follow up register. 

 

- The treasurer fills the transaction ledger (one line). 

 

- The treasurer collects the loan repayments from each member and fills the passbooks. 

 

- The treasurer fills the loan repayment form. 

 

- The treasurer fills the transaction ledger (one line). 

 

- The chairperson and the treasurer go the MU to pay for the loan, open a group saving 

account and deposit the savings by the members. 

 

- The treasurer is given a receipt by the teller for the loan repayment. 

 

- The treasurer fills the transaction ledger for the loan repayment (one line). 

 

- The treasurer is given a receipt for the savings deposit. 

 

- The treasurer fills the transaction ledger for the savings deposit (one line). 

 

 

5) Loan repayments, savings deposits and withdrawal by the group members 

 

Three members come to deposit savings on the 20/03/06, and one members comes to 

withdraw on the 27/03/06: 

 

 Deposit Withdrawal 

Jane Bosibori  50 

Margret Nyamoita 100  

Mary Moraa 200  

Moraa Omenta 400  

 

All the members repay their instalment on the monthly group meeting (05/04/06). The group 

leaders pay the instalment to the mobile unit on the 06/04/06. 
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Questions 

 

- Fill up the different books. 

 

Answers 

 

- For the savings, for each depositor: 

 

. The treasurer records in the passbooks of the members the transaction on the day it occurs, 

as well as in the transaction ledger (one line) and the saving follow up register. 

 

- For the withdrawer: 

 

. The treasurer record in the passbook of the member the transaction on the day it occurs, as 

well as in the transaction ledger (one line) and the saving follow up register. 

 

NB) This transaction is possible because the treasurer has some cash available. If not, the 

chairperson and the treasurer must first go to withdraw from their group account. 

 

- For the deposit by the leaders to the group account, see the procedures in 4). 

 

- For the loan repayment, see the procedures in 4). 

 

 

 


