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1) MEMBERSHIP 
 
1. Verify that the applicant is fulfilling the membership conditions detailed in the IR, and 
that he/she has the amount of membership fees.   
 
2. If it is a group, check if they have a written notice from their General Assembly which 
authorizes the membership and which stipulates that the persons coming to register are the 
official appointees of the group.  
 
3. Make, together with the present MC members, a brief reminder of the main IR articles 
that the future member need to accept.  
 
4. Collect the amount of the fees and check it.   
 
5. Fill the Cash Receipt Voucher: 

- The cashier determines the Member’s number by looking at the last number on the 
Members’ Register. 
- He takes the first non-used Voucher and writes: 
 - The date 
 - The Member’s number and name 
 - Tick the “membership” box and writes the amount.  
- He signs and makes the member sign the Voucher (or appointees for the group). 

  - He gives one copy of the Voucher to the member. 
 

6. Fill the Members’ Register: 
 
He opens the Register at the page where the last member has been recorded.  
He records:  
  - The serial number: the previous number + 1 
  - The Membership Date: which is the date where the payment of fees is made. 
  - The Name, Father’s name and grand-father name of the member, or the name of the  

group.  
- The Member’s number 
- The amount of fees paid 
- A tick in the type of member (Female/Male/Group) 
- The address 
- The main activity of the member or the type of group (iddir, school, …) 
- Remarks: any other relevant information 

                 Note: if later on the member passes away, it will be written in this last column.   
 

7. Open the Member’s Passbook 
 

- The cashier takes a new Passbook and fills the first page. 
- He asks the member or the group appointees to sign or thumb print.  
- He gives the Passbook to the member and gives recommendations to the member to keep it in a 
safe and clean place and not to give it to anybody else than his/her official proxy.  
- He reminds the member that in case of loss or full use of the passbook, a new passbook will be 
provided against payment.  
 

8. Fill the Cash Journal 
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The cashier fills the Cash Journal (1 line for this operation), and writes the amount in the “Kafaltii 
Misensaa” box. 
He calculates the cash balance. 
 
He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day.  
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2) SAVINGS ACCOUNT (SA) DEPOSIT  

 
1. Ask the Member’s Passbook and the amount he/she wishes to deposit 

 
2. Collect the amount and check it. 

 
3. Fill the « Cash Receipt Voucher » 

 
- The cashier takes the first non-used Voucher and writes: 
 - The date 
 - The Member’s number and name 
 - Tick the “Savings Account” box and writes the amount.  
- He signs and makes the member sign the Voucher (or appointees for the group). 

  - He gives one copy of the Voucher to the member. 
 

4. Fill the « Member’s Savings Ledger » (FS01) 
 
The cashier takes the Member’s Savings Ledger. 
 
If it is the first deposit, he takes a new blank Savings Ledger and fills: 

The Member’s name 
The Member’s number 
The type of savings: Savings Account 
He doesn’t fill the remaining information.   

 
For all deposits, he writes: 

The date 
The Voucher Number 
The amount deposited 
The balance 

 
Then, he signs.  
 

5. Fill the « Member’s Passbook » 
 
The cashier fills the necessary details (date, amount deposited, balance) on the page corresponding 
to the Savings Account. 
He also updates the Passbook by recording the monthly interest amounts that have been calculated 
but not yet inserted in the passbook. Those amounts are coming from the Member’s Savings Ledger. 
 
He signs and gives the Passbook to the member or the appointees in case of a group.  
 

6. Fill the Cash Journal 
 
The cashier fills the Cash Journal (1 line for this operation), and writes the amount on the left part 
(Galii) in the “Qusanno Idlee” box. 
He calculates the cash balance. 
 
He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day.  
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3) SA WITHDRAWAL 
 

1. Ask the Member’s Passbook and the amount he/she wishes to withdraw  
 
2. Check the balance with the “Member’s Savings Ledger”(FS01) 

 
The cashier checks if the balances on the ISL and the Passbook are similar and if the member 
doesn’t withdraw more than his/her balance.  
 

3. Fill the « Cash Payment Voucher »  
 
- He takes the first non-used Voucher and writes: 

 - The date 
 - The Member’s number and name 
 - Tick the “SA” box and writes the amount.  

- He signs and makes the member sign the Voucher (or appointees for the group). 
- He gives one copy of the Voucher to the member. 
 

4. Give the money to the member 
 
- The cashier counts first the amount and gives it to the member. 
 
- He asks the member to also count the money.  

 
4. Fill the « Member’s Savings Ledger » (FS01) 

 
The cashier takes the Member’s Savings Ledger. 
 
He writes: 

The date 
The Voucher Number 
The amount withdrawn 
The balance 

 
Then, he signs.  
 

5. Fill the « Member’s Passbook » 
 
The cashier fills the necessary details (date, amount withdrawn, balance) on the page corresponding 
to the Savings Account. 
He also updates the Passbook by recording the monthly interest amounts that have been calculated 
but not yet inserted in the passbook. Those amounts are coming from the Member’s Savings Ledger. 
 
He signs and gives the Passbook to the member or the appointees in case of a group.  
 

6. Fill the Cash Journal 
 
The cashier fills the Cash Journal (1 line for this operation), and writes the amount on the right part 
(Baasii) in the “Qusanno Idlee” box. 
He calculates the cash balance. 
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He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day.  

4) TIME DEPOSIT (TD) 
 

1. Ask the Member’s Passbook and the amount he/she wishes to deposit 
 

2. Remind what is the minimum amount and what are the conditions of the TD account. 
 

3. Fix with the member the Duration of the TD 
 

The amount and duration shall be in line with what has been decided in the Internal Regulations. In 
case of doubt, ask the MC members present. 
 

4. Calculate the Maturity date and the interest amount 
 

5. Collect the amount and check it. 
 

6. Fill the « Cash Receipt Voucher » 
 

- The cashier takes the first non-used Voucher and writes: 
 - The date 
 - The Member’s number and name 
 - Tick the “TD” box and writes the amount.  
- He signs and makes the member sign the Voucher (or appointees for the group). 

  - He gives one copy of the Voucher to the member. 
 

7. Fill the « Time Deposit Register ». 
 
The cashier takes the TD Register. 
He fills a new line with: 

The Member’s number 
The Member’s name  
The deposit date 
The Voucher number 
The Duration 
The maturity (withdrawal) date 
The amount deposited 
The total interest 
The total amount to be repaid to the member (deposit + interest) 

 
8. Fill the « Member’s Passbook » 

 
The cashier fills the necessary details (date, amount deposited, and balance), as well as the maturity 
date on the page corresponding to the TD. 
 
He signs and gives the Passbook to the member or the appointees in case of a group.  
 

9. Fill the “Savings Withdrawal Schedule Register” 
 
- The cashier opens the Register at the month of the maturity date of the TD. 
- He fills one line with: 
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 The Member’s number 
 The Member’s name 
 The type of savings: TD 
 The date of deposit  
- He writes the total amount to be repaid to the member (deposit+interest) in the box of the 
corresponding week.  
 

10. Fill the Cash Journal 
 
The cashier fills the Cash Journal (1 line for this operation), and writes the amount in the 
“Qusannoo Kan Yeroo” box. 
He calculates the cash balance. 
 
He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day. 
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5) TD WITHDRAWAL 
 
 

1. Check the dates and amounts of the « Time Deposit Register » with the ones of the 
Member’s Passbook. 

 
2. Fill the « Cash Payment Voucher »  

 
- The cashier takes the first non-used Voucher and writes: 

 - The date 
 - The Member’s number and name 

- Tick the “TD” box and writes the amount of deposit withdrawn and tick the 
“Dhala” box to write the interest paid 

- He signs and makes the member sign the Voucher (or appointees for the group). 
- He gives one copy of the Voucher to the member. 
 

3. Give the money to the member 
 
- The cashier counts first the amount and gives it to the member. 
 
- He asks the member to also count the money.  

 
4. Fill the « Time Deposit Register ». 

 
The cashier takes the Time deposit Register and finds the line of the member’s TD. 
 
In the last part (“Baafachu”), he writes: 

The date of withdrawal 
The Voucher number 
 

Then, he signs.  
 

5. Fill the « Member’s Passbook » 
 
The cashier fills the necessary details (date, amount withdrawn) on the page corresponding to the 
Time Deposit. 
 
He signs and gives the Passbook to the member or the appointees in case of a group.  
 

6. Fill the “Savings Withdrawal Schedule Register” 
 
- The cashier opens the Register at the month of the maturity date of the TD and finds the line 
corresponding to the member’s TD. 
- He confirms the amount withdrawn by writing it and writes the date of withdrawal.  
 

7. Fill the Cash Journal 
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The cashier fills the Cash Journal (1 line for this operation), and writes the amount on the right part 
(Baasii) in the “Qusanno Yeroo” box for the savings withdrawn and in the “Dhala” box for the 
interest paid. 
He calculates the cash balance. 
 
He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day.  
 
Note: IF THE MEMBER DOESN’T WITHDRAW HIS/HER TD AT MATURITY DATE: 
 
The cashier identifies through the “Savings Withdrawal Schedule Register” which are the deposits 
that have not been withdrawn. 
 
In this case, after 7 days, the total amount (deposit + interest) is transferred to a SA: 
 
- The cashier fills a Cash Payment Voucher, as in “2” (here above), signs and makes a member of 
the MC sign. 
- He fills the TD Register as in “4”, noting that it has been transferred to the SA. 
- He fills the Savings Withdrawal Schedule Register as in “6”, noting that it has been transferred to 
the SA. 
- He fills the Cash Journal as in “7”.  
- He takes the SA “Member’s Savings Ledger” (FS01) of the member or takes a new one if the 
member doesn’t have one. 
- He fills it as it is described in procedure 2 (SA Deposit), article 4, by writing the total amount 
(deposit and interest) in the “Qusannoo” box. 
- He fills a Cash Receipt Voucher as it is described in procedure 2 (SA Deposit), article 3 and 
makes a member of the MC sign it. 
- He fills the Cash Journal as procedure 2 (SA Deposit), article 6. 
- He will update the Passbook with all those operations, the next time the member shows up at the 
RSCF. Then he will also ask the member to sign the 2 Vouchers.   
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6) FLEXIBLE TIME DEPOSIT (FTD) 

 
1. Ask the Member’s Passbook and the amount he/she wishes to deposit 

 
2. Remind what is the minimum amount for the first deposit and what are the conditions of 
the FTD account. 

 
3. Fix with the member the Duration of the FTD, (IN CASE OF FIRST DEPOSIT) 
 

The amount and duration shall be in line with what has been decided in the Internal Regulations. In 
case of doubt, consult the MC members present. 
 

4. Calculate the Maturity date. 
 

5. Collect the amount and check it. 
 

6. Fill the « Cash Receipt Voucher »: 
 

- The cashier takes the first non-used Voucher and writes: 
 - The date 
 - The Member’s number and name 
 - Tick the “FTD” box and writes the amount.  
- He signs and makes the member sign the Voucher (or appointees for the group). 

  - He gives one copy of the Voucher to the member. 
 

7. Fill the « Member’s Savings Ledger » (FS01) 
 
The cashier takes the Member’s Savings Ledger. 
 
If it is the first deposit, he takes a new blank Savings Ledger and fills: 

The Member’s name 
The Member’s number 
The type of savings: Flexible Time Deposit 
The Duration 
The Maturity Date 

 
For all deposits, he writes : 

The date 
The Voucher Number 
The amount deposited 
The balance 

 
Then, he signs.  
 

8. Fill the « Member’s Passbook » 
 
The cashier fills the necessary details (date, amount deposited, and balance), as well as the maturity 
date (in case of first deposit) on the page corresponding to the FTD. 
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He also updates the Passbook by recording the monthly interest amounts that have been calculated 
but not yet inserted in the passbook. Those amounts are coming from the Member’s Savings Ledger. 
 
He signs and gives the Passbook to the member or the appointees in case of a group.  
 

9. Fill the “Savings Withdrawal Schedule Register” 
 
- The cashier opens the Register at the month of the maturity date of the FTD. 
- He fills one line with: 
 The Member’s number 
 The Member’s name 
 The type of savings: FTD 
 The date of first deposit  
- He writes a small cross (“x”) in the week of maturity 
- He writes the first deposited amount on the left side of the “1-7” box. 
- For all additional amounts, he will write them on the right of this first amount separated by “+”. 
- In case there is no more space (at the end of the 22-30 box), he takes a new line where he starts 
writing the previous total deposited amount on the left side of the “1-7” box. He then traces a stroke 
on the old line. 
 

10. Fill the Cash Journal 
 
The cashier fills the Cash Journal (1 line for this operation), and writes the amount in the “Qusanno 
Walamakaa” box. 
He calculates the cash balance. 
 
He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day.  
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7) FTD WITHDRAWAL 
 
1. Check if the dates and amounts of the «Member’s savings Ledger » are corresponding 
with the ones of the Member’s Passbook. 

 
He updates the Passbook by recording the monthly interest amounts that have been calculated but 
not yet inserted in the passbook, and calculates the total interest to be paid to the member.  
 

2. Fill the « Cash Payment Voucher »  
 
- The cashier takes the first non-used Voucher and writes: 

 - The date 
 - The Member’s number and name 

- Tick the “FTD” box and writes the amount of savings withdrawn and tick 
the “Dhala” box to write the interest paid 

- He signs and makes the member sign the Voucher (or appointees for the group). 
- He gives one copy of the Voucher to the member. 
 

3. Give the money to the member 
 
- The cashier counts first the amount and gives it to the member. 
 
- He asks the member to also count the money.  

 
4. Fill the « Member’s savings Ledger» (FS01) 

 
The cashier takes the Member’s Savings Ledger. 
 
He writes: 

The date 
The Voucher Number 
The amount withdrawn 
The balance, which shall be equal to zero 

 
He draws a line under this last operation. 
 
Then, he signs.  
 

5. Fill the « Member’s Passbook » 
 
The cashier fills the necessary details (date, amount withdrawn) on the page corresponding to the 
Flexible Time Deposit. 
 
He signs and gives the Passbook to the member or the appointees in case of a group.  
 

6. Fill the “Savings Withdrawal Schedule Register” 
 
- The cashier opens the Register at the month of the maturity date of the FTD and finds the line 
corresponding to the member’s FTD. 
- He confirms the amount withdrawn by writing it and writes the date of withdrawal.  
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7. Fill the Cash Journal 
 
The cashier fills the Cash Journal (1 line for this operation), and writes the amount on the right part 
(Baasii) in the “Qusanno Walmakaa” box for the savings withdrawn and in the “Dhala” box for the 
interest paid. 
He calculates the cash balance. 
 
He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day.  
 
Note: IF THE MEMBER DOESN’T WITHDRAW HIS/HER FTD AT MATURITY DATE: 

 
The cashier identifies through the “Savings Withdrawal Schedule Register” which are the deposits 
that have not been withdrawn. 
 
In this case, after 7 days, the total amount (deposit + interest) is transferred to a SA: 
 
- The cashier fills a Cash Payment Voucher, as in “2” (here above), signs and makes a member of 
the MC sign. 
- He fills the Member’s savings Ledger as in “4”, noting that it has been transferred to the SA. 
- He fills the Savings Withdrawal Schedule Register as in “6”, noting that it has been transferred to 
the SA. 
- He fills the Cash Journal as in “7”.  
- He takes the SA “Member’s Savings Ledger” of the member or takes a new one if the member 
doesn’t have one. 
- He fills it as it is described in procedure 2 (SA Deposit), article 4, by writing the total amount 
(deposit and interest) in the “Qusannoo” box. 
- He fills a Cash Receipt Voucher as it is described in procedure 2 (SA Deposit), article 3 and 
makes a member of the MC sign it. 
- He fills the Cash Journal as procedure 2 (SA Deposit), article 6. 
- He will update the Passbook with all those operations, the next time the member shows up at the 
RSCF. Then he will also ask the member to sign the 2 Vouchers.   
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8) LOAN APPLICATION 
 
For each loan application, the cashier takes a new « Loan Application Form » (FL01).  
 
He fills with the member all the information from lines 1 to 13. (A1 part).  
 
He reads it again to the member and asks him/her to sign.  
 
He submits the application to the MC.  
He needs to be present during the credit committee where the MC will analyze the application. 
At this meeting, upon the decisions of the MC, he will fill the A2 part related to the analysis of the 
application (he may give to the MC the necessary information to answer the questions) as well as 
the approved amount and duration. 
He also writes the reasons of rejection if the case arises.   
He writes the names of the MC members that have participated at the meeting and asks them to sign 
or thumb-print.  
The Chairperson (or the vice chairperson) also put the stamp of the RSCF. 
 
The cashier tells the decision to the applicant.  
 
Note: If the applicant refuses the loan because of some modifications during the credit committee, 
the cashier shall write it at the bottom of the form and ask the applicant to sign.  
 
If the application has been rejected, the procedure stops here. 
 
If it has been accepted, see the next procedure “Loan Disbursement”.  
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9) LOAN DISBURSEMENT 
 

Prior work: before the arrival of the members, the cashier checks the acceptance of each 
application by the MC and calculates for every loan to be disbursed during the day the 
interest amount, the maturity date, the installments dates and amounts.  
He also determines the Loan Number.  
 
Once the member is there:  
 
1. Recall to the member the details of the loan (amount, interest, maturity, installments…) 
 

 
2. Fill the Loan Contract (FL02) 

 
- He fills, in front of the member, the various parts of the contract. 
 

Note: if many members are receiving a loan during the day, it is advisable for the cashier to 
prepare the contract before the opening. 

 
- He reads the contract to the member, his/her spouse and guarantor.  
 
- The member, his/her spouse and guarantor sign (or thumb-print) the contract in the due place, then 
the cashier signs, as well as a member of the MC.  
 

3. Give the money to the member 
 
- The cashier counts first the amount and gives it to the member. 
 
- He asks the member to also count the money.  
 

4. Fill the « Cash Payment Voucher »  
 
- He takes the first non-used Voucher and writes: 

 - The date 
 - The Member’s number and name 
 - Tick the “loan disbursement” box and writes the amount.  

- He signs and makes the member sign the Voucher (or appointees for the group). 
- He gives one copy of the Voucher to the member. 
 

5. Fill the « Individual Loan Ledger » (FL03)(IF IT IS NOT A TERM LOAN) 
 
How to fill the Individual Loan Ledger: 
 

1) If it is the first loan: 
 

1.1) Take a new “Individual Loan Ledger” card 
 1.2) Fill the name and the member’s number in the upper part. 
 1.3) On the first line, write  

the Date of disbursement,  
the Loan Number in the next box, 
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the Amount disbursed in the second “Hadha” box (Kan Fuulduratii Kafalamu), 
the Total (expected) Interest amount in the second “Dhala” box (Kan Fuulduratii…), 

 
2) If it is not the first loan of the member: 

 
In case the present loan is the second, third,… loan of the member: 
 
- You can use the same Individual Loan Ledger Card than for the previous loan. 
- You start with the row under the line that has been drawn to close the previous loan. 
- You write the date of disbursement of the new loan under the line and the new Loan 
Number in the second box. 
- Then you continue the procedures of 1.3).  
 

6. Fill the Term Loan Register (IN CASE OF TERM LOANS ONLY) 
 

- The cashier takes the “Term Loan Register” and fills a new line for this loan 
- He writes: 
 The date of disbursement 
 The Member’s name  
 The Member’s number 
 The Loan Number 
 The loan purpose 
 The Voucher Number 
 The amount disbursed (principal) 
 The total expected interest amount 
- He signs.  
 

7. Fill the « Member’s Passbook » 
 
The cashier fills the necessary details (date, amount, duration, interest,…) in a new page of the Loan 
section of the Passbook.  
 
He gives the Passbook to the member or the appointees in case of a group.  

 
8. Fill the Loan Repayment Schedule Register  
 

For each month where the member must repay a certain amount, the cashier fills it in the 
corresponding monthly page of the Register.  
 
For the first repayment, he indicates all the details (loan number, member’s number, name, 
disbursement date, disbursement voucher and amount). 
However, in the case of subsequent installments, he only writes the Loan Number, the Member’s 
Number and the amount to be repaid during the particular month.  
 
 

9. Fill the Cash Journal 
 
The cashier fills the Cash Journal (1 line for this operation), and writes the amount in the “Liqaa” 
box of the right part of the Journal (Baasii). 
He calculates the cash balance. 
 
He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day.  
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10) LOAN REPAYMENT: REGULAR AND BIG INSTALLMENT LOANS  
 
 

1. Take the “Loan Repayment Schedule Register”: 
 
The cashier opens the “Loan Repayment Schedule Register” at the page of the current month, so 
that he can know which repayments are supposed to be done during this week.  

 
2. Take the loan contract (FL02) and the Individual Loan Ledger (FL03): 

 
He takes the loan contract (which is giving the details of the repayment schedule) and the Individual 
Loan Ledger Card (FL03) of the member.   
He checks that the records on the passbook are the same as the ones on the Ledger Card.  
 

3. Check the amount to be repaid: 
 
He checks the amount to be repaid on the day and if there are any arrears.  
If there is more than one week (7 days) delay, he calculates penalties and communicates it to the 
member.  

 
4. Collect the money: 

 
He collects the repayment amount and checks the received money in front of the member. 

 
5. Fill the Cash Receipt Voucher: 
 

- He takes the first non-used Voucher and writes: 
 - The date 
 - The Member’s number and name 

- The amount under the “Kafaltii liqaa” box, if it is repayment of principal, 
under “Dhala” if it is repayment of interest or under “Adaba” if it is payment 
of penalties.  
If the payment covers repayment of Principal and/or of interest and/or of 
penalties, the cashier may write the appropriate amounts under the respective 
boxes.  

- He signs and make the member sign the Voucher (or appointees for the group). 
- He gives one copy of the Voucher to the member. 
 
 
Reminder: for a loan repayment, you need to record first the penalties (if any) that are collected, 
then the interests and finally the principal.  
 

 
6. Fill the « Individual Loan Ledger » (FL03): 
 
How to fill the Individual Loan Ledger: 

 
1) Case of normal repayments: 
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On the first available line, the cashier writes: 
  The Date of collection (today’s date), 
  The collected Principal in the first “Hadha” box (Kafaltii), 
  The collected Interest in the first “Dhala” box (Kafaltii), 

The Balance of Principal in the second “Hadha” box (Kan Fuulduratii Kafalamu), 
Note: to get this balance, you deduct the collected Principal from the previous 
principal balance (the one in the above box). 
The Balance of Interest in the second “Dhala” box (Kan Fuulduratii Kafalamu), 
Note: to get this balance, you deduct the collected Interest from the previous interest 
balance (the one in the above box). 
The Voucher number 
The Cashier’s signature 
 

   
If it is the last repayment and if the member has repaid all what he/she was supposed to 
repay, the cashier draws a line under this last repayment to close the loan. 

 
 

2) Case of overdue: 
 
If the member doesn’t bring the expected amount of repayment: 
 

- The cashier records normally the amount brought into interest or principal (with priority to 
interest). 
- At the next payment: 

- he records in the Hadha column of “Kafaltii Guyyaan Irra Darbe” part, the amount 
of principal which has not been paid at the previous payment. 
- he records in the Dhala column of “Kafaltii Guyyaan Irra Darbe” part, the amount 
of interest which has not been paid at the previous payment. 
- he records in the Guyyaa column of “Kafaltii Guyyaan Irra Darbe” part, the 
number of days that are pastdue. 
- On this basis, he calculates the penalties and writes it in the “Adaba” column. 
- he asks the member to repay, first the penalties, then the interest and then the 
principal.  
- For principal and interest, he calculates the balances. 
- He signs.  
 

- Once the maturity date is reached and if there are still arrears, the loan shall be transferred in 
the “Defaulters Follow-up Register”. Refer to procedure 15.1) for details and on the way to 
record repayment of past due loans.  
 

 
 

7. Fill the « Member’s Passbook » 
 
The cashier fills the necessary details (date, principal, interest and total collected, principal and 
interest balances) on the page of the current loan. 
 
He signs and gives the Passbook to the member or the appointees in case of a group.  
 

8. Fill the Cash Journal 
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The cashier fills the Cash Journal (1 line for this operation), and writes the amount in the “Galii” 
part of the Journal, either in the “Liqaa” box (if it is repayment of principal), or “Dhala” box (if 
repayment of interest) or “Adaba” box (if it is payment of penalties), or in several of those boxes if 
it is covering several kind of repayments at once.  
 
He calculates the cash balance. 
 
He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day.  
 

9. Fill the “Loan Repayment Schedule Register”: 
 

At the page of the current month, the cashier records, on the line corresponding to the loan, the 
amount repaid and the date.  
If the repayment is not full, he writes the date with a pencil and will replace it by ink once the 
payment will be totally done.  
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11) LOAN REPAYMENT: TERM LOANS  
 
 

1. Take the “Loan Repayment Schedule Register”: 
 
The cashier opens the “Loan Repayment Schedule Register” at the page of the current month, so 
that he can know which repayments are supposed to be done during this week.  

  
 
2. Take the loan contract and the Term Loan Register: 

 
He takes the loan contract of the member (which is giving the details of the repayment schedule) 
and the Term Loan Register.   
He checks that the records on the passbook are the same as the ones on the Term Loan Register.  
 

3. Check the amount to be repaid: 
 
He checks the amount to be repaid at the maturity day. 

 
4. Collect the money: 

 
He collects the repayment amount and checks the received money in front of the member. 

 
5. Fill the Receipt Voucher: 
 

- He takes the first non-used Voucher and writes: 
 - The date 
 - The Member’s number and name 

- The amount under the “Kafaltii liqaa” box for the repayment of principal 
and under “Dhala” for the repayment of interest.  

- He signs and makes the member sign the Voucher (or appointees for the group). 
- He gives one copy of the Voucher to the member. 

 
6. Fill the « Term Loan Register »: 

 
- The cashier takes the line of the current loan and writes the following: 

the date of repayment (today’s date) under “Guyyaa Kafaltii” 
the Voucher number  
the principal and interest repaid 
 
If the principal and interest are not entirely repaid, note the overdue amounts in the next 2 
boxes. In this case, the loan shall directly be recorded in the “Defaulters Follow-up 
Register”. Refer to procedure 15.1) for details and on the way to record repayment of past 
due loans.  
 

-The cashier signs. 
 

7. Fill the « Member’s Passbook » 
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The cashier fills the necessary details (date, principal, interest and total collected, principal and 
interest balances) on the page of the current loan. 
 
He signs and gives the Passbook to the member or the appointees in case of a group.  
 

8. Fill the Cash Journal 
 
The cashier fills the Cash Journal (1 line for this operation), and writes the amount in the “Galii” 
part of the Journal, either in the “Liqaa” box (if it is repayment of principal), or “Dhala” box (if 
repayment of interest) or “Adaba” box (if it is payment of penalties), or in several of those boxes if 
it is covering several kind of repayments at once.  
 
He calculates the cash balance. 
 
He can also fill the Journal once the member has left, or with all other operations, at the end of the 
day.  
 

9. Fill the “Loan Repayment Schedule Register”: 
 

At the page of the current month, the cashier records, on the line corresponding to the loan, the 
amount repaid and the date.  
If the repayment is not full, he writes the date with a pencil and will replace it by ink once the 
payment will be totally done. 
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12) OPERATING EXPENSES 
 

13) SALE OF PASSBOOK AND OTHER INCOMES 

 

14) FIXED ASSETS 
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15) END OF THE DAY OPERATIONS 
 
1) Defaulters Follow-up Register  
 
The cashier checks in the « Repayment Schedule Register » which are the loans that are in arrears 
for more than 7 days.  
 
He then fills the “Defaulters Follow-up Register” as follows: 
- Loan Number 
- Member’s Name  
- Amount disbursed 
- Amount past due: principal and interest 
 
Repayment of loan in arrears: 
 
- The next time the member comes to repay the loan: 
- He writes how many days are past due in the “Guyya irra darbe” column (1, if it is the first 

repayment). 
- He calculates the penalties and writes them in the “Adaba” column (1, if it is the first 

repayment). 
- In the “Kafaltii” part, the cashier records the date. 
- He records the repayment, first in the “adaba” column, then “dhala” (if any), then Hadha.  
- As for any normal repayment he fills a Cash Receipt Voucher and records the operation in the 

Cash Journal.  
 
- He does the same for any subsequent repayment.  
 
Important reminder: the cashier shall always inform the MC of any loans in arrears and shall 
write on a notebook the various steps that have been taken by the MC for the recovery (visits, 
pressure on guarantor, seizure of guarantee, court case…). 
 
 
 
2) Transfer of TD and FTD, not withdrawn at maturity, to SA 
 
At the end of the day, the cashier identifies through the “Savings Withdrawal Schedule Register” 
which are the deposits that have not been withdrawn at maturity.  
 
In this case, after 7 days, the total amount (deposit + interest) is transferred to a SA, according to 
the procedure described in the above sections: 5 for the TD and 7 for the FTD. 
 
 
3) Closure of Cash Journal  
 
Once all operations with the members have been completed, the cashier in charge of the Cash 
Journal records the remaining transactions that shall be written in the Journal if they were not 
recorded before. 
 
Then, he calculates and write on the next available line: 
 
- The total for each kind of cash receipts (Membership fees, SA deposits, …) 
- The total of all cash receipts (Galii) 
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- The total of each cash payments (SA withdrawals, TD withdrawals,…) 
- The total of all cash payments (Baasii) 
- The balance of the day, which is equal to the Opening Balance + Total of all Receipts – Total of 

all Payments. 
- He checks if this amount is equal to the last balance calculated for the last transactions of the 

day. If there are differences, he traces them until he finds the same balance.  
 
 
4) Daily Cash Count  
 
- The cashier takes a blank Cash Count Form (FC01) and fills it. 
- The counting of bank notes and coins is done by a member of the MC. 
- The cashier calculates the difference between the real cash balance (5) and the balance of the 

Cash Journal (4) and records the difference under 6.  
- The cashier and one or preferably two members of the MC sign the Cash Count Form. 
 
 
 
5) Recording on the General Ledgers  
 
This operation will be done at the beginning with the help of the MFI field officer and later on by 
the Internal Controller. If deemed more convenient, it may be done at the end of the month. 
 
The cashier will report the total of each cash receipts and each cash payments of the day into one 
line of the corresponding General ledgers. It means: 
 
5.1. General Loan Ledger (FL04) 
 
- He writes the date. 
- In the second column, he writes the total of disbursed loans/principal (Baasii, Liqqa) from the 

Cash Journal (CJ) 
- In the third column, he writes the total of expected interest. This amount is found by summing 

up all the interest amounts corresponding to the newly disbursed loans. They are found in the 
“Individual Loan Ledgers”.  

- In the fourth column (collected), he writes the total of the collected principal (Galii, Liqqa) from 
the Cash Journal (CJ) 

- In the fifth column (collected), he writes the total of the collected interest (Baasii, Dhala) from 
the Cash Journal (CJ).  

- He calculates the balance of principal: previous balance + disbursed loans – collected principal. 
He writes it in the sixth column. 

- He calculates the balance of interest: previous balance + new expected interest – collected 
interest. He writes it in the seventh column. 

- He signs.  
 
5.2. General Savings Ledger (FS02) 
 
Important notice: there should be 3 different General Savings Ledgers: one for each kind of savings 
(SA, TD, FTD).  
 
For each savings ledger: 
 
- He writes the date 
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- In the column “Qusannoo”, he writes the corresponding deposited amount (Galii, Qusanno Idlee 
or Walmakaa or Yeero) of the Cash Journal. 

- In the column “Baafatame”, he writes the corresponding withdrawn amount (Baasii, Qusanno 
Idlee or Walmakaa or Yeero) of the Cash Journal. 

- For the SA and FTD: At the end of every month, he adds the total calculated interest in the 
Dhala column. This amount is found by summing up all the interest amounts of the “Member’s 
Savings Ledgers”. THIS IS DONE ONCE AT THE END OF EVERY MONTH for the SA and 
for the FTD (see hereunder 16).2.2) 

- For the TD General Savings Ledger: he writes in the “Dhala” column, the total interest paid to 
the member during this day. He finds it in the “Time Deposit Register’. 

- He calculates the balance of savings: previous balance + deposits + interests (if any) – 
withdrawals. 

- He signs.  
 
5.3. Income Ledger (FA01) 
 
- He writes the date 
- Under the column of “interest”, he writes the interest collected from loans, to be found in the 

General Loan Ledger (FL04). 
- Under the column “penalties”, he writes the penalties collected, to be found in the Cash Journal 

under “Adaba”. 
- He writes any other income in the following columns. 
- He calculates the daily total income (“Ida’ama”). 
- He signs. 
 
5.4. Expenditure Ledger (FA02) 
 
- He writes the date 
- Under the column of “interest”, he writes the interest paid on savings deposits, to be found in 

the three General Savings Ledgers. THIS IS DONE ONCE AT THE END OF EVERY 
MONTH for the SA and for the FTD (see hereunder 16).2.2). It can be done for every opening 
day for the TD. 

- Under the column “allowance”, he writes the allowances paid to the staff. 
- He writes any other expenses in the following columns. 
- He calculates the daily total expenses (“Ida’ama”). 
- He signs. 
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16) END OF THE MONTH OPERATIONS 
 
1) Calculation of interest on savings (SA and FTD) 
 
The interest on Savings Accounts (SA) and on Flexible Time Deposits (FTD) are depending on the 
amounts in the member’s accounts and are fluctuating every month. (on the contrary to the ones of 
the TD that are fixed from the beginning). 
 
1.1. Calculation of each member’s savings interest 
 
The cashier shall calculate every month for each SA and each FTD this interest amount and put it 
on the respective accounts.  
The way to calculate the savings is explained in the “Guide for Training of Cashiers”. 
 
Procedure: 
- The cashier takes all “Member’s Savings Ledgers” (FS01). 
- He calculates for each of them the interest. 
- He writes it in the column “Dhala”. 
- He calculates and writes the new balance (“Madaalii Qusannoo”). 
- He signs.  
 
1.2. Transfer of the total amount of interest into General Savings Ledger (FS02) and into 
Expenditure Ledger 
 
1.2.1. For SA 
 
- The cashier sums up all the members’ interest of the month 
- He writes the total in the “Dhala” column of the SA General Savings Ledger (FS02) with the 

date of the last day of the month. 
- He calculates and writes the balance. 
- He writes the same in the “Expenditure Ledger” (FA02), under the “Dhala” column. 
 
1.2.2. For FTD 
 
- The cashier sums up all the members’ interest of the month 
- He writes the total in the “Dhala” column of the FTD General Savings Ledger (FS02) with the 

date of the last day of the month. 
- He calculates and writes the balance. 
- He writes the same in the “Expenditure Ledger” (FA02), under the “Dhala” column. 
 
2) Income and Expenditure Ledgers (FA01 & FA02) 
 
At the end of the month, for both Income and Expenditure Ledgers, the cashier sums up the daily 
operations of the month in such a way: 
 
Under the last daily record of the month, he takes a new line and writes: 

- The Month at the place of the date. 
- The sum of each type of income or expenditure of the month: eg: he sums up all the interest 

for each day of the month.  
- The total income or expenditure for the month. 
- This operation will be done at the beginning with the help of the MFI field officer and later 

on by the Internal Controller.  
 


