Example 1: Loan application form (to be completed by CBO members)

LOAN APPLICATION FORM

Chairman
Sustainable Development Facility Registration no: ..........
....... District. Date of registration: ..........

Request for credit

Dear Sir,
a) I/We, the following members of ........ CBO ......... VDG, ........ District unanimously decided on
meeting No. ..... heldon ....... to make a request for a Credit Capital of Rs. ....... (inwords ..............
.................. ).
b) Credit capital request is for the following.
S.N. | Name of the Address Fathers’ / Purpose Amount of Loan Signature of
CBO Husbands’ of loan loan (Rs.) repayment | applicant
member Name date
vDC | Ward
3. The status of savings of ........ CBO as of..... is as follows.
InBank Rs. ......... In investment Rs. .........
Incash Rs. ......... Total Rs. oo
Note: In addition to members’ savings, joint liability accepted by CBO members according to the memoran-

dum of understanding will also work as collateral for the above loan.

Name and signature of CBO Manager Date: ..ccceveerenne

Approval process

Recommendation from the CBO

Of the loan amount demanded by CBO members Rs. ................... (in words RUPEES ......cceevvereeins e
..................................................... ) is recommended for approval and decided to forward the se docu-
ments to THE SDF by the meeting no. ...... date ...coooeeienne of this CBO.

CBO Chairman CBO Manager

Recommendation from concerned VDC

The request is examined and found to be satisfactory for award. The amountRs. ...... is recommended for sanction
to....... CBO. A copy recorded on file.

VDC Chairman Date

Recommendation from concerned SO

The request is examined and found to be satisfactory for award. The amountRs. ...... is recommended for sanction
to ....... CBO. A copy recorded on file.

(Manager/SO) Date
Decision of the SDF (SDC)
» The credit capital of Rs. ........ has been assessed and found to be satisfactory/unsatisfactory.
» Theamountis recommended for release to ....... CBO by .... VDC as per the following conditions. Rate
of interest :.......... % Schedule of credit repayment: ...........ccccveeenne. as follows.

» The «credit request is wunacceptable (if that be the case). Reasons

S.N. Name of the Address Purpose Amount Loan
CBO member of loan of loan (Rs.) repayment
VDC Ward
Chairman, SDC Sustainable Development Coordinator
Date: ...

Release of credit

» The undersigned received Rs. ..... as credit from ..... VDCon ........ under the
following terms and conditions.
Interest rate: ............. %, Schedule for credit repayment: ..................

» It is my responsibility to ensure that the amount (principle + interest) earned
through credit operates as ...... CBO revolving fund.

CBO manager: Name : ... Signature : ......... CBO /Address: ......... Date: ..oovverieeeeeee
Witness:

Manager/SO: ......cccoeoveneenne All the CBO members: ...............



Example 2: Sample of loan deeds (between Sustainable Development Facility and CBO)

LOAN DEED
Sustainable Development Facility ......... District Development Committee and Mr/Ms. ................. (authorised per-
son and manager of the ........ community-based organisation of ...... VDC of ..... district) as borrower hereby
certify and commit that borrower has borrowed a sum of Rs. .......... (in words RUPEES .........coveueeeereereeaeene ) for

disbursing loans to its community organisation members according to the approved loan application form dated
........ and specified purpose the re-off. It is hereby noted that all the members of the Community-based Organisation
jointly guarantee the full payback of all the principal and interest amount that become due to THE SDF. The
borrowing organisation agree to repay this loan amount with ..... % interest rate per annum by ........... date.
Dated ......... dayof ...... month ...... 199. If the CBO fails to pay the amount due in time, | hereby authorise the
same to be recovered from the assets in my name.

Signature Signature
CBO manager SDC

Witness :

Paper prepared by : .......cccovvevrireinnne

Example 3: Sample of the voucher

Sustainable Development Facility
............ District Development Committee

VOUCHER
Voucher No : .............. Date @ oo,
Account Particulars Ledger Debit Credit
Code No. Folio No. amount (Rs.) amount (Rs.)
1 2 3 4 5
Cash Dr.
Savings Cr.

(Savings collected)

Amount (Rs.) :

Cheque No & ....ccoeveviveieieie

Received by @ ....coeviiiiiiie Prepared by @ ....coooveiiiiii, Approved by @ ..o

Example 4: Liabilities and Income account

Sustainable Development Facility

... District Development Committee

LIABILITIES AND INCOME ACCOUNT

Total

Total

Cr.

Dr.

Income account

Total

Cr.

Payable account

Total

Cr.

Loan account

Total

Cr.

Subsidy account

Total

Cr.

Dr.

Particulars

Voucher

Total

Date




Example 5: Assets and Expenditure Account

Sustainable Development Facility

...District Development Committee

ASSETS AND EXPENDITURE ACCOUNT

Example 6: Loan ledger

Sustainable Development Facility

District Development Committee
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LOAN LEDGER
Name of CBO :
Address :
a) Loan approval and loan repayment schedule
S.N. Purpose Approved Loan repayment schedule
of loan loan
Date | Amount | Date | Amount | Date | Amount | Date | Amount | Date | Amount
b) Loan disbursement and collection
Date Particulars Amount Amount Loan balance
borrowed repaid (Rs.)
Principal Interest Principal Interest




Example 7: Sustainable Development Facility Account
......... District Development Committee
Sustainable Development Facility Account

Voucher No.

Date

Particulars

Account

Debit

Credit

Balance

Example 8: CBO Level loan transaction account

Sustainable Development Facility
............. District Development Committee

CBO LEVEL LOAN TRANSACTION ACCOUNT FROM
SUSTAINABLE DEVELOPMENT FUND

Name of the CBO & ....cocviiiiiieieceeeceeee e
AArESS & oo

Voucher No. Date Particulars

Loan disbursement and collection

Debit Credit

Balance




Example 9: Accounts statement showing loan transaction by purpose Example 10: Trial Balance

Sustainable Development Facility Sustainable Development Facility
........... District Development Committee ....... District Development Committee

STATEMENT OF LOAN TRANSACTION BY PURPOSE

TRIAL BALANCE STATEMENT
(as of ....... 199..)

PUrpose : ....cocceeveeieeeeeeen

Voucher No.| Date Particulars Disbursement (Rs.) Collection (Rs.) Outstanding (Rs.) S.N. Particulars Debit Credit
Reserve fund

Borrowed fund

Savings account

Payable account

Income account

A Interest account

vl | V| M W N

2 Other income

Total

Cash account

Bank account

Loan disbursement account

W[ | Y| o

Receivable account

10 Asset account

1 Property purchase account

12 Expenditure account

Total

Note :  Prior to preparing trial balance statement, main ledger should be up-to-date and correct. Liability and
income should be shown in the debit side and assets and expenditure should be shown in the credit
side of the trail balance.




Example 11: Profit and loss account
Sustainable Development Facility

District Development Committee

PROFIT AND LOSS ACCOUNT

(as of

....... 199..)

Particulars

Debit amount
(expenses)

Particular

Credit amount (income)

Expenses

Income

Salary Interest

House rent

Other income

Stationary

Losses transferred in
the balance sheet

Daily allowance

Interest cost

Other expenses

Net profit (transferred
in balance sheet)

Total

Total

Exammple 12: Balance sheet

Sustainable Development Facility

....... District Development Committee

BALANCE SHEET

(as of

..... 199..)

Example 13 : Example of memorandum of understanding

We undersigned members of .....
organising ourselves into community organisation (CBO ) and accepting joint liability of all the transaction done
by us either r jointly or individually. We have agreed to undertake diverse activities through our CBO under follow-

ing terms and conditions and hereby signed this Memorandum of Understanding (MOU).

Term s and conditions

We have agreed to

vvyYwvyy

MEMORANDUM OF UNDERSTANDING

follow the decision made by our CBO,
maintain discipline in the credit transaction,

Particulars

collect savings from members on monthly basis regularly,

accept the joint liability for the repayment of loans of our members in case of default,

VDC ward number .... are interested to undertake different group activities by

S.N.

Name of members
interested to join in CBO

Fathers/Husband'’s

name

Grandfathers
name

Address

Age

Signature

Liabilities

Amount

Assets

Amount

Opening account - losses

Opening account - profit

Reserve fund

Cash account

Group savings

Bank account

Capital (THE SDF) fund

Receivable account

Borrowed fund

Loan disbursement

Payable account

Other account

Other Stock (material)
Profit Losses
Total Total




Example 14: Format for keeping record of individual savings by CBO

RECORDS OF SAVINGS COLLECTION

Example 15: Format for keeping record on savings mobilisation by CBO

RECORDS OF SAVINGS MOBILISATION

Name of
CBO
member

Loan Repayment Loan
disbursement schedule collection
Purpose| Date | Amount | Interestrate | Date | Amount Date | Amount

Outstanding
loans

Name of | Savings Amount of savings collected by month Total
CBO balance
member | (as of
...... 199...)
Jan | Feb | Mar | Apr | May | Jun | July [ Aug | Sep | Oct | Nov | Dec
Grand total




Example 16: Sample loan deed (between CBO manager and CBO members)

LOAN DEED
Lenders ...... Community Organisation of ....... VvDC ...... district, borrowers following CBO members of ............
CBO hereby certify and commit that we had borrowed a sum of Rs. .................. (iINnwWords .......cooveeveecreeenene ) as

mentioned below and we hereby agree to repay this amount with interest in the date specified below. We the
borrowers do hereby authorise the CBO members to jointly take action against the member defaulting in the
payment of the loan. In case of failure on the part of any of the borrower to pay back the loan in time, CBO is
authorised to recover the loan from the assets in the name of the defaulting borrower. On the loan borrowed,
all the members of our CBO will be jointly responsible to each other and hereby agree to keep project managed

and other materials/equipment purchased under loan financing as collateral substitutes.

Particulars

S.N.|Name of |Age| Address | Name of | Fathers’/ | Purpose | Interest | Out Re Signature
the grand husbands’| of rate standing| payment | of the
borrowers VDC [ward| father name loan loan date loanee

Dated ....... day ............ month .............. year ...........

Witness :

1.

2.

3.

Paper prepared by : ......coooriiiiiiii,

Example 17: Savings and credit pass book

SAVINGS AND CREDIT PASS-BOOK

NAME OF CBO MEBMDET & ...ttt ettt e te et e e et e et e et e eaeeeebeeebeesteeeabeenbeeteeaeeseeenseenbeenbaeseens

NAME OF CBO & ..ttt ettt ettt e he et et e e be e st e s s e sbesbeess e beebeess e st e b e eseesseaesaeseessesseebenbeeneensentearean
Ja¥e Lo =T USSP PR S S STURU R OPPPRP
a) Information on savings collection
Date Particulars Savings amount (Rs.) Signature of
recipients
Dr. Cr. Balance
b) Information on loan approval and loan repayment schedule
S.N.| Purpose Approved Loan repayment schedule
of loan loan

Date [Amount

Date

Amount

Date | Amount| Date

Amount

Date Amount




) Information on borrowing and repayment Example 18: Receipt for loan collection

................. CBO
............ VDC
Date Particulars | Amount Amount repaid (Rs.) Loan balance Signature'( District Development Committee
borrowed
Principal Interest Principal Interest LOAN COLLECTION RECEIPT
Date: ..ot

1. Name of the borrowing CBO member:
2. Address: ... VDC ................ ward number: ................... Village: ....oooeovevinennn.
3. Name of the CBO:
4. AmMOouNt repaid: ......ccevveeeererereere e PUrPOSE: ..o

a) Principal:

b) Interest:
5. Amount balance for repayment

a) Principal (Rs.):

b) Interest (Rs.):
Loan rapid by Received by: ..o
Name and address: .........cccccevrerernenne Name: ........
Signature: .............. . Signature:
Date: ..o, Date: ..o

1 In signature column, CBO member should sign in case of borrowing while concerned staffs should sign in case of
repayment.



Example 19: Sample of the voucher

VOUCHER

Voucher No: ..............

Date: ..o

Account Code| Particulars Ledger Folio No. | Debitamount (Rs.) | Credit amount (Rs.)
No.
1 2 3 4 5
Cash Dr.
Savings Cr.
(Savings collected)
Amount (Rs.):
Cheque No: .....ccevveeienieenne,
Received by: ..o Prepared by: ..., Approved by: ......ccccoviiiiiiiiiie

Example 20: Savings and credit account

SAVINGS AND CREDIT ACCOUNT

Name of CBO member:

Name of CBO:
Address:
a) Savings collection
Date Particulars Savings amount (Rs.) Signature of recipients
Dr. Cr. Balance
b) Loan approval and loan repayment schedule

S.N.

Purpose of loan | Approved loan

Loan repayment schedule

Date | Amount | Date | Amount

Date | Amount| Date | Amount

Date

Amount




9] Loan disbursement and collection Example 21: Accounts statement showing loan transaction by purpose

Date | Particulars Amount Amount repaid (Rs.) Loan balance
borrowed | 0 1 e VDC
Principal Interest Principal Interest

STATEMENT OF LOAN TRANSACTION BY PURPOSE

PUrpOSe: ..o

Voucher No. Date Particulars Disbursement (Rs.) Collection (Rs.) Outstanding (Rs.)




