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Acronyms
SHG

Self-Help Group

PrLF/VO/HLF/PLF Primary
Level
Organisation/Hamlet Level
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Federation/Village
Federation/Panchayat

CLF

Cluster Level Federation

PIP

Participatory Identification of Poor

PoP

Poorest of Poor

NRLM

National Rural Livelihoods Mission

SRLM

State Rural Livelihoods Mission

TRLM

Tripura Rural Livelihood Mission

RF

Revolving Fund

VRF

Vulnerability Reduction Fund

CIF

Community Investment Fund

CRP

Community Resource Person

CSP

Community Service Provider

PwD

Person with Disabilities

PRI

Panchayat Raj Institutions

AAP

Annual Action Plan

EC

Executive Committee

GB

General Body

AGM

Annual General Meeting

MCP/MIP/MP

Micro Credit Plan/Micro Investment Plan/Micro Plan
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We are members of Self-help Groups (SHGs) in
our villages in Tripura. Prior to joining SHGs,
we have led disadvantaged lives bereft of the
Introduction
many advantages which are common place for
a normal family in today’s developed society.
After having understood and seen the
This chapter is an
advantages of SHGs and undertaken an oath
introduction
of
the to run these SHGs like we do our own homes,
whole document. It will we organised ourselves into SHGs of 10-20
serve the purpose of members each. We will and have included one
setting the context of woman member from every poor household
the document as well in the village in our SHGs. As members of
introduce the reader to SHGs, we are committed to follow the
the ethos of the Panchasutra – regular meetings, regular
document and why it savings, regular internal lending, regular
was deemed important repayment and regular bookkeeping. We
access financial services (savings, loans, etc.)
to have this document.
and skill building support from our groups.
This helps us enhance our livelihoods and
increase our household income. Our
institutions (SHGs, VOs – Village Organisations and CLFs – Cluster Level
Federations) increase our voice, space, bargaining power and create an
environment for facilitating a change of policies in our (the poor’s) favour.
Core Values
The non-negotiable principles of our institutions are Inclusion – We will include the Poorest of Poor and most vulnerable members
(women) in our institutions. We will ensure that the needs of the weakest
amongst us have priority in our groups – in decision-making, planning and
resource allocation.
Participation –All members will have equal say in planning, decision-making
and opportunity to participate. We would ensure that all sections of our
community are adequately represented and every representative has enough
space to voice their opinions.
Transparency - We will be transparent in all our activities. We would
proactively disclose all our transactions to our members.
Accountability – We collectively hold responsibility for all transactions and
decisions. At each level the responsibilities would be mutually and collectively
owned. Each stakeholder is responsible for actions taken.
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Empowerment – We will strive for the empowerment of the poorest and
most vulnerable people in our village. We will fight for their rights and negate
the conditions that disempowered them.
The National Rural Livelihoods Mission (NRLM)-Aajeevika supports us by
building our skills in organising and managing our institutions, providing
financial assistance, enabling us to forge linkages with the Panchayats/other
local government bodies, banks various government departments.

rd

The National Rural Livelihoods Mission (NRLM) – Aajeevika was launched on 3 June 2011 with a
mandate to reach out to all poor households in the country link them to sustainable livelihoods
opportunities and nurture them till they come out of poverty.

Frequently Asked Questions (FAQs)

NRLM believes that the poor have innate capabilities to graduate out of poverty. The challenge is to
unleash this entrepreneurial by complementing them with capacities (knowledge, information, tools,
collectivization, finance, etc.). Towards this, NRLM has put in place a dedicated, sensitive structure at
various levels to help the poor build their institutions. These support structures are staffed with
dedicated professionals. The institutions of the poor are platforms for collective action based on selfhelp and mutual cooperation. These institutions provide services to their members –savings, credit,
livelihoods support, etc. - that help them strengthen and sustain their livelihoods. NRLM is also
investing in building a large cadre local human capital – Community Resource Persons (CRPs), themebased activists and animators, community leaders who are crucial in scaling up and sustaining the
programme.
NRLM is implemented by State Rural Livelihoods Missions (SRLMS) set up in every state. The SRLMs
have offices at the State, District and Block levels to support the community institutions.
NRLM’s long-term dedicated sensitive support would be with the poor and extend facilitation
support in all their efforts to get out of poverty and achieve increased access to their rights,
entitlements and public services, diversified risk and better social indicators of empowerment. As
the institutions of poor grow and mature, they become the internal sensitive support structures and
institutions for the poor. The programme for the poor becomes the programme by the poor and of
the poor. In Tripura the program is carried out by NRLM’s state nodal agency the Tripura Rural
Livelihood Mission (TRLM).
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Chapter 1:
Mobilisation
Community Mobilisation is
the essence of the whole
effort of NRLM. This chapter
talks about the various steps
taken to enhance awareness
about the program and also
how to mobilise communities
by engaging on their issues
and challenges in leading a
dignified life

1.1 Initiation
The TRLM first identifies areas where to
intervene. This decision is taken by two
factors:
 Information on districts and blocks
on poverty ratios
 Areas which have a high population
of vulnerable or underserved.
 Performance criterion or erstwhile
development programs
The secondary data is analysed and first
tentative
list
of
high
priority
GP/VC/Blocks/Districts is drawn out of the
blocks and Gram Panchayats (GPs) or
Village Councils (VCs) based on the
secondary information collected.

The second phase of this stage begins when
the Block Mission management Units
(BMMU) as well as State Mission
Management Unit (SMMU) staff start to
visit these villages to interact with families like ours to get a better
understanding of the challenges context as well as the development context
of the area. Focussed Group Discussions (FGDs) are organised in all the
selected areas so that a strong and robust understanding can be developed
about the area as well as to ratify and finalise the decision taken on the basis
of the secondary data only in the previous phase.
During the interaction with us the following information is collected about the
area and about us:










Introduction of the program:
Social groups in the village:
Population of the village:
Infrastructure situation:
Livelihood patterns of the area:
Challenges faced by the families living in the area:
Resources in the area like markets, schools health machinery:
The relationship of the resources and the community:
Existing peoples institutions in the area (if any):

In the situation where field visits do not corroborate the secondary data, a
decision is taken by the SMMU whether to initiate the programs in that area
or not and if yes, if there are any strategy modifications required or not.
6
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Based on the information gathered from the meetings and the previous
information a final list of Blocks, GPs/VCs are drawn up where the program
would be initiated. This is then shared with our representatives in the
Panchayat at the block and the district levels.

1.2 Institutions
Our institutions are based on the principles of self-help and mutual
cooperation. At present, we have a three-tier structure – SHGs, Primary Level
Federation [PrLF] and Cluster Level Federation (CLF). We envisage that all the
SHGs in a block would come together to form a Block Level Federation (BLF) in
the near future. We hope that similar federations would materialise at the
district and state levels also.
Community Institutional Architecture Envisaged under NRLM

The Community Resource Persons Rounds
Apart from the formation of
SHGs assisted by TRLM staff, NRLM identifies the villages to start
there is also a CRP Round which implementation. It focuses on areas with
is undertaken by women high poverty ratios and areas with larger
activists from Andhra Pradesh population of vulnerable communities.
and other older states which
have had a history of SHG movement and where women like us have
undergone a successful journey in the last fifteen years or so. CRPs are best
practitioners who have successfully come out of (abject) poverty, with support
from their SHGs. CRPs from other states/districts/blocks conduct the initial
mobilisation in our villages.
7
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How to conduct PIP in villages



























Before beginning the identification process, we prepare the village for
the PIP exercise. We generate awareness about PIP and the role of the
village through street plays, cultural programmes, posters, pamphlets,
etc.
We conduct PIP for every tola/hamlet that falls under the village. In
some villages, where the number of households is 75 or less than 75, PIP
is done for the entire village at once. However, depending on our local
conditions like hilly areas or deserts, we may vary the number upwards
or downwards.
At the given day and time, the members of the village/hamlet gather at
a common place (that is accessible to all communities) for the exercise.
We ensure that representatives of our Gram Panchayat and
representatives from all communities are present for the exercise.
Further, we also invite government officers, representatives of local
organisations to participate in the process. The Mission Staff observes
the process, documents it and guides us when required.
We create socio-economic profiles of all households in the village. The
profile captures information such as family size, occupations, family
income/expenditure, education status, etc.
Then, we draw a social-cum-resource map of the village. We plot natural
resources, common resources, private resources, government facilities,
etc. available in our village. We also indicate which part of the village
each community of our village inhabits.
We encourage the entire village to participate in drawing the map. The
map is made on the ground using the material available in the village.
We use easily available material like seeds, fruits, leaves, Rangoli
powder, rice powder etc. Each item is used to depict a particular
community/resource in the village.
An information card is made for each household. The card consists of
details such as number of members in the household, income &
expenditure, assets, number of aged, PwDs or single women.
We will now decide the indicators for categorising households as poorest
of the poor, very poor, poor and well-off.
Then, we conduct a ‘well- being analysis’ exercise for all the households
in the village. We discuss with the households in groups of 12-15. After
all the households are covered we place households into categories such
as Poorest of Poor (PoP), Very Poor , Poor and Well off . The
categorisation is based on indicators which come out after discussion
with the community at large such as: quality of house, availability of
adequate food, adequate resources to access health care ,education
level , sources of income, liabilities, and vulnerability aspects (womanheaded-households, widows, differently-abled people, beggars, manual
scavengers, sex workers, chronically ill, bonded labourers, transgender
and internally displaced persons due to civil strife).
We now mark on the Map, where the PoP, Very Poor and Poor live in the
village and make a list of all the poor and vulnerable households. The list
is read out and any changes suggested by the village are made.
We will copy the map on a large sheet of paper with the help of Staff.
We will retain One copy of the same at VO office and one copy will hand
over to the Block Mission Management Unit of SRLM .
This list of households, categorised according to their poverty level, is
displayed on the village notice board for one week. During this time, any
person in the village can raise an objection regarding the categorisation
of the households. These conflicts would be resolved in the Gram Sabha,
when the list is discussed there according to (xii) below.
Finally, the list is discussed in the Gram Sabha and any other
clarifications or correction in the list would be made. The Gram Sabha
vets it and the Gram Panchayat passes a resolution, making the PIP list
official. Our federation keeps a copy of the PIP list and the Gram
8
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From the PIP list, we identify the households that have not been
mobilised into SHGs yet. We then mobilise these households into
SHGs and provide the necessary support.

CRPs are trained to
identify poor people
and motivate them to
form SHGs. NRLM
works
on
participatory process
and the CRPs have the
capability
and
maturity to identify
the poor because
they have lived the
lives of the poor and
have come out of
abject
poverty
through
collectivisation
process.
Consequently, CRPs
are mandated to
identify poor people
and the people so
identified by the CRPs
through participatory
methods during CRP
rounds, as poor are
called initial NRLM
target group. This
process may be called
First
Round
of
Participatory
Identification of Poor
(PIP).
During the CRP round,
CRP team also assess
existing SHGs based
on
the
NRLM
compliant protocols.
Generally, the CRPs
mobilise 40% of the
poor women in our
village into SHGs. The
CRPs in a yearly cycle
with multiple visits

Community Operational Manual

along with the Mission staff nurture active women, bookkeepers and other
community cadre in our village.
Over time, as our institutions and the community cadre mature and we form
the Village Organizations or the Primary Level Federations. we then take the
responsibility of identifying the remaining poor in our villages and mobilising
them into SHGs through the Second Round of PIP This CRP round is
spearheaded by our SHG leaders and active women/community cadre
nominated by our Primary Level Federation. Since the Gram Sabha is the first
and foremost democratic body of our village we will share the outcome in that
larger forum and get it ratified.
The Mission supports us in acquiring the requisite skills to conduct this
process.
In a nutshell it is a combined effort of the women in villages, the CRPs and the
TRLM staff which leads the way for the successful mobilisation of women into
SHGs.
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Chapter-2: Self Help
Groups
2.1 SHG Formation
Each SHG consists of 10-20 women.
SHGs are homogenous groups, with the
members belonging to the same
community of similar socio economic
strata and living in the vicinity of each
other. SHGs of vulnerable persons such
as PwDs, elderly, etc. may consist of
both women and men and their size
may be smaller (5-20). Also in Tripura
since some of our sisters from poor
families live in hilly and difficult areas
especially in districts such as South
Tripura and Dhalai where there
mightn’t be 10 families in the hamlet
SHGs can be initiated with a minimum
of 5 members also but not less than
that. Care has to be taken that these
SHGs are special cases and therefore
have to be handled specially. Special
attention will have to be given to them by the VO and certain special
allowances will have to be made for them For eg. the VRF is a case in example.
Even their nurturing will have to be different than other SHGs.

The Self Help Group or the
SHG is the basic unit of
community mobilisation for
the TRLM. It can also be
understood as a community
based institution which is an
affinity group of women with
similar
socio
economic
backgrounds which operates
in the four spheres of Mutual
Help,
Financial
Intermediation,
Social
Empowerment
and
Livelihood Action

SHG formation is the first stage where the BMMU team members start visiting
the villages and Paras and start interacting with us more closely. The SHGs or
groups are formed in a phased manner where care is taken that it is the
community which takes charge of the decision to form groups and bring about
a change in their lives.
The first step in this stage is the Pre Concept Seeding meeting:
Pre Concept Seeding meeting:
Purpose: The purpose is to help the community at large to understand the
need for SHGs and in many cases revisit the need why SHGs were formed in
the first place (especially in Tripura as there are a lot of old Defunct SHGs in
the State).In such cases the meeting also aims at initiating a dialogue for
10
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understanding the reasons where the first instance SHGs did not deliver the
expected aspirations of the group.
Process:
Introduction: The meeting begins with an introduction where the
professionals tell us about where they come from and the organisation they
belong to. It is made amply clear that this is a Govt. initiative so that it can
address the misgivings caused by many fly-by-night financial entities and chit
funds which have dupedpoor families in the recent past. Even the full meaning
of TRLM is explained to us in our own languages whether it is Bangla or
Kokborok or Mog. It is communicated to us that this is a program which is
different from other programs as all decisions regarding the progress of the
program is taken by us and that we, the poor families of Tripura would lead
the program. It is also explained that the objective of this program is to help
poor families to rise out of poverty and lead better lives where there is well
being of each member of the family. It is also shared that this is a program
which will be spearheaded by the women of the family and this too makes it a
different program than the ones which have been run earlier.
Challenges in the life of a poor family: The staff members then ask us about
the challenges we face in leading a good life. In the group discussions with the
help of various pictures as well as drawings the professionals try to
consolidate what we have articulated. Most of the times the issues shared by
us are incomes, lack of markets, water availability, inefficient existing
institutions among many other things which we believe are obstacles in
leading a good life.
Who addresses these issues: The meeting then starts revolving around who
initiates the action for addressing these issues. Do we wait for agencies to do
their work? or do we start taking small possible actions from our end itself
using the resources that
we
have
however
Pre existing SHGs
meagre it may be. Also
the discussions involve The processes thus detailed are mostly with places
talking about small where there are no older SHGs. But with more than
steps that some of us 39000 SHGs formed in our small State under erstwhile
might have taken with projects such as the SGSY and JICA such places and
villages without a history of SHGs are rare. Equally rare
or without success. This are well functioning SHGs. Most of the poor families
is facilitated by Cluster have either already been roped under an SHG or the
Coordinators (CCs) by other under previous programs. In such a case the
using pictures which segments of the process where discussions are held we
they show to us and need to discuss what happened in the other defunct or
dysfunctional SHG and what were the contributing
talk to us about how we
factors towards the dysfunction. How does the present
need to start taking model (as shown in the film) address such issues which
action on our own to had arisen causing the group to default or not function
optimally and profitably. Post this discussion an
agreement can
11 be facilitated and then we can talk
about a fixing a date for reviving such an SHG.
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bring about a change in our own lives.
Games are also played like the stick game to then talk about how collective
action is required to do tasks which are difficult in nature and which require
the efforts of more than one to address. Other games like the memory game
are also played to help us understand the importance of collective action
especially when individual efforts do not bear fruit and the challenge is a
common one.
Epilogue:
The meeting ends with the CCs summarising the discussions and asking us to
fix another meeting where they will come and talk to us about a way by which
we can address our common challenges effectively and sustainably. Another
meeting is fixed for the next meeting and the meeting culminates at this point.
Concept Seeding meeting:
Purpose: This meeting is to initiate the discussions from where it was left in
the last meeting and share the concept of a SHG and how it is able to address
most of the challenges which are common and which haven’t been resolved
by us. This meeting is also attended by women and males also so that they too
understand the concept and are able to take a joint decision.
Process: Introduction and Recap: The facilitator or the CC introduces himself
again and talks about the challenges which we had identified in the last
meeting, S/he reminds us of the fact that we had all decided after the game it
would have to be a collective action which will help us address these very stiff
challenges in our lives.
Sharing the story of success: The meeting then moves on to a phase where
the CC talks to us about how women from a different area who are similar to
us (deprived and disadvantaged) in as much as they had been left behind in
the development process took tangible steps based on the principles that we
too had agreed upon – Collective action and that we are the ones who have to
initiate action if we want to address challenges. All this is done through the
means of a film shown in a computer/Pico Projector brought by the CC.
The film talks about the lives of poor women in different parts of India and
how they have formed SHGs and then changed their lives through that. They
have addressed many of the problems in their lives including livelihoods,
rights, markets etc.
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Open House: At the end of the discussion the CC asks us as how did we feel?
What all did we think was good? And where do you think things changed for
the better for the chief protagonist? At the end of the discussion the CC asks
us this simple question “Do you think what they have done in their areas can
be done by you too?”
This is the time when many of us who have doubts start articulating their
doubts about the possibility of forming an SHG.
Closure: After reasons and clarification it is the group which finally decides
whether they want to form an SHG(s) in the village or not. If the answer is yes
than another date is decided where the first meeting of the SHG and the
norms would be discussed developed and finalised.
The first Savings meeting and the first phase of SHG nurturing
When we conduct our first meeting in the presence of the facilitator that
meeting is called the first savings meeting. In many ways this is actually the
birth of the SHG also. This is called so because we begin our savings in that
group from this day. This is the meeting where for the first time those of us
who have expressed interest come together as a group and sit. This is a
meeting which is also attended by the CC or the Cluster In-charge. As a rule,
we do not organise First Savings Meetings without the presence of a trained
facilitator from TRLM. This is the forum we evolve the basic norms of our SHG.
These norms are related to:
Initiation of meeting: Each meeting should preferably begin with a prayer.
This prayer is an indication that the meeting has begun and helps our SHGs to
decide when to charge fines for late coming. In this meeting we the members
of the SHGs also decide on a name for the our group. This name is unique and
would represent the group and its uniqueness in any forum it is represented.
Process of savings: A different member every week is given the responsibility
for conducting every week’s meeting. She is the one who shall open the box
and along with another of the member count the opening balance from last
meeting. This would be tallied with the records in the Cash Book. It is also at
this time that while saving each member starts the habit of calling out loud
their savings for everyone to hear and understand what she is saving. It also
helps the book keeper to note down immediately by only hearing what she
has said and thereby saving time.

13
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Selection of Book Keeper: The members of the group are then asked to
nominate one of the members who
have studied till 8th Class for writing
SHG Members’ Oath
the books of the Group.
We, the members of this SHG pledge to  Be committed to strengthen and
make our group sustainable
 Participate in group meetings and
decision-making
 Participate in every activity of the
group
 Contribute regular weekly
minimum agreed thrift amount to
the group
 Take loans from the pooled
corpus funds of the group
 Get individual passbook updated
on regular basis
 Take collective decisions and
adhering to the decisions
 Take joint or collective initiatives.
 Participate in supervision of group
finances / businesses/ assets
 Address gender and social issues
 Participate in the community
action

Process of recording: The Facilitator
demonstrates and shows us the way the
basic books of accounts are filled up. (In
this case as it is a new group only the
minutes book and the Cash Book are
filled)
Savings rate: It is in this meeting that we
finalise the savings rate. While doing so
we keep in mind that it should not pinch
the weakest of our sisters who have
joined this group. Reason being that the
group has been initiated to help poor
people move ahead in life.
Punctuality of members: The group also
discusses the importance of time for the
members and decided on laws to enforce
the discipline of time especially in
conducting the weekly meeting.

Place of meeting: As far as the place of
meeting is concerned to uphold the value
of “power to all” we decide that whoever would preside over the meeting
shall also host the meeting.
Timing of meeting: It is in this meeting that we finalise the day and timing of
the meeting. This is done as lack of proper communication of the same would
cause a lot of confusion and also the timing has to be kept, which is
comfortable for everyone to attend otherwise how will the members help
each other? Therefore the day and time is decided keeping mind the
convenience of all the members. Generally we organise our weekly meetings
on the day of the local haat as it helps us in saving as soon as we earn thereby
saving us from potential “leaks”.
Closure of meeting: After the savings have been done for the day the book
keeper finally calls out the attendance for the group. This is done so to
promote attendance of the members till the last point of the Meeting. This is
done so that people know what has been the saving of the group as well as
their own individual savings. He cash is again counted so that it tallies with the
cash book before final closing of accounts for the day and then it is decided
amongst the members as to who takes the Cash Box, who takes all the Books
14
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of SHGs other than individual pass books and who takes responsibility of the
key to the Cash Box. This is done that so that it becomes impossible for one
person to take out money from the box. This is one issue which had happened
regularly with older Groups formed under SGSY causing a lot of groups to
close shop owing to mistrust.
We adhere to the Panchasutra – regular meetings, regular savings, regular
interloaning, regular repayment and regular weekly bookkeeping in our SHGs.
Once we form our SHG, we also participate in training programmes organised
by the Mission. We learn to manage and run our groups during the training.
After the first savings meeting the professional would visit the SHG every
week for the meeting for the next three weeks. (This is desirable as this is the
period when many norms are tested and debated and the bonding is at its
weakest amongst members. The facilitators should take care that they should
just observe and only when the meeting has finished he or she should
intervene with her or his inputs to the group. All this should be done while
giving reasons and also listening to their reasons for changing the process
which they had decided in the First Savings Meeting.
The first Training: Accounts Training-I for the book keeper
This training is the first in the series of four trainings to be given to the book
keeper. This training shall focus on the importance of book keeping in an SHG,
the role of a Book Keeper in an SHG and relooking the simple process of
completing savings entries into the cashbook as well as the member passbook.
Beginning of Inter-lending:
Many groups during the second month would want to initiate lending as they
would have some amount which they would want to rotate. It is strongly
recommended that facilitators should encourage small loans to be taken from
the group as this is the essence of microcredit instruments. It also reaffirms
the belief with which members had started the group and provides a tangible
benefit from the group. The task for the facilitator is to be aware when the
group wants to start interlending within the group. The interlending has to
begin with a small session with the group which establishes the norms of
interlending. The steps are as follows:







Introduction and importance of lending in a group:
Importance of rules of lending or any activity:
Why is interest important? Setting an interest rate for lending:
Amount of loans:
Role of member as lender and loan receiver:
External Loans why and why not?

15
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2.2 SHG Bookkeeping
In the first meeting of our SHG, we appoint a bookkeeper for our SHG.
Preference is given to a literate member (who possesses basic calculation and
writing skills) from amongst us. Once appointed, the bookkeeper is trained in
maintaining the books. There is an elaborate process of four stage training for
the book keepers which is organised by professionals from TRLM. In case
there are no literate members in our group, we appoint a literate member
from our village/hamlet that we know and have trust that she can act as the
bookkeeper and those who have the willingness and ready to contribute in
this journey of the women. The SHG pays remuneration to the bookkeeper for
writing the books of records. We may decide to seek additional contribution
from members or pay from the corpus, depending on our financial situation.
The basic characteristics of a book keeper are:
 S/He should be literate at least till class VI
 S/He should have time for writing the books (if the Book Keeper is a
non member)
 S/he should be
proficient in basic
Common Reasons for conflicts in SHGs
mathematics.
 S/he should not be a
Books of Accounts kept by the prominent members and other
dominating kind of a
members do not have access to it
person.
Piling up of responsibilities on some of the members
Late arrivals to meetings
Repayment schedules not being followed.
Loan mounting by a few members of the group
Leading/dominating members enjoy a larger share of the
common funds of the group.

At the SHG level, we
maintain the following
records -

 Minutes book: To
record all the details
Savings happening in absentia of the members.
of the discussions
Lack of rotation of leadership
and decisions taken
Misuse of the group funds
in
any
general
Interference of family members especially male members.
meeting of the SHG.
 Cash Book: The cash
book is for recording
all cash transactions
which takes place in a weekly meeting. Attendance is also recorded
here.
 Loan Ledger: Details of loans and its periodicity are recorded here.
 General Ledger: This is the document where all entries are recorded.
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 Individual Pass Book: To help the individual keep track of her savings
and also the loan performance as well updates.
 Receipt: To keep track of any kind of receipt done by group.
 Voucher: To keep track of any kind of payment done by group.
As part of the first training to Book keepers at the end of the first month of
group formation the TRLM staff conducts a Book Keepers Training on how to
fill the cash book and minutes book. The second month would see the
introduction of the Loan Ledger and the individual passbooks as the group
would start to take small loans to help out its members. The third month
would see a refresher for the all the book keepers where everything from the
need for Books of Accounts to the process of the meeting to the role of the
book keeper would be discussed at length. Book keepers are also trained on
preparation on Monthly Report Card in this training.

2.3 Including Existing SHGs
If there are SHGs in our village that were formed with support from other
schemes of the government and NGOs. We take measures to include these
SHGs in our institutional architecture.
Pre-existing SHGs also have to follow the Panchasutra to be included in our
institutional architecture. Some pre-existing SHGs require additional capacity
building or funds to be able to function properly. Our federation or the
Mission supports these SHGs to become well-performing SHGs. The process
for assimilating pre existing SHGs into the NRLM fold is as under:
1. Initial Meeting on need for collective action and articulation of what
went wrong in the earlier SHG (if non functional). It is also shared that
how are NRLM groups different from erstwhile programs like SGSY and
their groups
2. General Agreement on the expected roles by the prospective members
3. Audit of the group
4. Loan rescheduling in case there are outstanding loans.
5. Assimilation in NRLM fold after observation period: The observation
period is to observe the groups repayment of outstanding loans. In case
if there are no outstanding loans then the group can be included right
away.
Once the pre-existing SHGs comply with these conditions, they become one of
us (NRLM SHGs). They receive the same benefits and support as us. They are
also included in our federations (provided they fulfil the criteria) with equal
rights as a member and to participate in the activities. The SHG
revival/reorganization protocol (Annexure-1) is following to including existing
SHGs in to NRLM fold.
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2.4 A Normal Meeting of the SHG:
The following are the suggested steps which should be followed in an SHG
meeting:
Step 1: Assembly and Start
1. Members assemble at the appointed time and day.
2. The members sit in a circle. Book keeper also gets a place in the
circle.
3. The members holding the cash box and registers place them inside
the circle.
4. The office bearer –in-charge or the designated chairperson takes
over the task of conducting the proceedings.
5. The chairperson announces the start of the meeting inviting
members to join in the prayer/ song/ pledge that the group may have
decided.
6. If book keeper has not arrived, members make a decision on how to
write records.
7. Members identify if anyone is absent in the meeting are they
determine if there is a valid reason for their absence.
Step 2: Discussion of Wider Issues
8. At the suggestion of one or few members discuss any of the
following topics:
 Issues or trainings discussed in the cluster meeting, etc.
 Local issues affecting the members, e.g. malfunctioning of
hand pump, school, health problems (malaria, diarrhoea
etc.) in the hamlet.
 Important announcements like changes in meeting dates
/ time.
 Mass meetings / adhivesan, Impending visits by visitors to
the group and purpose
 Any other matter of importance
9. Book keeper writes important decisions in the `other decisions' part
in the minutes Book
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Step 3: Opening Cash Tally
10. Book keeper, meanwhile, opens a new Meeting transaction Sheet in
the cash book and fills in the following:
 The name of the group,
 The date and number of the meeting,
 Name of all the members of the group serially as per
pass-book number.
 The opening cash balance, copied as the closing cash
balance of last meeting
11. One member opens the cash box and tallies the cash (denomination
wise) with the written `closing cash balance' of the last meeting.
12. In case of discrepancy in the closing cash and cash in box, the
members discuss the issue and the cause is ascertained. As per decision
of the group loans and expenses are recorded in the payment section
of the Cashbook/ Regular Meeting Transaction Sheet (RMTS). These
entries are made in the RMTS.
13. The member places the tallied cash back in the box.
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Step 4: Verification of Loan Use
14. The bookkeeper opens the RMTS of last meeting and reads out the loans
disbursed in that meeting.
15. The meeting leader asks borrowers how much of the loan they utilized and
for what purpose for which loans given in the last meeting. The members
discuss any alternative use or under-utilization of loan.
16. Any substantive discussion is minuted by the bookkeeper in the RMTS.
Step 5: Collections.
17. A member takes responsibility to collect all deposits by members. The
bookkeeper is not supposed to handle cash.
18. First the bookkeeper reads out from the minutes of the last meeting if
there has been any penalty levied on any member, which is then collected.
19. If there has been any penalty that was levied currently, then that is
realised.
20. The bookkeeper reads out from the Loan Ledger, the prospective loan
repayments and interest payments in this meeting – first interest income due
and then loan repayments. These amounts are duly collected
21. Then the member wise savings is collected.
22. Then other collections, if any, are taken up.
23. The sequence for collections, in summary is
Penalty (to be deducted as first charge)
Interest
Principal refund
Savings
Other collections, if any
24. The bookkeeper makes appropriate entries for all the above, in the RMTS
25. The member responsible for collection, calls the amount deposited with
head wise break-up to the bookkeeper. The bookkeeper verifies the break-up.
26. In cases of inability to pay a principal or interest deposit, the group
discusses the issue and makes a decision on when the payment will be made.
These decisions are entered in the Minutes book.
27. The members give the bookkeeper their pass books and the bookkeeper
fills up the pass books from the RMTS entries. The bookkeeper retains the
passbooks until the end of the meeting
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28. Any payments that the group needs to make are made at this point. The
payments could be: reimbursements of expenses made by members on behalf
of SHG, payment of bank interest; payment of bookkeeper, or any other.
29. After collections are over, a member tallies the collected cash and
compares with the total computed by the bookkeeper from the RMTS.
30. The member places the collected cash in the cash box.
Step 6: Savings Withdrawal
31. The meeting chairperson asks members desiring to make savings
withdrawal or take loans to indicate their requirements. The bookkeeper
notes the member-wise requests in the RMTS.
32. The chairperson allows savings withdrawals first, before credit disbursals.
However, if there are emergency loan requests and cash is scarce, members
may request a member to postpone their withdrawal. Members scrutinize
each savings withdrawal indent as per the norms agreed upon. Once the
group allows withdrawal, the cash handler pays the amount.
33. The bookkeeper notes any amount withdrawn in the RMTS and the
passbook. If there are any changes in the initial request and payments, then
that is duly entered in the Meeting & Attendance Register (MARG).
Step 7: Loan Vetting and Disbursements
34. The meeting leader asks if members have any loan requests. Before
approving new loans the members review the present outstanding position of
the member.
35. Before approving each loan, the members jointly carry out a credit
appraisal of each prospective borrower by reviewing:


Book keeper reads aloud applicant's credit and attendance history
in the SHG.
 Book keeper reads aloud the amount, purpose and duration of the
requested loan. The member wanting the loan explains:
o Her repayment plan, instalment, balloon or bulleted and
o Why, how she plans to repay.
 Members of the group with the consent of all make the following
decisions:
o Whether or not the loan is to be given.
o What amount should be disbursed. The discussion continues
till all members are comfortable on both decisions.
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36. The book keeper notes the amount, purpose and repayment schedule in
the appropriate columns of the RMTS and the passbook.
37. In case of the loan request is higher than the funds available with the
group (i.e. cash balance plus savings bank account balance plus maximum
amount withdrawable from the cash-credit account), the group undertakes
credit rationing by prioritizing loans based on fund availability. The group may
decide on cutting a part of the loan amounts requested by members. The
meeting leader announces the amount of disbursal for each loan. When funds
are a constraint, the group may ask some members to defer to the next
meeting. Alternatively, the group may put in a loan application to its bank for
a term loan. The members make any decisions regarding bank transactions.
Step 8: Closing Cash Tally
38. After recording all other payments, the accountant enters the closing cash
amount in the RMTS. The cash handler member responsible for receipts and
payments counts cash left in the box. This should tally with RMTS calculation.
39. The cash handler member announces the notes and coins left in the box
denomination wise. The book keeper concurrently records the currency
denominations in the space provided in RMTS.
40. In case the closing cash balance as per the RMTS and the physical cash do
not tally, another member does the denomination counting (Cash tally).
Members try to identify the cause for this variance. If after several attempts, it
cannot be resolved, the amount will be indicated as an expense or income by
passing relevant adjustment entry in the RMTS. The book keeper writes a note
for the same and the leaders countersign it in the current RMTS sheet, and
also in the MARG as token of the fact that the discrepancy is within their
knowledge. Only the cash receipt figure and the cash in hand total needs to be
corrected in the RMTS. No entries need be deleted.
38. The cash box is closed.
Step 9: Reminders to Borrower of Principal and Interest Due
39. The book keeper reviews the loan principal status and the meeting chair
reminds members who are required to pay loan principal in next two meetings
about the amount due.
40. The book keeper reviews the interest payment status and the meeting
leader reminds members of interest payments that are also due in the coming
two meetings.
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Step 10: Attendance and Closing Actions--Keepers of Box, Key and Registers
41. The group decides which member will take possession of the cash box and
which member will take possession of the key until the next meeting. The
book keeper records their names in the MARG.
42. A member or the book keeper takes the attendance for the meeting on
both the RMTS and the MARG. The meeting chair identifies late arrivals for
the meeting and the book keeper marks their names and the required fines or
penalty payments to be paid in the next meeting in the MARG. The meeting
leader returns the passbooks to members.
43. The meeting chair asks the book keeper to read out all the minutes of the
day, which is passed by all the members, with any corrections if needed. The
meeting chair then gets the signature of all members in the minutes page
44. The RMTS is signed by the book keeper and the designated member in
charge of accounts.
45. The duplicate of the RMTS sheet of the current meeting is torn out and
handed over to a member who would arrange it to be taken to the Block
office by one of our group members on the day of the market which is held in
the block at least once every week..
46. The meeting leader closes the meeting. The responsible members take
possession of the cash box, key and registers.

2.5 Training Plan for an SHG
The Facilitators from TRLM have collectively devised a basic strategy to help
us be able to run and manage our own SHGs profitably. There are a string of
trainings which have been designed. The following table gives in details the
trainings and their periodicity.
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Sl No.

Training

1

Discussion on Pre
SHG formation formation

2

3

4

5

Stages

Components

Method

What is SHG and Sharing of life Village meetings,
experiences
video show and
posters,
CASE
STUDIES
SHG concepts
Pre
What is NRLM? Why SHG? Storytelling
and
formation
Reasons of Poverty, concepts of role plays
mutual
help,
livelihoods
enhancement, and empowerment.
Why Collective Savings and credit?
Benefits of coming together-self
help
and
mutual
help
Requirement of Book Keeper and
its benefits, introduction of initial
sets of books, importance of
internal lending and repayment,
setting up of norms
1st
Savings Formation Basic Norms of meeting, Savings,
Meeting
or
1st Book keeping Introduction of Cash
Meeting
Box.
Norm Setting 5 - 8 Week Introduction
of
interlending, Interactive
for interlending
repayment, setting Rate of Interest. participatory
methods
General
5 - 8 week How
SHG
functions Participatory
Management of
SHG Norms and Importance of methods
SHG Training
Panchasutra
24

Place

Village/
Hamlet

Village/
Hamlet

Dura Trainin
tion g
module
1 day Annexu
re-2

1day

Village/H 0.5
amlet/Clu days
ster
Village
0.5
days
Village/h
amlet

0.5
days

Annexu
re-3
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6

7

8

9

Structure
of
SHG
Characteristics of a good SHG
Various Operations, Governance
and
Management
Leadership
Group Dynamics-how to function
as
a
group
Responsibilities of members in
SHG, Importance of consensus,
Communication process, Decision
Making in groups
Book
of 3rd
Why
Books? Demonstrations of
Records
Meeting
Types
of
Books Book of Accounts
Training
Benefits of good book keeping
Sharing
on
examples of good
book keeping vs
Bad Book keeping
Membership
10 to 15 Why with women? What are the Group Discussion
training
weeks
Issues faced by women in the based on the initial
(Residential)
society? How can SHGs bring experience
of
change in women's life? Roles coming into SHG
played by women in the SHG? Experience sharing
Ways to strengthen groups?
of Good SHG and
their management
Financial
9th-12th
Savings, credit and Banking system Interactive
Intermediation Meeting
Norms
of
inter-lending, Sessions
and
and Processes
Importance
of
repayments, Demonstrations
Revolving Fund Management.
Bank Linkage
9-15th
Need to open bank account and Interactive
25

Village/
Hamlet

0.5
Day

Groups in 2
villages
Days

Village/
Hamlet

0.5
day

Village/

0.5

Annexu
re-4
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meeting
9

RF Utilisation 12th-15th
Plan
Meeting

10

Village
Organization
Concept

11

12

13

detail of documentation
Micro Credit Planning

20th-25th
Meeting

Sessions
and
Demonstrations
Live
exercise
through
using PRA tools,
participatory
games
Pictorial
illustrations,
Sharing
of
experience, Video
Clips

What
is
VO?
Why
VO?
Structure
of
VO
Functions
of
VO
Characteristics of a good VO
Livelihood
6-8 Month Family based livelihood planning Experience
Planning and
and Micro Credit planning
sharing,
lecture
MCP
from
external
resource
person,
Videos, roleplays,
Gender
and 11-12
Social
structure,
Patriarchy, Experience
Women
month
Women issues, Women rights, sharing,
lecture
empowerment
entitlements. Legal frameworks
from
external
resource
person,
Videos, role plays,
Orientation on When
How to Identify and solve Experience
Problem
PRPs/Bloc Problems
sharing,
Games,
Solving
k
Staffs How to distribute roles and Group
Work,
attend SHG Responsibilities
Discussions
Meetings
Conflict
Resolution

26

Hamlet

day

Village/
Hamlet

0.5
day

village/
hamlets/
Cluster

1 day Annexu
re-5

Village

2
Days

village/
hamlets

1
Days

Village/
Hamlet

0.5
day

Annexu
re-6
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Various major inputs for our SHGs during its lifetime is shown at table below:
Sl.
No.
1
2
3
4
5

SHG Age
(week)

Name of Training / Inputs

0 (1st
Introduction of Temp. Cashbook and Passbook,
savings
minutes book, Cashbox
meeting)
1
Norm setting
2
Norm setting
Discussion on bank account opening & selection
4
of authorized signatories
1st Phase Accounts Training (Introduction of
4
Cashbook, Passbook, Minutes Book)

Nature of meeting
Regular meeting
Regular meeting
Regular meeting
Regular meeting
Training

6

5

Bank Account Opening

Regular meeting

7
8

6
7

Regular meeting

9

8

Introduction of Interlending
Must receive Start-up cost
2nd Phase Accounts Training (Introduction of
Loan Ledger, Receipt, Voucher)

10
11
12

9
10
11

Membership Training

13

12

3rd Phase Accounts Training (Introduction to
General Ledger)

14

13

15

14

16
17
18
19

15
16
20
24

20

25

21
22
23

32
40
50

Training
Regular meeting
Training
Regular meeting

Gradation exercise, RF Utilization plan
Must receive RF
4th Phase Accounts Training (Refresher Training)
SHG meeting
Fixing a date for VO concept seeding
Preparing member wise Income & expenditure
statement
SHG meeting
SHG meeting
SHG meeting

Training
Gradation
Demo + Regular
meeting
Training
Regular meeting
Regular meeting

Regular meeting
Regular meeting
Regular meeting

2.6 Internal-lending & Repayment
The corpus generated from our savings will be used to give loans to individual
members in the group to meet consumption, emergency, livelihood and other needs.
The decisions to issue loan to member/s are taken by the group members in the
meeting. During the SHG meeting, the credit requirement of SHG members will be
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appraised and vetted. While deciding the eligibility of members for loans, following
attributes will be considered:
Purpose of loan
Regularity in attendance,
Savings and
Repayment regularity of previous loans
Loans will be issued on priority to the poorest members in the group or to those with
emergency needs.
In case there is an emergency which arises in between
two meetings, all or at least 4-5 members of the group
can come together and decide on issue of loan. All
such transaction will be entered in books of record in
retrospective in the subsequent meeting.

Normally, not more than one loan at a time would be given to a member. However,
in case of emergency, a second loan can also be issued. Loan instalment will be paid
on monthly basis, however in case of agriculture based loan, the instalment could be
quarterly if the group members agree. There could be different interest rates for
short term loan and long –term loan, but under no circumstances, the interest rate
exceeds 24% per annum (2% per month).
There should be a “cooling off” period between two loans for a member. The
members should not given loans the very week she repays any outstanding loans.
The advised time for the “cooling off” period is two weeks. This will help avoid “ever
greening” of loans
We will finalize the repayment schedule of members before loan is being sanction
to any members. In the books of account, principal and interest amount should be
reflected separately. The member should service both principal & interest amount,
based on the agreed repayment schedule, but if the member is unable to repay the
required amount, the interest should be serviced first. It has to be noted that
interest will be calculated on a reducing balance basis.
If there is a delay in repayment of the instalment, penalty will be imposed as per the
norms decided by the group and the Village Organisation. In case of wilful default for
more than 4 weeks, the group may decide to charge higher rate of interest and may
debar the member from availing second loan till the repayment of existing loan. If
the member fails to repay despite the peer pressure, it may be decided in SHG to
adjust the savings of the defaulting member against the outstanding loan, besides to
take any action as will be deemed fit and proper.
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The group will not lend the entire corpus to its members. 90% of the group corpus
will be lent to the members and remaining 10% may be kept to meet emergency
need.

2.7 Savings Bank Account
We will open a savings bank account of our SHG in the nearest bank branch. Savings
account at the bank will be opened in name of the group.
We will try to open the savings account as soon as possible but in no case the time
limit should exceed 1 month/5 weekly meeting. The process of opening of account
will start after 4 weekly meeting. The group post a meeting on the importance of
bank accounts for the group and the processes therein, will pass a resolution to open
a SB A/C in the bank. We will take help of our facilitators for opening of account and
expect following support from them:
 CC/ CSPs / Bank Mitra will facilitate a meeting with our members to talk about
the importance of a Bank Account and also let us know about the related
formalities.
 CC/ CSPs / Bank Mitra will make available the S/B account opening form.
 CC/ CSPs / Bank Mitra will support us in filling the form and completing the
documentations part.
 The identity proof and address proof of authorized signatories will be required
for opening of bank account. The account will be operated jointly by two of
the three authorized signatories of the group
 CC/ CSPs / Bank Mitra will come with us in submitting the application form.
 Along with the group’s account, members who do not have SB A/C in their
own name will also get opportunity to open bank account in their individual
name.
 The group will collect the Pass Book from the Bank within time period and will
get it regularly updated.
 After opening of SB A/C, the group will deposit surplus amount in the bank.
After depositing the cash in savings bank a/c, the stamped counterfoil of the
deposit slip will be kept in safe custody as a proof of deposit and informed to
the book keeper in the next meeting for entry into the books of accounts.
 For depositing cash in the bank, along with the authorised signatories other
members will also visit the bank branch on rotation basis. This will help all of
us to know about the bank and banking operations.
 The Pass Book (along with the cheque book, if any) will be kept in safe custody
along with books of records by one of us (as decided by the group).
 To withdraw money from the savings bank a/c, a resolution will be taken
during the SHG meeting on the purpose and amount to be withdrawn. The
signatories will then go to the bank and withdraw the money required. All
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such withdrawals will be informed to the book keeper for entry into the books
of accounts.
 As the signatories will change with a specified frequency, so in every such
eventuality, the group will inform the bank and carry out due formalities for
change in signatories
2.8 Assessment of SHGs
Our groups shall be open to assessment by any concerned stakeholder i.e. Village
Organization (VO), Cluster Level Federation (CLF), TRLM, banks etc. Assessment of
our SHGs will be done to measure our performance on various institutional and
financial standards. It is our responsibility to review the performance of our SHG.
Along with external assessment, we will also do a self assessment of our group, with
support from Community Mobilizers/Book Keeper and other staff to analyse our
performance. This will help us to develop an action plan for improvement and
moving ahead in achieving our goals.
As a part of the VO, the assessment of all SHGs will be done every month based on
the report shared by SHG to VO.
After 6 months from the formation date or before seeking bank loans we will be
ready for an external grading by VO/bank manager/project staffs. This will repeated
on a biannual (six monthly) basis for every SHG.
SHGs not performing well will be visited by the members of the VO monitoring
committee and inputs will be given for improvement of performance. If required,
such SHGs will be provided with necessary capacity building inputs.
A sample grading format has been provided in Annexure -8.
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SHG’s life Over Ten Years
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Chapter 3:Financial
Inclusion
Financial Inclusion is beyond basic
banking services to all the poor
households, SHGs and their federations.
This chapters talks about various aspects
of Financial Inclusion, various criteria and
implementation process.

SHGs serve as a window for access to
financial services for all of us. Financial
services include savings, credit, insurance
etc. We also build federations at the
Village Level, Cluster Level and Block Level
so that delivery of all these financial
services becomes smooth and selfsustainable. The umbrella federations like
the Block Level Federation (BLF) can also
access main stream capital both from
banking and non-banking financial
institutions. BLF also liaison with Govt.
programs and insurance companies for
different insurance products (life & nonlife) for us.

We also bring in fold the most vulnerable
and poorest women in our villages so that
they can also easily access these services
from the SHG. The progress of Financial Inclusion is discussed regularly at the VO, CLF
and BLF meetings as an exclusive agenda topic. In case we find that some systemic or
product related issues are becoming barrier for the most vulnerable to access
financial services we take suitable decisions to resolve that.
All norms pertaining to financial transactions in terms of savings, credit & insurance
at the SHG/VO level are discussed amongst us and we also try to learn the best
practices from each other at the VO, CLF and BLF meetings.
3.1.Savings
What is savings?
 Depositing in an SHG in every meeting for future use or in times of need or
emergency
Importance of Saving
 Physiologically, it boosts a person or groups self-esteem;
 Socially it enhances the social security of a person as well;
 Cumulative compulsory savings of all members become a capital to the SHG
and gradually decreases its dependence on external borrowing to meet the
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credit requirement of the members of the group. Hence the group income
increases from the interest income on it’s loans to members.
 Economically it sustains the livelihood of the member in the long run due to
better access to credit from the SHG
Types of Savings
 Voluntary and Compulsory Savings in SHG: Currently there are two types of
savings in a SHG, i.e. compulsory savings and voluntary savings. The
compulsory savings can’t be withdrawn unless someone decides to leave the
group. Voluntary savings can be withdrawn at any point of time. Interest on
savings is not paid in either case. A group may save the savings of the group in
the group’s cash box and do inter-lending. This way the savings also grow as
capital due to interest income.

 Saving in Bank: Sometimes if the cash in the cash box exceeds the limit as
fixed by the group, the SHG may save the surplus amount until its being
utilized by members as loan in the SHG’s bank savings account
 Other Types of Savings: In future the BLF/CLF may introduce other savings
products like Recurring Deposits (RD) and Fixed Deposits (FD)
Savings Rate per Week
 The amount of compulsory saving in our SHG is decided by the SHG members.
 If any of us fails to deposit the stipulated compulsory saving amount in a
meeting, there may be some provision of penalty for such default as may be
decided by the group. All the members in the group will mutually decide to
impose penalty based on the reasons for such default.
 Saving in a Bank should follow the bank norms.
 If a new member joins the group we take savings amount from her on the
basis of the norms of our group. In some SHGs the members is allowed
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without depositing the matching savings, but in some groups the norm is to
deposit the matching saving. The group also may decide from case to case
basis.
Increment in Savings Rate per Week
 It is advisable to increase the amount of compulsory saving per member in
SHG as the group become stable and the member’s income also stabilize. As
explained above higher cumulative savings reduces the SHG’s dependence on
external borrowings from Bank or VO.
What should be the Frequency of Saving?
 We save the compulsory savings as fixed by our SHG in weekly meetings.

What should be the minimum savings amount in a bank?
 We follow the bank’s norm of minimum savings, but as explained above when
the cash in our cash box exceeds the limit as fixed by the group, we deposit
the surplus amount in our savings bank account.

3.2. INTERLENDING:
What is inter-lending?
It is borrowing money by the group members from the group corpus to meet the
group member’s needs.
What is the Importance of inter-lending?
 It is the most accessible money lending institution by the poor in times of their
needs or emergencies
 Inter-lending enhances the group corpus due to interest income
 It shows the status of the group‘s financial discipline.
 The group funds should not be kept idle within the group or in bank. Rotation
of group fund amongst members generates income for the SHG to take care of
its expenses.
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How does inter lending helps the Individual or their groups?
 Inter lending amongst the members is the most important and most
accessible way of accessing finance by us. We can access money in times of
need or emergency without the tussle of going to the money lenders or banks.
 Inter lending is given at a lowest rate of interest compared to money lenders.
 Unlike other financial institutions (formal & informal), the group members
while borrowing money from the group do not need a guarantor or mortgage
their belongings. It is borrowed out based on mutual consensus and
understanding.
 The more the inter lending, the more the group corpus increase, there is
awareness of the transaction amongst the group, and the group empowers
themselves through financial discipline.
What should be the rate of interest in inter-lending?
 It is decided through the consensus in the group. The rate of interest should
be kept at a lower percentage so that every member of the group can access
and does not have difficulty in repayment.
 Interest from inter-lending is the only source of income for the SHG. Hence it’s
important to calculate the group’s expenses like interest payment to VO/Bank
on borrowings, payment to book keepers, membership fee to VO and other
expenses like buying books of records, meeting materials etc. Accordingly the
interest rate should be fixed.

 The closest competitor of SHG is the micro-finance institutions in terms of
extending credit services at door step. Hence the rate of interest should not
be more than the MFI industry which is generally in the range of 24-26
percent per year.
It’s important to discuss the above mentioned factors while facilitating the SHG or
VO meeting regarding fixing of interest rates.
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When will inter lending start?
 It is encouraged to start at the earliest when the group acquired some funds
and the members need it.
What are the general norms of inter lending?
 The members should keep in mind that money is given out to the members
based on needs of the members, so prioritization by the group is very
important.
 It’s important for the SHG to evaluate the member’s capacity to repay the
interest and also instalments on the loan amount taken. Accordingly the loan
amount should be decided by the group through consensus.
 In case any member has defaulted due to some genuine reason, the group
may evaluate the case and re-schedule the instalments. In certain very special
cases the SHG may consider some concession in interest payment.
 During the SHG meeting, the credit requirement of SHG members will be
appraised and vetted. While deciding the eligibility of members for loans,
following attributes will be considered:









o purpose of loan
o regularity in attendance,
o savings and
o repayment of previous loan
Loans will be issued on priority to the poorest members in the group or to
those with emergency needs.
In case there is an emergency arises in between two meetings, all or at least 45 members of the group can come together and decide on issue of loan. All
such transaction will be entered in books of record in the next SHG meeting.
Normally, not more than two loans at a time would be given to a member.
However, in case of emergency, third loan can also be issued.
Interest is paid on weekly basis and principal repayment is decided by the
group.
Interest is calculated on reducing balance basis.
The group will not lend the entire corpus to its members. 90% of the group
corpus will be lent to the members and remaining 10% may be kept to meet
emergency need.

3.3. Financial Delinquency Management
 If there is delay in repayment of the instalment, penalty will be imposed as per
the norms decided by the group.
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 In case of wilful default for more than 4 weeks, the group may decide to
charge higher rate of interest and may debar the member from availing
second loan till the repayment of existing loan.
 If the member fails to repay despite the peer pressure, it may be decided in
SHG to adjust the savings of the defaulting member against the outstanding
loan, besides to take any action as will be deemed fit and proper.
3.4. Savings Bank Account
We will open a savings bank account of our SHG in the nearest bank branch. Savings
account at the bank will be opened in name of the group. We will try to open the
savings account as soon as possible but in no case the time limit should exceed 1
month/5 weekly meeting. The process of opening of account will start after 3rd
weekly meeting. The group will pass a resolution to open a SB A/C in the bank. We
will take help of our SHG facilitators for opening of account. Following are the steps:
 First in our SHG meeting we discuss about opening of bank account and its
importance.
 In the same meeting we also nominate three signatories from the group for
operating the bank account. Signatories are nominated on the basis of their
mobility, willingness and any other factor that the group may consider.
 In the same meeting we also pass a resolution to open a savings bank account
in the prescribed format.
 The SHG facilitator help us in filling the S/B account opening form and also
guide us in arranging all other documents like id & address proof along with
passport size photographs of the three signatories.
 After that the SHG facilitator or Bank Mitra of our federation help us in
submitting the documents in the bank.
 We collect the bank passbook within the time period as advised by the bank
manager and regularly update the same.
 The Pass Book (along with the cheque book, if any) will be kept in safe custody
along with books of records.
 After depositing cash in savings bank a/c, the stamped counterfoil of the
deposit slip will be kept in safe custody as a proof of deposit and informed to
the book keeper in the next meeting for entry into the books of accounts.
 For depositing cash in the bank whenever required, along with the signatories
other members will also visit the bank branch on rotation basis. This will help
all of us to know about the bank and banking operations.
 To withdraw money from the savings bank a/c, a resolution will be taken
during the SHG meeting on the purpose and amount to be withdrawn. The
signatories will then go to the bank and withdraw the money required. All
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such withdrawals will be informed to the book keeper for entry into the books
of accounts.
 Whenever there is a change in signatories of the group, the group will inform
the bank and carry out due formalities for change in signatories.
3.5. Assessment / Grading of SHGs
Assessment of our SHG and our performance on various institutional and financial
standards as a group is very essential for long term sustainability like our children go
through assessment in their school for their improvement in academics. Assessment
helps us to develop an action plan for improvement and moving ahead in achieving
our goals. Assessment not only assesses the progress of the group but also the
progress of the SHG facilitators. It also tells the facilitator if the group members
understand what the facilitator or trainer imparts to the SHG members.
Assessments are conducted by our Cluster Level federation for continuous
improvement of our group. Sometimes Banks and other relevant institutions also
conduct assessment of our groups before lending to us. We are open for any kind of
assessment by any concerned important stakeholder including Government
institutions. We will also conduct self-assessment of our group, with support from
SHG facilitator and project staffs to analyse our performance.
There will be continuous assessment of our SHG.
a. As a part of the VO, the assessment of all SHGs will be done every month
based on the report shared by SHG to VO.
b. After three months of formation, six months of formation and before seeking
bank loan we will be ready for an external grading by VO/bank/project
staffs/any other agency.
c. SHGs not performing well will be visited by the members of the VO monitoring
committee and inputs will be given for improvement of performance. If
required, such SHGs will be provided with necessary capacity building inputs
along with visit to other SHGs.
How assessments are done?
 The Cluster Coordinator along with members from other SHGs or VO
representatives normally conducts the assessment for the SHGs in the initial
stage in the presence of the all SHG members. Later on the VO/CLF
representatives will conduct assessment of SHGs with support from the VO
book-keeper for calculation and filling of formats.
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 The SHG is explained about the objective and importance of assessment in the
beginning of the assessment.
 The members should have confidence in the process and all measure should
be taken to build their confidence in the process.
3.6. Funds from NRLM
We need resources to meet various needs like consumption needs, redemption of
high cost debt, livelihoods enhancement and other priorities like education, health
etc. One source of fund in our group is our accumulated savings, but in the initial
phase as our savings rate is very low we lack sufficient fund even to fulfil our small
consumption needs. Hence we take the help of Govt. program of revolving fund
given to SHGs under NRLM program. Apart from Revolving Fund (RF), we also take
loans from the Village Organization (VO) from the Community Investment Fund (CIF)
& Vulnerability Reduction Fund (VRF). All these funds are explained below:
Revolving Fund
Revolving Fund (RF) is a grant to a SHG from the mission. It is provided to
accelerate internal lending and to increase the corpus of the SHGs. The amount of RF
is `10000-15000 per SHG on the basis of number of members in the SHG as given
below:
i) SHGs having number of members 10 or less will receive RF of ` 10,000 (Ten
Thousand) as RF.
ii) SHGs having number of members more than 10 will receive RF of ` 15,000
(Fifteen Thousand) as RF.
Eligibility Criteria of a SHG for availing RF are
a. Our SHG should be more than 3 months old and following
"Panchasutra" for last 3 months.
b. The members’ attendance in the group meetings is at least 90%.
c. We should be carrying out regular saving as per the agreed norms.
d. There should be regular internal lending of savings to the members
e. We should be regularly recovering the loans, maintaining at least 95%
recovery at S.H.Gs level.
f. A trained Book Keeper should be engaged by us and books (Meeting
minutes book, Cashbook, Loan ledger and Member’s pass book) are
written in the same group meetings.
g. We should have opened a SB Account in any Bank Branch.
h. All the members of our group should have received member level
training on SHG concept, group management and Panchasutras.
39

Community Operational Manual

i. A commitment from all of us that the revolving fund will be utilized for
internal lending.
j. Should be a “A” or “B” (recommended by gradation committee)
graded SHG as per the gradation exercise as per the format given at
Annexure- 8.
k. SHG should have a savings bank account
Process of Disbursement of RF to SHGs
Steps
Basic information on RF is discussed
in the SHG meeting
Facilitating a RF utilization meeting
and development of mini-credit
plan for the RF along with the
application for seeking RF from
BMMU
SHG will apply respective to BMMU
for RF through VO and CLF

Responsibilities
CC/CF
CC/CF

Timeline
After 10 weekly
meetings
After 12 weekly
meetings

CC/CF to collect
applications and
submit to BMMU
CC/CF,
Representative of
other neighbour 2-3
SHGs (1-2 members
from each). Later by
VO only
CC/CF & SHG
members
CC/CF & Accountant

After 12 weekly
meetings

Approval of Fund for releasing RF
from BMMU
Approval of Fund for releasing CIF

BMM to send the
request to DMMU
DMM

2 Days after final
documentation
2 Days

Transfer of RF to SHG SB a/c

Accountant of
BMMU

Information to SHGs about release
of SHGs
Withdrawal of RF by SHGs

CC/CF

On the same day if
not possible next day
after approval
Within 2 days after
transfer
As per their
convenience

Grading of SHG for eligibility is
conducted

Appraisal of Grading at SHG level
Compilation of information (bank
detail) of eligible SHGs

SHG
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Utilization of RF: As explained in the above table SHG will take decision for
withdrawal of RF from bank in SHG weekly meeting. In the same meeting we
will also discuss about utilization of RF. We will also decide about the
members who will take loan from the revolving fund first. This will be decided
by SHG in the meeting based on priority.
Dos and Don’ts of RF:
Do’s:
1. The RF is grant to the SHG and loan to SHG members
2. Discussion in the weekly meeting on proper utilization plan by
members
3. Utilize for small consumption and basic needs and repay on time for
others in the group to avail loan
Don’ts
1. At any case, RF should not be divided equally amongst the members.
Community Investment Fund (CIF)
CIF is a grant to Cluster level Federation (CLF) from the Mission/ as seed
capital for extending credit services to SHGs through VOs. CIF is provided to
SHGs as per their Micro Credit Plans (MCPs) to enable members of the SHGs
to access loan and undertake income generating activities individually and
increase their income. The amount of CIF is `40,000-80,000 per SHG and given
to a VO as loan by the CLF. The VO in turn gives as a loan to the SHG. The CIF
seed capital as grant to CLF is given as per the 50% of the SHGs under it.
Out of the total amount of CIF, upto ` 60,000 of the CIF may be utilized for
any activities as per MCP; whereas `20,000 of CIF will be utilised by the VO/ SHGs/
SHG members for the following purposes only:1. VO may take up any livelihood initiatives for the SHG members and may
itself utilise the fund received from the Mission.
2. SHG may receive the additional fund as loan from VO for taking up
livelihood activities as per livelihood planning exercises conducted by
TRLM.
3. In all the cases above, credit plan and repayment schedule to be prepared
in accordance with the demand for the additional fund and place before
the VO.
4. SHG to repay the amount taken from VO as per repayment schedule.
5. VO shall repay the fund as and when Custer Level Federation (CLF) will be
in place.
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Eligibility criteria for SHGs to access CIF loan through VO are as follows:a. We should conduct regular weekly meetings and also have internal
lending by members in the form of small loans during preceding 6
months.
b. Internal lending of our SHG is more than 80% of the group savings.
c. We should have engaged a trained Book Keeper and all required
records are written in the group meeting neatly.
d. Members of our group have received 2-days membership training on
group management.
e. We have opened a saving bank account in a bank branch.
f. Our group has been graded as ‘A’ & ‘B’ as per gradation of SHG for CIF
(Format Attached at Annexure- 9 and Annexure- 10).
g. Our SHG have developed MCP and in doing so followed the
participatory method. Our SHG has prioritized needs of the members
for giving loan.
h. MCP is appraised and approved by the VO.
Additional ideal conditions for SHGs to access CIF loan through VO are as
follows:a. Attendance of the members in SHGs meetings during last six months
should have been atleast 90%, preferably.
b. The loans are regularly repaid (on time as per repayment schedule) by
the members with at least 95% repayment rate.
c. SHG’s attendance in the monthly meeting of the VO, for the preceding
3 months is 100% (in case VO is formed).
SHGs satisfying the above criteria will be eligible for CIF loan through MCP
Process. However, we would be entitled to directly receive CIF after six
months of weekly meetings as a purely interim measure till the VO and CLF
are formed and become operational. We would submit our MCP duly
following the process to the loose forum of Village Organization (forum of
leaders of SHGs in the village) for its appraisal, if the VO is not formed. On the
basis of appraised MCP and recommendation of VO, SRLM would release the
CIF as a loan to us to implement the MCP.
Once our VO is formed, it would do the appraisal. The DMMU will then release
the amount as a loan to our VO account for onward release to our respective
groups. We, as a group will have to repay the instalments to the VO and the
42

Community Operational Manual

VO will park the instalments payable to the CLF in the VO’s bank account till
CLF is formed, the instalment amounts will be transferred to the CLF account.
If CLF is formed, CLF would receive bulk capital which in turn would sanction
and release the amount to the VO for onward release to SHG on the basis of
the appraised MCP with the recommendation of the VO.

Process of Disbursement of CIF:
a. Release of CIF to SHGs (without VO)
Step
Responsibilities
Appraisal & Approval of MCPs

Timeline

MCP Appraisal &
Approval
Committee

SHG will apply to the CC/CF to collect
respective BMMU for release applications and
of CIF along with resolution of submit to BMMU
Appraisal
&
Approval
Committee

within 7 days of
appraisal meeting

Compilation of information
(bank detail) of eligible SHGs

CC/CF & Accountant 1 day

Approval of Fund for releasing
CIF from BMMU

BMM to send the
request to DMMU

2 Days

Approval of Fund for releasing
CIF

DMM

2 Days

Transfer of CIF to SHG SB a/c

Accountant

On the same day
(In case of
unavoidable
circumstance, if
any, payment
shoud be done on
next day).

Information to SHGs about
release of SHGs

CC/CF

Within 2 days

Withdrawal of CIF by SHGs

SHG

As per convenience
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b. Release of CIF to SHGs in existence of VO
Step
Responsibilities

Timeline

Appraisal & Approval of MCPs
by EC-VOs

VO , CC/CF

VO will apply respective
BMMU for release of CIF along
with resolution of VO-EC
meeting

CC/CF to collect
applications and
submit to BMMU

within 7 days of
appraisal
meeting

Approval of Fund for releasing
CIF from BMMU

BMM to send the
request to DMMU

2 Days

Approval of Fund for releasing
CIF

DMM

2 Days

Transfer of CIF to SHG SB a/c

Accountant

On the same
day if not
possible next
day.

Information to SHG and VOs
about release of CIF

CC/CF

Within 2 days

Withdrawal of CIF by SHGs

SHG

As per
convenience

Dos and Don’ts of CIF:
Do’s:
1. Members should utilize CIF loan as per their investment plan
2. Members should repay the CIF Loan as per the repayment schedule.
Don’ts:
1. CIF loan should not be divided equally among the members.
2. CIF loan should not be divided equally among the SHGs (when CIF is
released to VOs).
Vulnerability Reduction Fund (VRF):
Vulnerability Reduction Fund is a fund (corpus fund) given to Village organisation (VO,
which is the Primary level federation at Village level) to address vulnerabilities like
food insecurity, health risk, sudden sickness/hospitalization, natural calamity, etc.,
faced by the household(s) or community. The purpose of VRF is to address the special
need of vulnerable people, SHG members with vulnerabilities and also the needs of
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any destitute/non-members in the village. It can be used for an individual need or for
collective action.

The Mission provides financial support (@ ` 1500/- per members; for SC, ST, and
other vulnerable members, this is @ ` 2250/- per member; for Particularly
Vulnerable Tribal Groups, this can go upto @ ` 3000/- per member) to address
various vulnerabilities of SHG members and some extremely vulnerable nonmembers. The maximum amount to be release for each VO shall be upto ` 1.5 lakh.
Vulnerabilities like health issue, sudden sickness / hospitalization, food insecurity,
fodder crisis etc. This support is known as Vulnerability Reduction Fund (VRF). This
VRF will be provided to SHG members & non SHG members in form of loan/soft
loan/grant. The VOs will manage the fund and ensure proper rotation and need
based support to eligible members.
TRLM will provide VRF to VO/Primary Level Federation in two instalments:
1. Instalment I – upto 60% of the amount.
2. Instalment II – rest of the amount.

Eligibility criteria for VO to access VRF:
Our VO should have achieved following milestones to access VRF from
Mission:
1. criteria to access 1st instalment of VRF from Mission:
a. Our VO must have completed 3 months.
b. Our EC members should have been trained on VRF concept.
c. VRF subcommittee (consisting of one member from each subcommittee in a VO) should have been constituted and members of
subcommittee must have received training on roles & responsibility
about VRF.
d. Office bearers are selected and must have received training on ,
financial management and credit appraisal
e. VO should have a saving bank A/c. However, we’ll made an effort to
have two different bank account of our VO i.e. 1st to manage
RF/CIF/LIF and 2nd one is for VRF.
f. VO should have introduced minimum required books of accounts Minute book, Cash Book etc.
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g. VO assistant (VO –Book Keeper) should have been appointed and have
received training on VO management.
h. VO should have prepared an indicative list of vulnerabilities of village.
i. VO should have its own bank account, office space and have accessed
VO Start-up Cost for procuring infrastructure required for smooth
conduction of VO meetings.

j. VO should be holding regular meetings with fixed agenda [at least 1 per month].
2. Criteria to access 2nd instalment of VRF from Mission:
VO should have a) Successfully disbursed at least 60% of the amount of 1st instalment to SHGs
members, or other vulnerable people.
b) Introduced 1-2 activities to address certain vulnerability issues like members’
contribution towards VRF amount, providing assistance to people (orphans,
elderly, destitute, etc.) who can’t be supported by SHGs,ek mutho chal/ food
bank / seed bank / book bank by receiving contributions from SHG
members/public/instilutions/agencies etc.
c) VRF Sub-committee members are trained on PIP and have Vulnerability
Reduction Plan (VRP) prepared.
d) 80% SHGs enrolled in the VO shall be following Panchasutras [the latest
audit of SHGs on their performance on Ponchasutra should not be more than
3 months old]

e) CIF recovery by the VO should be at least 90% and at least 95% of the
member SHGs under the VO should be linked with banks (CC/TL)

Who can access VRF?
i. Every SHG members of the village is eligible to avail VRF; however
priority will be given to poorest of poor, women headed
households, PWD, orphaned, destitute.
ii. Even non SHG member of that village is eligible to avail VRF.
iii. VO will decide the vulnerability of member and take appropriate
decision.
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3.7. Micro Credit Plan (MCP)¹
Micro Credit Plan (MCP) is a household investment plan prepared by individual
households and their consolidation at SHG level. It helps the individual members to
be aware of their own HH income and expenditure and prioritize expenses based on
need. MCP is mandatory to avail CIF loan & bank loan by SHG member.
We the members of the SHG will prepare our micro credit. This process will
encourage us to recognize, understand and evaluate our resources; analyze
challenges we face, identify our needs and make future plans to overcome
vulnerabilities by making optimum utilization of resources. The MCP process will
improve our financial management skills.
Triggers for doing MCP:
 At least 6 months to be completed from the date of inception of our SHG.
 All the eligibility criteria of CIF will be applicable.
Before preparing MCP :


SHGs should have attended atleast phase-1 & 2 Book
keeping training,



SHGs should have attended membership training



SHG have passed gradation for RF, received and utilized RF

Process of MCP:
 All the members of the SHG will participate in the preparation of the MCP.
 While preparing the micro plan, we will share individual information correctly
and share our future plans without any inhibition.
 We will collectively ensure to give priority to the poorest members in our
group
 We as a group should ensure effective and efficient utilization of funds based
on the MCP prepared by the group

¹ This is called a credit planning meeting but many times we also discuss about what other social iusssues are
there which are affecting the lives of the members and then devise ways of moving out it together. Thereby
making this meeting more of a micro-plan rather than a micro credit planning meeting.
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Steps of MCP preparation:
We will prepare our steps following these 7 steps. These steps have been
enumerated below:
 Step 1 – Comprehensive Information of the SHG as on date
o Details of SHGs, bank account & authorized signatories, nos. of
members, adhar card no.s
o Details of loans provided, interest earned, amount repaid, corpus of
SHGs
o Norms adhere about meetings
o Membership in VO and membership fees
 Step 2 – Collecting Comprehensive Information of the members
o Members of the family and their occupation.
o Assets detail: Land, Cattle, Type of house etc
o Liability: Debt, Mortgage, Borrowing etc.
o Entitlements: Job card, PDS, Ration Card, BPL card etc.
o Vulnerability of the family
 Step 3 – Income & Expenditure of Households
o Collecting Information about Livelihood activities of the members
o Consumption needs: (Food need, health expenses, indebtedness,
shelter repair need, marriage, release of mortgages)
o Production Support Requirements: (Land lease, animal lease, petty
shop, working capital)
o Assets building needs: Purchase of live stocks, business related
infrastructure development, house construction, to get back the
mortgage assets)
 Step 4 – Formulating the Family investment Plan under the following heads
o Purpose of loan
o Required loan amount (members contribution, Amount required from
SHG)
o Income per month of the family
o Repayment Plan (No. of installment and value)
o Performance of the member in the SHG (regularity in saving,
repayment and attendance etc)
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 Step 5 – Prioritization & Repayment Schedule
o Priority to the poorest
o Repayment fixation (periodicity)
o Interest rate
 Step 6 – Members to avail loan in 1st Round and 2nd round
o List of members who will get loan in 1st round
o List of members who will get loan in 2nd round
 Step 7 – MOU
o MOU between the Members and the SHG:
 All of us will work according to the norms of the SHG.
 Those of us who availed loans from the SHG will repay the
principle and interest in accordance with the installments
decided upon.
 Members who availed the loan shall repay without any arrears
o MOU between the SHG and the VO:
 We shall ensure proper utilization of loan taken for
consumption/ income generating activities as per Micro Plan.
 SHG shall support the Social Audit committee in verification of
assets.
 SHG shall repay the principle and interest in installments to VO
as per VO rules and regulations.
Appraisal of Micro Credit Plan:
We will assess every MCP before recommending it to project for release of fund.
There will be two situations that we’ll encounter during appraisal of micro plan i.e.
 when a SHG is part of the VO and
 when SHG is not a part of the VO.
In the former case, concern PRP/PFT will participate in the VO meeting and VO
appraises the Micro Plan. In case of latter, loan appraisal committee consisting of
SHG representative (loose VO), PFT/ concern PRP will appraise the MCP. In this
regard, a date needs to be fixed (fortnightly) for the loan appraisal committee to hold
their meeting. In addition to this, DMMU staff will visit 10% of the SHGs and BMMU
staff will visit 25% of the SHGs to ensure correct MCP process is being carried out.
3.8. Fund Flow and Management
It is very important for us to manage our fund effectively so that all our members get
loan as per requirement and also our institutions run successfully. We will adopt
following system to manage the various type of fund available for us:
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i.

Revolving Fund (Tranche 1)

We commonly know Revolving Fund (RF) by Tranche 1 which will be released to all
eligible SHGs based on the criterion mentioned above. There would be two
situations.
a) In case VO is in existence
 There should be MoU between VO &BMMU and VO & SHG
 We (SHG) will submit application to VO for release of RF.
 Our application will be assessed by VO.
 Based on the assessment, VO will approve and recommend it to DMMU for
sanction of RF.





At DMMU, BMM will sanction the RF.
After sanction, DMMU will release the fund to VO.
VO will transfer the fund received from DMMU to the SHG within 7 days.
We will withdraw the amount from our savings account and make a common
corpus with existing group corpus
 We will disburse the loan to the members within one week of its receipt and
as per the need.
b) In case VO is not in existence:
 We will submit the application to DMMU/loose VO.
 Our application will be assessed by loose committee of VO on the basis of
Panchsutra.
 Based on the appraisal, loose VO will recommend it to DMMU for sanction of
funds.
 At DMMU, DMM will sanction the application and release the fund directly to
SHG bank account.
 We will withdraw the amount from our savings account and make a common
corpus with existing group corpus
 We (SHG) will disburse the amount to our members on same day/next day
(day from bank withdrawal) as per the need.

ii.

Community Investment Fund (Tranche 2):

Community Investment Fund in our parlance is known by Tranche 2. Every SHG
satisfying the eligibility criteria would be considered eligible for CIF loan through MCP
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process. There would be three situations for routing of CIF to SHGs through MCP
process.
a. Release of CIF directly to SHG: The release of CIF directly to SHGs
would happen till VO and CLF are formed and becomes operational. We
will submit our MCP to the MCP appraisal Committee for its appraisal.
One/ two of our representatives will also remain present during
appraisal of our application. On the basis of recommendation, DMM
would sanction the loan application within 7 days since the day of
receipt of application and release the amount directly to our bank
account. After getting CIF, we will disburse the CIF to its members in
the SHG meeting as per the MCP so that about 40%-60% of members
can access loan based on prioritization for undertaking interventions in
the MCP. Rest of the member will get loan on rotation basis. The credit
disbursement and repayment plan should also be recorded in the
minutes of the meeting.
Regarding repayment, any of the following methods may be adopted by us:
 We would continue to use CIF and rotate among members.
Members would repay to us as per the repayment schedule.
Repayment to VO would start from next month when VO get
formed.
 As per the repayment schedule, principal and interest amount
would be collected and put aside in the savings account of SHGs and
would not be used for inter-lending. Once the VO gets formed, the
accrued amount would be transferred to VO account in one go.
b. Routing of CIF through VO and CLF is not in existence: In case VO is in
existence, the MCP prepared by us SHGs will be appraised and
approved by the VO within 7 days and would send to DMMU for
releasing CIF to the VO. DMM on the basis of appraised and approved
MCP would release CIF to VO within 7 days as a loan for onward release
to the SHG for implementing the MCP/MIP. Further, the SHG will
disburse the CIF by disbursing to its members in the SHG meeting.

Regarding repayment, any of the following methods may be adopted by us:
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 We would continue to use CIF and rotate among SHG. SHG
would repay to us as per the repayment schedule. Repayment to
CLF would start from next month when CLF get formed.
 As per the repayment schedule, principal and interest amount
would be put aside in the savings account of ours and would not
be used for inter-lending. Once the CLF VO gets formed, the
accrued amount would be transfer to CLF account in one go.
c. Routing of CIF through CLF: Once we form CLF, it is expected that SRLM
will transfer the amount to CLF and which in turn would sanction and
release the amount to the VO for onward release to SHG on the basis of
the appraised MCP. As per the terms and conditions of MCP, the VO
will repay instalments to the CLF. CIF is ultimately a grant to CLF,
however, this is a loan to VO, SHG and members.

Rate of interest
(Suggestive)
SHG

Repayment
(Suggestive)

CLF

SHG

SHG
Within 24 months

6%
VO
9-12 %

Within 15 months
SHG

18-24 %

Within 12 months
Members

Process of releasing VRF to VO from TRLM:
Releasing 1st instalment of VRF from TRLM to VO:

52

Community Operational Manual

i.

ii.
iii.
iv.

VO fulfilling the above mentioned criteria will prepare a village
vulnerability report. Vulnerability report would cover broad estimate of
exigencies like health, food insecurity, fodder crisis, destitute in village,
orphaned children etc.
VO will send the demand to BMMU/DMMU to release the VRF along with
vulnerability report.
BMMU will recommend the demand to DMMU for release of VRF.
DMMU will release the VRF within 5 days since the receipt of demand.

2. Releasing of 2nd instalment of VRF from TRLM to VO
Eligible VO submits an appraised Vulnerability Reduction Plan (VRP) for their village,
to CLF (to BMMU directly in the absence of CLF) and in turn CLF forwards to
BMMU/DMMU
 VRP includes plan addressing special/particular needs of vulnerable people
- Specific plans for Tribals, PVTG, PwD, Elderly and other vulnerable people
in SHGs
- Gender Action Plan
- Food, Nutrition, Health and WASH(Water, Sanitation and Hygiene)
(FNHW) Action Plans
- Specific plan for Vulnerable destitute outside SHGs
 VRP is prepared in a participatory manner (VRP process and template is
attached as attachment 1).
 VRP is appraised by CLF representatives at the VO itself (if CLF is not in place,
leaders of other VOs or representative of loose CLF may appraise)
a) VRF is released to VO within 5 days of receiving the demand, along with
appraised VRP.
Process of releasing VRF to SHG/members/non-members:
For members:

1. For members through SHG:
In case of emergency (accident, sudden sickness/hospitalization, death etc.):
i.
ii.

Member(s) will put a demand to concern SHG as per need.
SHG office bearers will recommend and immediately approach
to the executive member of VO.
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iii.
iv.

v.
vi.
vii.
Other cases:
i.
ii.
iii.
iv.

v.

We, the executive member of the VO will inform VRF
subcommittee immediately.
Any member of Subcommittee (desirable all member of
subcommittee) & two representative VO executive members will
analyze the extent of urgency and based on it, they may be
authorized to release an immediate relief upto ` 5000/-.
In upcoming VO meeting, concern SHG will present the case.
Subcommittee will recommend for post facto approval.
Based on assessment, VO will take appropriate decision.

Member(s) will put a demand to SHG as per need.
SHG will appraise the individual request, consolidate the request
at group level and submit the request to VO.
VRF subcommittee of out VO will carry out appraisal of the
request within 7 days and submit recommendations to VO.
Based on the recommendations, we will take appropriate
decision(s) regarding sanction/rejection. If the request is
approved by VO, sanctioned amount will be released to SHG.
SHG should release the amount to member(s) within 3 days.

2. For non-members:
i.

ii.

iii.

Any non SHG member of village who need support will submit
the request to VO with detail of his/her family background,
vulnerabilities (purpose), amount required and justification for
support from VO.
VRF subcommittee along with members of any SHG of that area
will appraise the request and submit the recommendation to VO
within 7 days.
Based on the recommendations, we will take appropriate
regarding sanction/rejection of request.

3. VRF to destitute/Ultra Poor:
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We may allocate a portion of total VRF as a grant component for destitute, ultra
poor, vulnerable children, victims of calamity etc. of our village. The support to
mentioned community could be in form of aid-in-grant. The decision regarding grant
support to individual/family will be decided by our Executive Committee. We’ll
ensure that grant component should be not be a regular feature.
4. For SHGs

In case of Collective action or group activities
i. SHG puts up a demand to VO.
ii. VRF subcommittee appraises the request and recommends to VO within 12 days.
iii. Based on the recommendations, VO-EC may take appropriate decision,
and release the amount with suitable terms.
5. For VOs Direct spend by VO in case of a collective action or group activities, at the village
level as per the VRP.
Repayment & Rate of Interest:
The support under VRF to SHG/members/non-members will have different rate of
interest.
VO to SHG:
We will provide support to SHGs with VRF and depending upon the purpose rate of
interest will be decided. SHG will repay the amount to us as per agreed norms in
terms of rate of interest, no. of instalments and other things.
Based on case to case basis, we may allow certain moratorium period to SHG,
maximum up to 6 months.
SHG to Members:
We will provide support to our members with VRF and depending upon the purpose
and exigency, Rate of interest will be decided. Our members will repay the amount
to us as per agreed norms in terms of rate of interest, instalments and other things.
Based on case to case basis, we may allow certain moratorium period to members,
maximum upto 3 months.
Augmentation of VRF
i. SHG members could contribute towards Vulnerability Reduction Fund or
specific fund for Gender Forum, FNHW etc. The amount of contribution from
each SHG/ SHG member may be decided by the VO/SHG. But VO needs to maintain
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accounts
members.

ii.
iii.
iv.

v.

of

the

contributions

received

from

its

VO may contribute some part of its surplus amount towards augmenting VRF
at the discretion of VO.
As per the VRP, VO can seek support from Panchayat, other departments and
other sources.
The VO can create a stock through Ek-musthi-chawal / food bank / seed
bank / book bank by receiving contributions from SHG
members/public/institutions/agencies etc. The VO can utilise a portion of
money to create these bank(s) [i.e. actually buying or collecting the stuff].
All these processes need to be discussed in VO meeting and properly written as
resolution taken in the meeting register.

3.9. Bank Credit Linkage:
There are two ways we can access bank credit. First, we directly approach the bank
and second, CLF/BLF mobilizes the bank credit on behalf of us. In both the cases we
need to demonstrate discipline in following the Panchasutra and should be in ‘A’
grade SHG (as per grading formats given at Annexure- 11 & 12). We and our group
should have undergone trainings before availing bank linkages. Moreover we will
have to also show that we have utilized the RF and CIF in a proper manner and the
repayment of the same is as per banking standard. We will pay service fee to VO, CLF
and BLF for facilitating the bank linkage process in terms of interest on the amount or
in any other form.
Preparation for the Credit linkage at the SHG level:
 We will discuss in meeting regarding requirement of fund and would take into
account the use of our available fund i.e. 80% of group fund should be loan
outstanding and 60-70% member should have availed loan from SHGs at least
once
 The discussion & decision regarding Bank Loan will be written in minutes book
and resolution will be passed along with estimated credit demand.
 Internal assessment of our SHG based on Panchsutra will be done by SHG
member themselves to check the readiness for credit linkages.
 A simple credit request will be prepared. The MCP prepared before the CIF
will be used for the credit linkage purpose as well.
 CC/Bank Mitra would make us available the bank loan application form.
 CC/Bank Mitra would help us in filling the application form and completing all
required documents.
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 Submission of filled application to concerned branch is the prime
responsibility of CC. However, we would also accompany him/her during
submission of form. Receipt will be taken from bank branch in lieu of
submitted application
 CLF should continuously follow up with bank branch for sanction of
application.
 DMMU will ensure that loan gets sanctioned within 15 days since the submit
of application
 Once the loan gets sanctioned, we would withdraw money from our loan
account and start utilizing the money
 We would regularly repay the instalments to bank.
Role of VO:
 SHG will inform us in advance regarding its decision of credit Linkages.
 SHG will share its assessment report to see the readiness of same for credit
linkage.
 We would facilitate SHGs in completing its loan application form by engaging
our cadre.
 It would be also our responsibility to monitor whether SHG have withdrawn
the disbursed amount form bank loan account or not
 Utilization & repayment of fund would also be monitored by us.
 In case of wilful default by members, we would help SHGs in recovery from
concerned members.
Role of CLF:
 We would monitor VO wise status of Bank linkages in terms of no. of SHGs
eligible for bank linkages, no. of loan sanctioned and on time repayment
status.
 We would also facilitate that all members of SHGs get life insurance and asset
insurance
Role of BLF:
 BLF will regularly maintain good relationship not only with bankers, but also
with other financial institutions.
 We would consolidate and present bank wise progress report and demand in
BLBC meeting to keep bankers appraised about SHG-Bank linkages status
 We coordinate with the CLFs to calculate quarter wise tentative fund
requirements in advance
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 We also monitor the CLF/VO wise repayment status
At BLBC Level:
 We, the representative of BLF &CLF would be the member of BLBC and
regularly participate in the meeting
 Bank wise quarterly progress report and demand would be presented in BLBC
meeting
 We would invite branch managers/officers to attend our VO/CLF meetings

At Sub Committee, DLBC





We the representative of BLF would be the member of Sub Committee
We would consolidate and present bank wise progress report and demand
We would also share the issue(s) which have not been resolved at BLBC level
We would also request LDMs/DDMs and other bankers to participate in our
CLF meeting

3.10. Books of Account (BoA)
BoA are the physical document that are kept by the SHG as a record of their financial
transaction and other issues that are discussed, decided or performed for a period of
time.
Importance of BoA?







To maintain transparency.
To build trust.
To keep record of everything so that at any point of time member can recall.
To know the status of group.
To know status of member.
To get external accreditation and also access external credit and funding

How many types of BoA?
The following are the types of BoA:
1.
2.
3.
4.
5.
6.

Minutes Book
Cash Book
Individual Pass Book
Loan Ledger Book
General Ledger Book
Receipts book
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7. Voucher book
When BoA to be introduced?
Week
no.
1

Name of the Book
Meeting Book, Cash Book, Individual Pass book

4/5

Loan Ledger Book

12

Receipts Book, Voucher Book

16

General Ledger Book

Who will write BoA?
Week no.
1 to 4
5-8
9 onwards

Responsible person
Hand holding support by NRLM staff to the members.
Observation
Trained book keeper

What should be the minimum attributes/criteria of a Book keeper?
1. Person preferably from the group.
2. If no one from the group is literate then a male/female person from the
member’s family/ nearby can also be a book keeper of the group.
3. Person should have basic arithmetic knowledge.
4. Person should have the interest in writing BoA.
How/where to give training to the Book keeper?
 Select a common place in the village (like. Anganwadi center, community hall,
school etc) which is at walk able distance for maximum 5 groups.
 Inform the Book keeper and one member from the group to attend the
training along with their BoA.
 Book keeper along with one member of the group will come in the training.
 Some informal discussion with the members to make them feel free.
 Give and take introduction. Song/Prayer (optional).
 Context setting on need of BoA. Discuss the objective.
 A game to make them understand the objective.
 Take feedback what have they understood.
 Review/Correction of their BoA( up to date)
 Introduce BoA that are yet be introduced.
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 Take feedback whether they are able to identify the books.
 Discuss each BoA and importance of it with examples.
The Accountants training module have been provided as Annexure-13,14,15, 16.
Who will give Honorarium to the Book keeper and how?
The SHG will pay directly to the SHG book keeper from their own earnings. The
amount and the periodicity will be decided by the SHG.
Who is the Custodian of BoA?
 Individual pass book will be with each member.
 At the end of each meeting one member (decided by the group on consensus)
will take responsibility of all BoA (except individual pass book) and it will
continue in every meeting on rotational basis.
 The book keeper can also take responsibility of all BoA (except individual pass
book) if community desire so.
Who will provide BoA?
 The SRLM will provide initially and will be deducted from the start-up cost.
 Afterwards group will have to purchase from VO/CLF.
Who will train the book keeper?
 Initially Resource Person will give demonstration to the block level staffs on
book keeper training.
 Afterwards the block level/cluster level staff will give training to the book
keeper.
 Later, the community service provider (training) will give training to the book
keeper.

3.11. Monthly Progress Report (MPR)
A record of progress or transaction done by the SHG/VO and CLF over a month on
various aspects in a particular format is called MPR. This helps in identifying the areas
of improvement in different aspects of the group and overall functioning of the
institutions like VO, CLF and BLF.
Who will prepare MPR?
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 Initially the block level staff will prepare the MPR during the last meeting of
the month with the signature of group representative and they will send the
report to concerned MIS.
 Afterwards the SHG facilitator will fill it up and submit it to MIS person at CLF.
Who will analyse the MPR and how?
The MIS person will analyse the MPR. He/she will compile it and make it
comprehensible for the VO, CLF and BLF executive members. There will be reports
generated for each level and the same will be discussed in the monthly meetings so
that corrective actions can be taken.
3.12. Financial Literacy
Managing finances is a major challenge for all us due to scarce resources, limited
access to financial services and uncertain means of income. There is common
behavioural pattern among us that, we live on current needs and look for
opportunities to fulfil their immediate needs. Even where financial products exist,
knowledge about products and marketing networks is missing among communities.
Furthermore, we are not much aware about processes involved in accessing financial
services and fail to access these services. Lack of proper planning in managing
available financial resources of family lead to indebtedness and hence debt traps. To
meet the above mentioned challenges, we need a comprehensive Financial Literacy
programme.
Basic financial education can increase our capacity and help to understand needs as
to what in principal is essential and what is superficial, compare product and prices
and decide on the best buy considering the product appropriateness and
affordability aspect in context to income. Financial literacy will essentially focus on
family budgeting enabling the family to save more, spend less, borrow wisely and
manage their debt with discipline. Moreover a family budgeting tool would also help
in strengthening the family’s ability to manage scarce income resources through
planned spending, saving, and if necessary borrowing. Financial Literacy would also
focus on the aspects of risk mitigation and social security.
In support with our facilitators, we’ll design and implement Financial Literacy
programme in such a way to prepare ourselves to anticipate lifecycle needs and deal
with unexpected emergencies without assuming unnecessary debt. Financial Literacy
will also impart information on all financial products ranging from credit to saving to
insurance provided through the different service providers considering the growing
array of products and services with diverse features, benefits, costs and obligations.
To utilize and draw optimum benefit from this range of financial options available,
the poor will be made to understand how products differ, how to calculate and
compare their costs and how to determine what they need and can afford once again
in context to their family budget.
How & When to Conduct Financial Literacy Programs:
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The Bank Mitra and SHG Facilitators will be trained to conduct Financial Literacy
programs for the SHGs. The module will be developed by the SMMU and will be
passed on to each BLF and CLF.
The CLF will plan financial literacy programs in every quarter and will execute the
same through VOs. The whole module will not be delivered in one go, rather will be
given in short & crisp small doses. It will be good if the training methodology includes
audio-visual medium, games, role-play, mock exercise etc. to ensure better learning.
The financial literacy programs should be imparted to groups with an age of 3
months and above.
Sensitization of Bankers / Financial Institutions
SMMU, DMMU and BMMU should be regularly in touch and maintain warm
relationships with the Branch Managers, sensitize them and clarify their respective
doubts
Exposure Visit:
The Branch Managers should be taken for exposure visit to the SRLM promoted SHGs
and explained the detail model to them about the best practices. The Particular
Branch Managers should be invited for witnessing the SHG Meetings and Group
activities for more rapport building and trust among them.
At later stage representatives from other financial institutions will also be sensitized
through exposure visit and interactions with SHG/VO/CLF members.
A sample Module for sensitisation of bank managers has been provided in Annexure17.
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Chapter 4:
Primary Level
Federations or Village
Organisations

We form a Primary Level Federation (PrLF) or
Village Organization (V.O.) of SHGs at our village.
In context of Tripura village is same area that of
a Gram Panchayat or Village Council. This
federation known as Village Organization (VO)
consists of 10-20 SHGs.
4.1 Why V.O.
Our V.O. brings together all SHGs in our
neighbourhood and creates a greater space for
poor women to participate in socio-economic
development and empowerment process in an
apolitical way. Federating our SHGs at village
level has contributed to strengthening them and
making them sustainable. The federations
enhance our feeling of solidarity, provide a
platform for sharing learning and greater
collective action, enable quicker dissemination of
information, make convergence easier and make
us a tangible presence in our local milieu.

4.2 V.O. Formation
The process of forming the V.O. begins six
months after formation of at least 5 SHGs in the adjacent area of the village. In SHG
meeting the Mission staff and other facilitate discussion on the various issues of our
village. After discussing the various issues the question is thrown open as to whether
an entity like VO in the village would be able to constructively address our issues and
challenges towards living a good quality life. Based on the decision we then go ahead
and set the objectives for our Village Organization, rationalize its formation.
We also set the criteria for selection of our SHG representatives for V.O. executive
committee. These criteria are following:
 Women who are generally forthcoming in coming forward to help others
when in need
 Women who are more confident in voicing and articulating their and their
group’s issues
 Women who are ready to move outside own para (hamlet)
 Women who have performed well as a member of the group
 Women preferably in the age group of 25 to 45 years
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Based on these criteria we select 2 members from each group initially to represent
each SHG in the V.O.
With the help of mission staff we call the first meeting in a place which is equidistant
for all representatives of SHGs in the village. In short it is easily approachable by
everyone. In the first meeting each of us introduce themselves .This is an occasion
where for the first time, we, women of the village get an opportunity to collect and
discuss various issues that affect our lives. We first set some agenda to discuss, the
following are an example of the agenda that we can keep for the first meeting of the
VO:
 Need for formation of the V.O.
 Norms of meeting, purchasing essentials like stationery etc in running the VO,
movement to various local institutions and sharing role and responsibility, etc.
 We also finalise the frequency of the meeting as well as the date and time and
the mechanism to conduct the meeting till such time we do not select
representatives from amongst the VO. An eg. could be that till such time the
membership of the VO does not go upto at least 10 SHGs the meeting could
be held in a place where each individual SHG organises its weekly meeting.
This would keep on rotating every month.
 Selection of one/two issues, based on the twin parameters of “Urgency” and
“Importance” strategise for them and decide on some steps which can be
taken by ourselves in addressing the same

After we have a membership of at least 10 SHGs (or at least those many numbers of
SHGs which cover at least 50% of the total HHs in the village) we reduce the number
of representatives from an individual SHG to have an effective discussion at V.O.
meeting. From now on it would be 2 members from each SHG. This development
would indicate the beginning of the “stabilizing” period for the VO
After initiating the “Stabilising”: *period for the VO the mission staffs organize 4
phases of residential training for our representatives to the V.O. on the following
thematic area:
 Vision of the village, role of the SHG and V.O. in achieving the vision Subcommittee formation and Fund management
 Understanding the importance and relevance of local institutions, Panchayat,
PDS, School, Health centers etc.
 Understanding class, caste and gender discriminations.
After six months of formation of V.O. with the help of Mission staff we conduct
workshops in all our villages for all the SHG members, SHG office bearers,
bookkeepers, active women. During these workshops, we discuss the various issues
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in our village, their solutions and our common needs. Based on these engagements
with internal stakeholders, we revisit the objectives of our V.O., rationalize its
formation, finalise its activities and norms of meetings, etc. We also invite
representatives of local institutions in an appropriate time in these workshops so
that they would be aware of the objective and functions of the V.O. and also about
our expectations from them.
Our vision is to make our village a space where:





Poor women will have savings to increase their sense of security
Poor women and their families will have sustainable source of livelihood
Women will have equal space with other gender
People are aware and have and exercise access to their basic rights and
entitlements
 Village has a culture of co-operation and co-existence
Key approaches we follow are:
 We have belief in Self–Help and volunteerism
 We utilise our money and other resources prudently
 We look at collective action as the ways and means of asserting our space
in our local milieu.
 We will be driven by some system and norms is developed and enforced by
us and us alone
 We look at cooperation as a general approach while engaging with
external stakeholders in our development.
4.3 Key Roles of the V.O.
 Providing space for learning from experience through sharing SHG level
experience and knowledge
 Services to SHGs
o Mentor and strengthen (through orientation, training, exposure,
information dissemination, on-site support, etc.) the capacity of
member-SHGs
o Encourage SHG members of the village to take up viable livelihood
activities
o Facilitate bank-linkage, accessing government schemes, other services
like insurance etc.
o Audit services
o Resolve conflicts among SHGs
o Lead the PIP Process and form new SHGs and inclusion of left out poor
o Funds mobilization
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o Provide funds from own corpus/from other sources to SHGs
o Advocacy with Govt. agencies at the local level like PRIs and Block
administration machinery towards making suitable pro-poor policies.
o Enhance participation of SHG members in Gram Sabha and establish
linkages with PRI and various government schemes.
o Identification and orientation of community cadre
o Review activities/performance of subcommittees and community cadre
o Help SHGs in enhancing their performance in their stated goals
 Promoting a culture of empathic listening to each other, encourage working
towards e equality and justice by co-operation and constructive collective
efforts. Working collectively to bring about change in the discriminatory social
norms and evils
 Working towards creating positive environment towards self-employment and
improving poor people’s livelihood significantly by organising better services
for business activities
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4.4 Structure of a V.O.
All SHGs of a particular village, which are following Panchsutra are members of the
V.O. IN other words those SHGs which are found of not a particular level will not be
asked to be a part of the VO till such time they do not improve themselves. This
would be decided through the 6 monthly grading systems that the Mission staff
would conduct. The V.O. consists of a General body, an Executive Committee, subcommittees
and
Office
bearers.
General Body

Village organisation

4.4.1. General Body: All the
members of the SHGs in our
ELECTS &
village are a part of the
EVALUATES
SETS NORMS
General Body of the V.O. The
General Body holds Annual
GOVERNANCE
General Meeting (AGM)
(Includes all the SHG
once in a year. In that
OPERATIONS
MEMBERSHIP
representatives to
occasion each SHG selects
the VO or the
This includes all the
(General Body:
Executive body. This
their representatives in
individuals or
includes
also includes
groups which
executive committee of V.O.
members of all
subcommittees)
provide services to
the SHGs in the
in every fourth year. During
the VO membership
village)
like auditors, Book
this meeting only we reflect
keepers, etc)
and modify our mission and
goal to achieve with a vision
for
comprehensive
development of the village.
PROVIDES SERVICES
As a member of V.O. we
contribute
towards
strengthening our solidarity
and bring changes in our lives through seeking and extending help to each other and
participate in collective action taken up by V.O.
Agenda of the AGM
 Success sharing for the year with external stakeholders like BDO, ADM,
Bankers etc
 Sports and other cultural activities for women
 Review the achievement against plan
 Review of annual expenditure, utilization and mobilization of resources
 Review of status of inclusion of PoP and most vulnerable households
 Review the performance of EC, subcommittees, community cadre
 Selection of issues/focus areas to take up for coming year
 Approval of AAP &Budget of PrLF/VO
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Amendments if any in Bye-laws
Sharing of Audit statements and approval of Audit Statement by the
Community Auditors

4.4.2. Executive Committee
The Executive Committee of our V.O. consists of the representatives from each
member-SHG. The Executive Committee (EC) meets forthnightly for initial 6 (six)
months of formation and after 6 (six) months, EC meet once a month and is the
normative hand of the VO. It finalizes the bye-laws of our V.O and also ensures that it
is adhered to in principle in the workings and decisions of the VO. The committee
members also are an important link between the VO and the ordinary members as
well as local stakeholders and resource institutions. Initially as shared earlier it is a
good practice to hold our monthly meeting at every SHGs meeting place in rotation.
It serves several purposes, for eg, each committee member would get an opportunity
to understand the developments of the particular SHG, listening to other SHG
members and their experiences as well as challenges and how they engaged
with them. There is an additional aspect of rapport which is struck with other
members of
SHGs in the
Meena Devi’s Story of Madangundi village
same village
Damodar Mahila Mandal, Chandwara Sangh in
enhancing
HazariBagh, Jharkhand
homophilly
which is very
In 2003 when Meena’s V.O. took up the agenda, equal right of
necessary in a
girl children in education, Meena’s movement and speaking
solidarity
outside house was prohibited by her in laws and husband. She
based
used to go outside house to meet women and discuss on the
institution like
issue secretly. First her family members got to know when she
a VO. It also
with other village women took 150 girl children to the village
provides
a
primary school for admission.
forum
for
The teacher acknowledged Meena’s leadership. He started
sharing
of
calling Meena whenever he faced problem in the matter of
expectations
dealing with villagers. That time Meena’s family members
from
each
approved her movement in the village.
other.
Earlier
we
used to think
ourselves
incapable, passive observers of what happens with women
and in matters
related to the development of our families and the village
in general. With SHGs and VOs we try to understand the matter in depth and if
required even ask for experts to help us out in understanding issues. We are no
doubt helped in this regard by the Mission staffs but all this provides a space for us
to reflect and then have the confidence to share our opinions and concerns about
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issues. Sometimes we despite preparation we do experience rejection from men
after expressing our views/opinion. We bring these experiences in SHG and V.O. EC
meetings. When we reflect together it helps us to strengthen or modify our stance
and strategy to put forward our ideas once again at the relevant forums in the
village.
We continue our struggle till we experience success, i.e. people accept our views. We
consciously avoid to be polarized as women; rather we try to take some co-operative
men in confidence and try to provide a humane solution to every problem.
Seeing our small success primary members feel encouraged to be more involved in
different issues in SHG and try to contribute to strengthen the group. Now people
started appreciating us because of our pro-action to stand beside poor people in an
unbiased apolitical way.
Now to address different issues systematically we share our responsibilities through
forming sub-committees taking members among E.C. members.
4.4.3. Subcommittees
Our E.C. constitutes different subcommittees to provide support to SHG on various
issues and execute the plans finalized in the EC meetings for betterment of member
SHGs and their members. Subcommittees are formed six months after the E.C. is
formed. Our EC may decide to form more subcommittees over time as and when the
need is felt by the organisaton (VO).
Each subcommittee consists of 4-5 EC members and reports to the EC.
Care is taken that each subcommittee thus formed has a specific and well defined
domain of influence and action. These Sub committees would take up appropriate
issues identified by E.C. and General Body and assigned to them. It is the
responsibility of the Sub committee members to draw up plans of action to fulfill the
tasks assigned to them within the given time frame. Each subcommittee prepares an
action plan with details of activities and tasks related to the assignments it proposes
to take up in the year. Although most of the plans follow from the demands
articulated by the EC but the Sub Committee can also seek out new areas to
intervene subject to approval by the EC. The progress of subcommittee is reviewed
periodically against stated objectives and milestones to bring in modifications in the
approach and strategy if needed.
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Pre-requisite for formation of Subcommittees






V.O. should have conducted at least6 meetings.
Representatives from more than 80% SHGs in the village have participated in
the PLF meeting
V.O. has finalised the basic norms and are following the same
Discussion on types of subcommittee and their roles in V.O.
Clear articulated need in case a new sub-committee is formed

4.5. Subcommittees of our V.O.:
 Social Mobilisation Subcommittee: Members of the subcommittee identify
and mobilise the left out poor, progressing towards saturation of the village.
They motivate them to participate in SHG and organise necessary training(s)
for the new members with the help of different community resource persons.
The sub-committee ensures that no vulnerable are left out from SHG fold.
 SHG monitoring Subcommittee: Members of the subcommittee ensures that
all our SHGs are following the Panchsutras. They appraise their MCP and
recommend them to the EC, ensure that the SHG adheres to the MCP. They
identify the gaps in the SHGs (including for livelihoods activities) and draw a
plan for their capacity building. This sub-committee also reviews fund
utilisation in the SHGs and facilitates the SHG Grading exercise.
 Bank Linkages & Repayment Subcommittee: This subcommittee acts as an
interface between the SHGs of the village and the banks. It resolves issues
related to bank linkages, account opening/management, bank loan and CIF
repayment. This subcommittee makes the bank branch aware of our SHGs and
PrLF. They invite the bank manager to attend SHG meetings and understand
their functioning and organize bank linkage camps for speedy processing of
loans. This subcommittee also reviews the repayment pattern of the SHGs and
looks into any issues that cause delays in repayment.
 Social Action Subcommittee: This subcommittee takes initiatives to address
social challenges in our villages. They identify social problems such as dowry,
child marriage, child labor, girls’ education, domestic violence, women rights
etc. and take suitable collective measures to address them. It also assesses
issues related to women and publishes annual Gender Status Report of our
village. They also SHGs on different govt. schemes and programs i.e.
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MGNREGA, Social Security Schemes, differently able program, Old Age
Pension, Indira Awas Yojna, Family benefit Yojna, Mid Day meal etc.
Tenure of a particular representative in E.C. of V.O.:
One representative will be member of E.C. for 2 years. In every fourth year each SHG
select their fresh representative to join E.C. of V.O.

4.6. Role of the EC:
 Selection of office bearers - President, Vice President, Secretary, Joint
Secretary and Treasurer and fixing their tenure
 Enrolment of new member SHGs
 Gradation of SHGs on half yearly/yearly basis and promoting self-grading in
SHGs
 Review and evaluation of the financial transactions, budget and programs of
V.O. on regular basis and performance of office bearers.
 Fund mobilization and its management
 Decisions on membership fees/donation/contribution to be given by SHG
 Formation and organization of the subcommittees as per requirement and
dissolution of the subcommittees when required
 Authorizing the office bearers for signing legal documents and account
related matters
 Preparation of the Annual Action Plan and recommendations to GB for
approval
 Annual Audit of PrLF would be done by community audit members, master
bookkeepers
 Implementation of plans and the review of subcommittees and community
cadre
 Organisation of the Annual General Body Meeting
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4.6.1. Conducting AGM:
Preparation for AGM
Our EC is in charge of organizing the AGM. It assigns tasks to office bearers and
different subcommittees of our V.O. for making various arrangements including:
collecting contribution from all SHG members, logistics management, collating audit,
grading, repayment , RF, CIF, Bank Linkage reports, audit statement of our V.O. and
instances of any social
A sample EC meeting agenda
action taken up by
member groups, inviting
 Prayer
different
guests,
 Members introduction
preparation for sports
 Attendance of SHG
and cultural activities
 Review of previous meeting minutes
etc. The EC performs the
 Collection of Savings
following activities in the
 Collection of Loan instalments against demand
 Review of SHGs performance through SHG Masik
run up to the General
Prativedan (Monthly report)
Meeting:


Review of SHG Bank linkage progress and
repayments through SHG-Bank linkage loan
ledger
Review of community activist, paraprofessionals,
community cadre.
Appraisal of MCPs and sanctions
CIF to be repaid to CLF
Receipts and Payments
Income & Expenditure statement
Other issues

 Prepares agenda
for the AGM

 Informs
the
members about

the AGM and its

agenda


 Reviews reports of

the
subcommittees
and convert them
into pictorial presentations or any other form in order to make them
comprehendible to our SHG members
 Invites PRI representatives, bank managers and other relevant persons and
institution, etc.
 Formulates Action Plan for the next year
 Estimates budget for the coming year
4.6.2. Office Bearers of V.O.:
The Office Bearers of V.O. will be selected by the executive committee of V.O. Tenure
of the office bearers will be 3 years. The criteria of selection of office bearers would
be the following:
 Good performer as SHG member
 Brought significant change in own life
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 Most emotionally and intellectually matured and balanced person from
among the executive committee members
 Have significant contribution in leading any agenda in the village
 Is available to move beyond the village area whenever the need arises.
4. 7Bookkeeping at V.O. level:
The V.O. employs a book keeper who maintains the following books of the V.O.
 Minutes Book: Records all proceedings and the decisions of the EC meetings
 Cash Book: It contains every cash transaction of V.O.
 Bank Book: Records every bank transaction of V.O.
 Loan ledger: Consists of details of loan and repayment of all member-SHGs
 General Ledger: Records control accounts of all personal ledgers, the profit
and loss account and different asset and liability accounts.
 Fixed Asset Register (FAR): Consists of details of assets purchased by the V.O.
The V.O. Book Keeper also maintains meeting registers of General Body, monthly
receipt and payment report, monthly income and expenditure report, bank
reconciliation statement, books of subcommittees, monthly MIS and progress report.
The V.O. has a savings bank account at the nearest bank branch. Three
representatives (authorized by the EC) – President, Secretary and Treasurer are joint
signatories of the V.O account. The EC decides the transactions with banks in its
meetings.
Income Sources
a. SHG contribution–Our SHGs pay an annual membership fee in the V.O. This
amount is decided by us in the V.O GB meeting
b. Start-up costs (initially for one year)
c. Vulnerability Reduction Fund (VRF) and
d. Community Investment Fund (CIF) from NRLM against Micro Credit Plans (MCPs)
e. Interest Income
We use the VRF and CIF to lend to our member-SHGs against their MCPs with a
priority to those groups and villages which have not covered by the formal banking
system owing to reaonsos like remoteness etc. The interest earned on these loans is
an important source of income for the V.O. The other sources of income for the V.O.
include membership fees, service charges, annual contribution, donation, share
capital, saving and contribution of SHG/members. In case we need more funds, we
approach the government, banks and other institutions with our business
plans/project proposals.
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4.8. Financial sustainability of V.O.:
V.O. will emerge as self-sustainable organization. Whatever income V.O. has will be
spent in periodic services to the SHGs like hiring trainers, auditors, and cost of travel
of some members travel outside village for the work of V.O. or member SHG.
4.8. Training plan of V.O:
Various major inputs for ourVO during their lifetime is shown at tables below:
Duratio
n of
Trainin
g (No.
of
Days)
0.5

Sl.
No.

Name of Training /
Inputs

1

VO Concept Seeding

2

Norms setting

3

VO- Membership training

2

4

Financial Management - I

1

5

Selection of Office
Bearers

0.5

6

MCP Orientation &
Appraisal

3

7

Opening of Bank Account

0.5

8

VO- Books of Records

1

9

Sub-committee training

1

10

VRF concept

0.5

11

SHG formation & Revival

3

12

SHG Audit & Grading

2

13

VO- Basics of livelihood
(including identification
of the sectors, gaps, and
planning)

2

Type of
Trainees

VO
Age
(in
month
)

All members

0
1

VO EC
members
VO Book
keeper &
Office Bearer
VO EC
members
VO EC
members
VO EC
members
VO Book
keeper
VO EC
members
VO EC
members
VO social
mobilization
subcommittee
members
VO SHG
Monitoring
Subcommittee &
VO Book
keeper
VO EC
members
(SHG
monitoring ,
Bank linkage
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Nature of Meeting /
Training

Training
Regular meeting (1st
meeting)

2

Training

2

Training

2

Regular meeting

2

Training

2

Regular meeting

3

Training

3

Demo + Regular meeting

3

Regular meeting

4

Training

5

Training

6

Training
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Sl.
No.

Name of Training /
Inputs

Duratio
n of
Trainin
g (No.
of
Days)

Type of
Trainees

VO
Age
(in
month
)

Nature of Meeting /
Training

6

Training

7

Training

8

Training

8

Training

9

Training

& repayment
subcommittee)
VO EC
members
(involvement
of all the
villagers will
be required
during the
process)
VO EC
members
VO EC
members
VO EC
members
(SHG
monitoring ,
Bank linkage
& repayment
subcommittee)
VO EC
members
(Social Action
subcommittee)

14

PIP & VRP preparation

5 (3+2
in a gap
of 1
week)

15

VO- Leadership
(residential)

3

16

Financial Management - II

1

17

Credit Appraisal training

1

18

VO- Gender Training &
legal provisions

2

19

VO-Local institutions,
rights and entitlements
(including convergence)

2

VO EC
members

10

Training

20

VO- Cross Learning

1.5

VO EC
members

12

Training / Visit

4.9 Monitoring PrLF.
The V.O. reports to CLF every month covering three major areas:
(a) Financial progress, issues and concern of SHGs and V.O.
(b) Matter related to Bank linkage
(c) Progress of convergence and other activities at the V.O. level.
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Do’s and Dont’s for the promotion of a Village organisation
 Under no circumstance should the VO meeting be organised in the
office of the BMMU or any other place there than the pre designated
spot decided by the village organisation
 All payments to CRPs and CSPs would be done by the VO using the
appropriate books of accounts right from the beginning
 Care has to be taken that no service providers or members of the
“operations” wing of the VO or for that matter any Community
organisation is part of the “governance” or the decision making body of
the organisation.
 Each year should end with the stock taking and evaluation of the
organisations performance and therefore the performance of the
“selected” representatives by the ordinary members.
 The AGM at the end of the year should spend time in evaluation as well
as goal setting for the next year and has to be held every year.
 The AGM will have to be conducted in the village itself and preferably in
the presence of males and other people of the village.
 The process of Office bearer finalisation shall be through unanimous
selection only. Under no circumstance should the organisation resort to
voting process or elections.

V.O. over Ten Years
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Chapter 5:
Cluster Level Forum or
federations
A Very important component of the
whole program is the federal nature of
the governance that our institutions
shall follow. This will provide space for
democratic governance as well as
smoothen the process of decision
making at every level and also provide
space and distinct domains for every
level in the federate structure to
perform.

5.1 CLF
Cluster Level Federation (CLF) is a federate body
of all the VOs who are in turn local secondary
structures for SHGs (around 100) from
approximately 7 contiguous Gram Panchayats or
Village Councils. Taking into consideration
Tripura’s population density and also the
remoteness as well as distance from one village
to the other we believe that each cluster will
have around 10 V.O.s.

Here too the similar structure as envisaged in the
VO is followed. The “membership” here
comprises of all the SHG representatives in a VO
and each VO is a “member” of the CLF. The
selected VO representatives from each VO would
comprise of the governance of the CLF with its own Office bearers. The service
providers who are housed in the CLF for eg. the Cluster book keeper, the Bank Mitras
etc. make up the “operations” wing of the CLF. A schematic diagram shows this
clearly.
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Salient features of CLF: We envisage the CLF to emerge as a Member owned
Organisation
of
Poor Women. It
will be of the poor
women and for the
Cluster Level Federation
poor women. It will
be like any other
civil
society
institution,
but
ELECTS &
EVALUATES
SETS NORMS
distinct from other
institutions like the
market, PRI bodies
GOVERNANCE
and
the
(Includes all the
OPERATIONS
MEMBERSHIP
selected VO
Government. The
representatives to
This
includes
all
the
(General Body:
member-owned
the CLF or the
individuals or
includes SHGs
Executive body. This
and governed facet
groups which
representatives
also includes
provide services to
of the CLF will
in the VO)
subcommittees)
the CLF’s member
make it entirely
VOs like Book
keepers, aajeevika
different from all
mitras etc)
the civil society
institutions
like
PROVIDES SERVICES
NGOs, clubs, GOs,
political parties etc.
which
maybe
member based but
not by the poor and for the poor. The establishment and capacity building process of
CLF would be facilitated and guided by the mission team in a way that within a time
span of 3 to 4 years the CLF are able to manage their own affairs. The following are
the contours of the role played by TRLM in nurturing the CLFs in the initial phase of
development.
 Mobilizing external finances
 Inform the CLFs with relevant Policy relevant information
 Facilitate the leveraging of pro poor policy-level reforms
 Mediate with the external environment
Indicators of an effective CLF will be the following:
 Degree of intervention in the socio economic status of its constituent
members
 A well defined constituency from which membership is drawn
 The degree of financing of the organisation’s by its members
 Decision making processes in the organisation.
 Degree of the sense of ownership by the members
 Degree of accountability of the leadership towards the membership
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 How is the primacy of the members upheld in the organisation
 It embodies values of cooperation and solidarity
5.2.

Formation of CLF:

The basic criteria for SHGs to become a member of the CLF through V.O.s are  Functional SHGs and following Panchasutra
 80% repayment of CIF at the V.O. level
 Updated books of records
 At least 2 to 3 social actions taken by the V.O.
Before formation during the preceding monthly meetings of the V.Os we explore and
find out the needs and reasons for forming a higher order institutions on the need
for forming Cluster level federations. Some of the common needs for the CLF are as
follows:
 Setting standards of performance for SHGs and VOs
 Allowing space for the membership to evaluate the performance of its
constituent VO and SHGs
 Rewarding good performance
 Penalising deviances
 Advocacy action with PRIs, govt bodies at an appropriate level.
 Provide scale for taking up livelihood security action for its members
 Creation of an atmosphere where constituent members are able to thrive

HIGHLIGHTS of MASK, Tejpur, Assam

HIGHLIGHTS of Damodar Mahila Mandal, Chandwara
Sangh, Koderma, Jharkhand

2002: started

2001: Started

2002-05: Members became free from
money lenders and almost all mortgaged
land of SHG members recovered

2002: Decided to work against child marriage

2005- 2009: Worked on women
empowerment through training on poultry,
piggery, computer, videography, riding
scooter, etc.

2004: Started working on mother and child health

2005- till now: Working against girl’s
trafficking

2007-08: Started working for widow marriage and
against discrimination for single women

2005-2007: Worked on right to food, filing
RTI

2009: Started working on untouchability

2012 0nward: Working on livelihood,
multiple cropping in homestead, market
linkages for black pepper

2003: Decided to champion the cause of equality in
education for girl children

2005: Started working on domestic violence
2006: Started working on Women’s rights

2010: Established a Women’s court
2011: Started popularizing SRI and improved vegetable
cultivation for livelihood security
2012: Strengthening organization????
2013: Initiated Anti-liquor movement
2015: Operationalised their own office
79 Organised a movement against illegal
2014:
functioning of a local Nursing Home
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5.3 Key Responsibilities
Typically, the CLF fulfils the following roles:

















Support and guide all institutions in our cluster to adhere to the norms and
towards achieving sustainability
Foster convergence with line departments, with PRI, etc., to deliver
entitlements and services to members
Facilitating periodic audit of SHGs and VOs by community auditors
Fund mobilisation – through bank linkage, convergence, member institutions
and other sources
Initiate/support collective activities to facilitate livelihood activities of
members
Facilitate vision building exercises for all member institutions in the cluster
Identify and train community cadres, like new CRPs, Senior CRPs, Cluster Level
Resource Pools, etc.
Capacity building of SHGs and V.O through CRPs and other cadre
Represent the institutions in the BLBCs, DLCCs, and other forums
Increase visibility of our institutions in local media
Grade V.O.s
Set norms for community procurement process
Implement social security programs (pension schemes, insurance schemes,
food security, health and nutrition security) either by itself or through
convergence with relevant government department
Develop Annual Action Plan for the cluster (based on the plans of lower tier
institutions)
Support in capacity building to V.O, SHGs and community cadre

5.4 Structure of CLF
Our CLF will have a General body, Executive committee, sub-committees and office
bearers for Governance and CLF staff for implementation of different activities.
General Body
The General Body is the apex authority of the CLF. It consists of EC members of all
V.O. in a cluster. The GB holds GM every quarter in the initial years and gradually
makes it an annual event.
Sample Agenda of CLF General Body Meeting
 Prayer
 Introduction
 Attendance
 Review of last meeting minutes
 Review EC and support staff
 Approve annual action plan of CLF
 Approve CLF Budget
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Approve audit statement made by the Community Auditors
Review of capacity building activities viz-a-viz plan
Review annual expenditure and performance
Amend Bye-laws
Review utilization and mobilization of resources

Executive Committee
Two representatives from the EC members of each V.O. form the Executive
Committee of our CLF. The EC of the CLF fulfils the following responsibilities 







Elect office bearers of CLF - President, Vice President, Secretary, Joint
Secretary & Treasurer
Appoint CLF cadre – Cluster Facilitator, theme/activity specific cadre (eg. Bank
Mitra, Bima Mitra)
Prepare annual action plans, budget for CLF
Review performance of office bearers
Run CLF as per administrative rules and ethical norms
Fund mobilization and its management.
Form and review subcommittees

Role of President










To preside over CLF General Body and EC meetings.
To prepare agenda in consultation
with members and conducts the
Model Agenda of CLF EC meeting
proceedings of the meeting.
 Prayer
To
be
responsible
for
 Introduction
implementation of the decisions
 Members and staff attendance
 Review of previous meeting
taken by CLF GB/EC.
minutes
To act as custodian for safe
 Collection of CIF loans
custody of records and CLF
 Review of VOs performance
properties.
through Masikprativedan (monthly
To act as first signatory for bank
report)

Review of CLF staff performance
transactions.
 Review of CLF subcommittees
To act as CLF representative to
 Sanction of new loans to VOs
attend BLF meetings and represent
through MPs/MCPs
in other forums.
 Review of SHG – Bank linkage

Role of Secretary


To inform CLF members about the
meeting dates of CLF GB and EC
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Receipts and Payments of CLF
Income & Expenditure statement of
CLF
Review of other items(Govt.
Programmes and schemes)
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To make necessary arrangements for the CLF GB/ EC meetings.
To ensure proper record keeping of the CLF
To preside CLF GB/ EC meetings in the absence of the CLF president and Vice
president.
To act as second signatory for bank transactions.
To ensure audit of CLF from time to time and present the audit and progress
report to CLF GB
To assist CLF President in smooth conduct of CLF meetings.

Role of Treasurer


To be responsible to receive and arrange receipts for fines, loan instalments
and all other financial transactions
 To be responsible for maintenance of all bank transactions
 To be responsible for preparation of receipts and payments statement,
income and expenditure statement, Asset and Liability statement through CLF
Bookkeeper/Accountant and present in the CLF GB or EC meeting.
Sub-committees
The EC of the CLF forms various subcommittees to carry out various activities. In the
beginning though initiating operations it would slowly take over the responsibility of
overlooking the functions from a normative and an evaluative standpoint. It would
be the EC member designate who shall oversee the work of the staffs who are
responsible for these tasks. The sub-committee will be required to participate in the
PrLF meetings as per the requirement and need and hence CLF will also have to
develop norms for payment of these sub-committee members their honorarium and
travel expenses incurred in the fulfilment of their responsibilities.
Bank Linkages and Repayment Sub Committee: This committee will be responsible
for setting a mechanism and implementing the same for identifying the SHGs ready
for Bank Linkages and preparation of documents for bank linkages. The identification
of SHGs may be done on the basis of monthly reports, grading of the SHGs and
discussion with the PrLF in the CLF meeting. Soon after grading, with the support
from PrLF, PrLF sub-committee and PrLF staff necessary documents will be prepared
for Bank Linkages and submitted to CLF. CLF Bank Linkages subcommittee will do the
liaising with Bank branches and ensure that the Bank Loan is disbursed on time.
While doing so sub-committee shall also take the support of Bank Mitra who would
be a staff of the concerned VO. Every month the identification of potential SHGs for
Bank Linkages needs to be done to keep a steady database and ensure a continuous
and subsequent financial intermediation for individual groups and its members.
Social Action and Convergence Sub-committee: This subcommittee discusses and
initiates action on social issues like gender violence, health and food security, mal
nutrition. It sensitizes PrLF on different govt. schemes and programs and coordinates
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with block office and line departments to leverage govt. program benefit for
members, facilitate VOs for demand registration of Job Card holders (MGNREGA) and
coordinate with panchayat and block, ensure Social Inclusion/ inclusion of left out
poor HHs in the villages and saturation, mobilize PrLF for membership in CLF and
coordinate with PHC/APHC for health services to CNCC beneficiaries and under RSBY;
coordinate with authorized agency for getting health cards issued and coordinate
with Hospital and doctors for timely health services to members, etc. This group
would also be the one who shall from time to time go for exposures to understand
how similar issues are being tackled by women from other parts of the region and
the country.
V.O Monitoring Sub-committee: The V.O Monitoring Subcommittee performs the
following functions:
 Monitors loan utilization by participating in the SHG weekly meeting and
holding discussion with the SHG members.
 Monitors whether loan is utilised as planned in the MCP
 Counsels SHG members to utilize the loan as per the approved MCP
 Issue Utilization Certificate for every trench of fund release.
 Request letters for next instalment will be made out by the Sub- Committee
once the triggers are achieved on the next instalment.
 Help the PrLF in appraising the CIF proposal.
 Liaise with the PrLF monitoring committee in giving clearance for the
proposal.
 Give all assistance to the Social Audit Committee in completing the audit.
 Give all assistance to the Auditors of the VO/BLF in completing the audit.
 How the subcommittee members will execute the task
This subcommittee fulfils its role by visiting our PrLFs, reviewing PrLF’s books and
raising concerns, if any. It reviews the MCP and the repayment schedule of loans if
required. It also makes random visits to loan borrowers to ensure that the loan is
being utilised for the said purpose. All these are tasks to be done by VO and not CLF.
Procurement sub-committee: The Procurement subcommittee will ensure that all
community procurement rules are followed. The Procurement Committee will
scrutinize all the payment and recommend it for the disbursement. The committee
will collect and maintain schedule of rates for every item. Role of the subcommittee
 Prepare Community procurement policy.
 Visit to market
 Meet with social subcommittee
 Interact with Auditor Team
 Interact with Vendors
 Identify a procurement point person in our PrLF to coordinate village/hamlet level
procurement.
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 Set different slabs for procurements of different items
 Recommend procurement of items to office bearers and request them to release
money
Time requirement of different members under CLF for different activities:
In case of three office bearers of CLF in one year:
The CLF would need fulltime service of three office bearers
In case of an executive committee member/ office bearer of CLF in one year:








12 days for executive committee meeting
12 days for G.B. meeting
12 days for V.O. meeting
Around 12 days for meeting with external agencies
Weekly meetings for own SHG
In crisis situation or in some mission taken up time is not countable
30 days in attending training program

In case of G.B. members other than E.C. members







12 days for GB meeting
12 days for V.O. meeting
Around 12 days for meeting with external agencies
Weekly meetings for own SHG
In crisis situation or in some mission taken up time is not countable
10 days in attending training program

In case of V.O. EC members






12 days for V.O. meeting
Around 12 days for meeting with external agencies
Weekly meetings for own SHG
In crisis situation or in some mission taken up time is not countable
10 days in attending training program

Staff of CLF
CLF identifies the best resources from the member SHGs. AN elaborate recruitment
process is done specific to each task for which the staffs are selected. The CLF also
organizes training as per the requirement and also the HR plan as designed for every
category of staffs:
 As and when required sent the resource to various blocks.
 Plan for promotion of community resource based on their output and
performance.
 A written HR manual for the above mentioned.
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5.5 Finance and Audit
Fund Sources








Membership fee
Interest from CIF
Resource Fee for providing CRPs to other blocks
Interest income
Income from enterprises
Contributions
Loans from financial institutions, venture capitalists etc.

Principal Books of Account: CLF Book Keeper is responsible for maintaining minutes
Book, Cash Book, Bank Book, General Ledger, Fixed asset register, Stock register,
Cheques received and issue register, Training and exposure visit register and others
as per need.
Community Audit:
 Has to be done in simple manner so that the common members can
understand with simple calculations.
 Formal audit has to be assigned to the community auditor, whose findings
have to be reviewed regularly by CLF leaders. Based on the audit finding an
informed decision
can be taken regarding the further release and repayment of funds to SHGs
/V.O
The objective(s) of the audit should be:
 Verification of the balance in hand (in denomination);
 The balance in the accounts of the members shall be checked to know
whether they are tallying in the accounts of the balance of the CLF;
 Verification of the usage of the carbon paper in the receipt books;
 Verification of whether the members SHGs have got the loan amount which
was sanctioned
 Verification of the balances in the bank;
 Verification of the cheque books for tallying;
 Checking of the entries made in the account books on day to day basis.
 Develop and submit to BPM office every month finance report of PrLF.
 Capacity building to understand and analyse the balance sheet.
Key indicators used to assess financial health of CLF





Attendance rates
Meeting regularity
Kinds of issues discussed
Issues which have been resolved against those which haven’t been resolved.
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 Reconciled projected repayments to actual repayment by the V.Os.
 Completed Periodic reviews (quarter review) of repayment are ensured and is
in written document and necessary actions can be taken.
 Regular resource fee to CRPs as per plan.
 Diversity of income sources
 Presence of norms and systems for ensuring repayment
5.6. Capacity building of CLF:
Capacity building of CLF is one of the most important roles of the mission team as
promoter of the CLF. The subjects or area in which training and ongoing hand
holding support needed by the CLF are:
 Building a culture of accountability to its primary members and the spirit of
volunteerism
 Fund management and financial transparency
 Gender sensitivity
 Understanding back ward and forward linkages for livelihood promotion
 Understanding relevant policies and institutions
 Negotiation skills
 Team building skills
Therefore, organizing trainings, exposures for CLF executive committee members
and CLF member institutions on continue basis become a major strategy for
strengthening institutions.

A Case of Mask, a federation based at Tejpur, Assam
 Training received by the federation:
 NABARD organized exposure to federations in Andra Pradesh
 ANT, an NGO provided 9 months phase wise training on project preparation,
project and financial management, legal aspects of federation
 AFRO provided training on livestock management
 Line departments of Block office and KVK provided training on technical
aspects of livelihood
 The federation hired experts to receive training on RTI and right to food
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Role of CLF in capacity building
Member institutions need to know about the unique features of CLF and how those
features effect their VO and SHGs day-to-day operations. When they know more
about their SHG and V.O. and their relation with CLF, members find themselves in a
better position to communicate with others about their institutions. Clarity of
domains when multiple layers are involved is very important for members to
understand whom to approach for resolution of issues and grievances. Also it helps
them in donning their multiple hats also with confidence. They are also more likely to
become actively involved in it and can contribute positively to its success. Broadly
training will be imparted to two types of community resource 1) for the functionaries
of SHGs and V.O. and 2) for trainer of trainers whom can act as resource persons for
other blocks/districts.
To meet the capacity building needs, CLF need to following basic approaches with
support of mission team:
 CLF should design different approaches of capacity building based on the
target audience
 Developing social capital for meeting the capacity building requirement
 Publish printed materials.
 Use audio visual aids
Capacity building methods:
 Formulate built in mechanism of the requirements of skill up gradation for the
various members of SHGs and V.O.
 Based on the requirement prepare monthly calendar for training.
 The tasks of imparting training have to be assigned to different Community
Trainers.
 The cost calculation of logistic has to be done based on the training calendar.
5.7. Communitisation
Initially the members of CLF will be working with the project staff in overseeing both
operations and financial aspects of CLF.
In the next phase the members of CLF will be doing the work by themselves and the
project staff will be facilitating the CLF members.
In the next phase, the CLF members will be handling all the work independently.
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5.8. Legal status of CLF:
Formal recognition of a CLF as a membership based organization of poor can happen
in two ways, one is trade union legislation or co-operative legislation.
Although formal recognition would bring some constraints through regulation but
the benefits of formal recognition are:
 Legal protection
 Access to formal channels for resources
 Facilitation of expansion
Some experts say that organize poor people around their identity of workers, around
work or livelihood issues helps focus policy attention on the poor as economic
agents, as contributors to the national economy.
5.9. Success indicators of a CLF:
 It achieves the objectives agreed upon by the members
 It retains or expands its membership
 It shows progress towards financial and managerial self reliance inspiring
members to maintain their equity stake in the organization

 It brings improvement to the self-esteem, economic and social well-being of
its members
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Chapter 6:
Community Cadre
Any member owned institution needs
a cadre to provide services to the
membership and retain the relevance
of the institution for its members. We
in out insitution have a diverse range
of such cadre who will provide specific
services to our large membership and
help them in their journey to self
reliance and a life of well being.

6.1. Introduction
Tripura Rural Livelihood Mission (TRLM) through its
staffs and resources initially mobilize us. As
explained above 10-20 women come together and
form a SHG. After 5-6 months similar kind of SHGs
come together and form Village Organization (VO)
or Primary Level Federation (PrLF). At later stage
after around 2 years 10-12 VOs come together and
form a Cluster Level Federation (CLF). Around all the
CLFs i.e. 5-6 CLFs in a block are federated into a
Block Level Federation (BLF).

TRLM focuses on our capacity building at every level
so that we become capable of running our own
institutions as explained above. TRLM involves us
right from the beginning in developing the whole
institutional structure BLF-CLF-VO-SHG in many
ways and forms. Once the whole structure is in place and well-functioning, the TRLM
gradually exits from the area by handing over all responsibilities with BLF-CLFs-VOsSHGs. This whole process of involving us and giving us responsibilities is known as
communitization.
It has been experienced by some of us from Tripura and also by many poor women
from all of the country that we are best organized by ourselves. To demystify the
statement structures only exist when they are run by people from amongst us rather
than outsiders. In the process of building our own institutions like SHG, VO, CLF, BLF,
or Producer Organization (PO) we will get involved in each processes and steps.
Some of us will be involved at the Governance level in decision making bodies &
committees of all levels. Some of us will also get involved in executing specific skilled
tasks like book-keeping, bank related work etc. If required we may also involve some
male and female members from SHG member’s family. We understand the running
of such organisation as the interplay between the three pillars of an organisation the
membership the governance and the operations.
As shown in the figure the role of the membership of each organisation is to select
the governing body and evaluate its performance from time to time to ensure
whether the intended goals have been achieved or not. Based on this evaluation the
decision to change the elected body would be taken. We do this selection by way of
consensus and not by voting or majority minority decision making.
The governance role is to create and uphold norms for the organisation. It has to
create standards of performance and ensure that same are maintained throughout.
It guides the operations mentors and monitors it throughout.
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Member owned organisation
(SHG/VO/CLF/BLF/PO)

(CSPs)

OPERATIONS

(Exec Comm.)

SETS NORMS

GOVERNANCE

(SHG Members)

MEMBERSHIP

ELECTS & EVALUATES

The operations is there solely
for the purpose of providing
services and the organisation
incentivises it through financial
incentives as well as social
recognition of the work being
done by them. Under no
circumstance can a member of
the operations be a part of the
governance as it will lead to a
clear case of “conflict of
interest”.

This brings us to the question of
Internal CRPs/active women
who are working continuously
PROVIDES SERVICES
for the mobilisation of the
community in different parts of
the State. We understand their role as a very important one in the VO and therefore
they are given special invitation in the VO monthly meetings. In case their services
are asked for by TRLM for other districts their expenses (honorariums, travel costs
etc) are borne by the VO from the payments received form TRLM for the assignment.
Such payments are made to them by the VO in their regular monthly meeting post
receiving the same form TRLM or any such agency. We realise that for working in
their own villages to help more SHGs to be formed they would not be getting any
additional financial incentives but our VOs will continuously strive to provide them
with social and moral incentives.
6.2. Different Categories of Community Cadres:
Level Community Cadres
Professionally
Qualified
Hired Staffs
SHG SHG Book Keeper @ 1 per SHG
Nil
VO
VO Book Keeper @ 1 per VO
Nil
ICRP/Active women @2 to 3 per VO
CLF
Community Auditor @ 1 per CLF
Cluster Coordinator
Bank-Bima Mitra @ 1 per bank MIS Assistant
branch in concerned cluster
CLF Accountant
Krishi Mitra @ 1 per CLF
Prani Mitra @ 1 per CLF
Jeevika Mitra @ 2 per CLF
BLF
Resource Book Keeper @ 2 per BLF CEO
Community Resource Person @ 2 per BLF Coordinator – Livelihoods
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Level Community Cadres

Professionally
Qualified
Hired Staffs
BLF Coordinators – Social
Development
MIS Head
Accounts Head
Accounts Assistant

BLF

6.3. Eligibility and Roles of Different Community Cadres:
(1) SHG - Book Keeper:
Eligibility:
-

Preferably from the same SHG or from a nearby SHG
Have basic knowledge of arithmetic
Must be acceptable by all SHG members
Keen to learn

Roles:
-

-

Update all the books during the meeting
Maintain the accounts neatly
Attend all planned trainings
Should reach the meeting before the scheduled time
Read out all the updates and decisions taken during the last meeting in the
beginning of the meeting and decisions taken during this meeting at the end
of the meeting.
In case BK is outside the SHG, she does not get involved in decision making
process of the SHG and also does not handle cash

(2) VO - Active Women/ICRP:
Eligibility:
-

Should be SHG member and capable enough to write the meeting minutes of
the SHGs/VO
Should be from the same village and educated enough to read and do
fundamental mathematical calculations
She should be a role model who brings experiential learnings
Should belong to a ‘A’ grade SHG
She should have compassionate view and regard for our community
Should be sensitive towards vulnerable and very poor individuals.
She should able to articulate and communicate freely
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-

Should not have any constraints regarding mobility in the village or going
outside for trainings and exposures
She must be well accepted by the members of the SHGs of the village

Roles:
-

She will occasionally participate in SHG weekly meetings and facilitate the
meeting processes to inculcate the best practices within the SHGs
She will identify weaker / defunct SHGs and provide handholding support
She will help the SHG in preparation of Micro-Plan of the groups
She will identify the uncovered targeted HHs and mobilise women to form
new SHGs or part of existing SHGs
Facilitate different programs of the BLF/CLF in the areas of women
empowerment, health, education, entitlements, livelihood promotion etc.
Assist VO office bearers in conducting VO meetings / sub-committee
meetings.
Participate in organizing the VO meeting and also write the meeting minutes
Any other such task/s identified by the VO/SHGs

(3) VO – Book Keeper
Eligibility:
-

VO Book Keeper is preferably a woman and also one of our SHG members or
their wards, who can devote time for updating books of accounts of VO.
Should be educated enough to read and do fundamental mathematical
calculations
She must be having experience of writing SHG books of accounts of at least six
months of an ‘A’ Grade SHG and ‘A’ Grade Book Keeper.
Must be acceptable by all SHG and VO executive members
Keen to learn
Preference may be given to vulnerable or disabled member.

Roles:
-

The major responsibilities of Book Keeper is update books and to monitor
financial transaction of VO.
Assist VO office bearers in conducting VO meetings / sub-committee
meetings. Hence h/she should be familiar with the basic concepts of keeping
and maintain books in addition to basic concepts of mathematics. Provide
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-

support to SHG Book Keeper, if required and monitor the quality of SHG books
of records from time to time.
VO will not involve VO-BK in decision making but ensure that the decisions
taken during the meeting is written properly. VO- BK will not handle cash
transaction.

(4) CLF - Community Auditor
Eligibility:
-

Preferably an experienced VO Book Keeper or SHG Book Keeper who is well
versed with the audit process of SHG from the same Cluster
The person must be having experience of writing SHG books of accounts for at
least one year of an ‘A’ Grade SHG and ‘A’ Grade Book Keeper.
Preferably a woman and also one of our SHG members or from their family,
who can devote time on a part-time basis
Must be acceptable by all CLF and VO executive members
Minimum 10th level pass

Roles:
-

She/he has to do SHGs performance audit (Books of Records) as well as
financial audit for SHG assigned to her, once in every six months
- She/he should prepare an Audit Report signed by the SHG representative and
herself/himself
- She/he should involve each member of the SHG in the process and should
conduct the Audit in front of the SHG members only
- After the Audit the findings and observations should be shared with all the
group members
- Also need to share the consolidated and group wise findings at the VO
meeting
- Will be responsible for the audit of all the groups under the cluster
- Should plan a schedule for the audit in consultation with the Cluster
Coordinator
(5) CLF - Bank-Bima Mitra
Eligibility:
-

Educational Qualification – minimum 10th standard
Preferably a member of 2 years old woman SHG
Worked as a SHG / VO Book Keeper for at least 1 year
Have basic knowledge of arithmetic
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-

Must be acceptable by all SHG members
Ready to travel and sensitive to SHGs
Having facilitation skills and keen to learn

Roles:
-

-

She will act as a bridge between the SHGs/VOs/CLF and Banks/Insurance
companies
Her service will be placed in the Bank and she will provide support to all
SHGs/VOs/CLF signatories for opening bank accounts, transaction with banks,
documentation; attend branch and block level bankers meetings etc.
Also get involved in financial literacy programs with direct support from the
SHG facilitator.
Monitor the recovery of bank loans and provide necessary support to CLF, VO
and SHGs to ensure regular repayment
Coordinate with VO and CLF, particularly insurance committee for mobilizing
insurance and awareness building on importance of insurance
Provide assistance to insurer following insurance formalities and settlement of
claims
Provide monthly report to VO / CLF regarding the insurance done and claim
settled

(6) CLF - Krishi Mitra, CLF – Prani Mitra and CLF - Ajeevika Mitra
Eligibility:
-

The person should have required technical knowledge & first-hand experience
of the specific livelihoods activities and market trends
Should also be able to successfully demonstrate best practices.
should have convincing skills to motivate members to take up new activities /
interventions
willing to travel outside the village and work for long hours
Must be acceptable by the SHG and VO members
Keen to learn

Roles & Responsibilities
-

Facilitate the SHGs for identifying potential livelihood activities on the basis of
the existing / available resources.
Identification of the beneficiaries of the respective livelihood activities with
the help of SHG members.
Provide technical support to respective members in implementation of those
activities.
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-

Also train village level volunteers to provide support in specific activity to
members
- Should be aware of present practices and ensure regular follow up of the
identified beneficiaries and also guide them from time to time
- Actively participate and facilitate in the preparation of MIP/MCP
- Coordination and convergence with the concerned line Departments /
institutions for support under the guidance of the Cluster Coordinator and BLF
Coordinator (Livelihood)
- To collect data as per requirement and submit to CLF at regular interval
- Be well aware about the various insurance products and services for crops,
livestock and business assets.
(7) BLF - Resource Book Keeper
Eligibility:
-

SHG/VO Book Keeper working for at least 18 months
Knows SHG concept, management norms and meeting process
Passed 12th standard and have good communication skill
Preferably a member of “A” graded SHG and attended at least 75 weekly
meetings
Having knowledge of preparation of MCP/MIP and SHG auditing
Honest and hardworking as certified by SHG
Ready to travel, stay outside the village or in other districts
Keen to learn

Roles:
-

-

Provide support to other blocks for up scaling the project interventions and
also take care of book keeper training requirement within the intensive /
resource cluster.
Coordinate and provide necessary support to iCRP Team
Will stay with the iCRP Team during the CRP Round in other blocks of Tripura
Provide follow up support to SHGs after CRP Round
Provide support to SHGs in preparation of MCP / MIP
Coordinate with banks for bank linkages
Provide training and handholding support to Book Keepers
Formation of new SHGs with targeted HHs
Formation of loose VO
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(8) BLF - Community Resource Person (CRP)
Eligibility:
-

Best practitioner and experiential learner who can mobilise the poor into
SHGs and train them on the best practices.
She should be a member of a “A” grade SHG and attended at least 100 weekly
meetings in her SHG
She should have taken 3-4 doses of loans from the SHGs and should not be a
defaulter
Can read and write local language and has good communication skills
Honest and hardworking as certified by SHG
Formed at least 2-3 new SHGs in her own village and in nearby areas
Preferably from the same SHG or from a nearby SHG
Have basic knowledge of arithmetic
Must be acceptable by all SHG members
Keen to learn

Roles:
-

Identification of poor HHs
Formation of new SHGs with targeted HHs
Facilitation support in conducting PIP
Training of SHGs on Panchasutra
Revival of defunct SHGs
Facilitate SHGs to continue the best practices
Assist SHGs in preparation of MCP / MIP
She will report to VO on a monthly basis.

6.4. Selection of Community Cadres:
For all cadre priority must be given to women SHG members and those who belongs
to vulnerable or disabled groups. Accountability of the community cadre should be
with the community and their institutions only. SHG / VO / CLF will engage the
concerned cadre and her/his service will be renewed at regular interval after
objective performance assessment. The short-listing of community cadres are done
at the VO level through the SHGs and referred to CLF and BLF for finalization.
The professionally qualified staffs are short-listed through advertisement in local
newspaper only. Preference will be given to qualified experienced candidates from
the same district.
Selection Committee:
The CLF and BLF form a Selection Committee comprising of 1 Executive Members
from each CLF, 2 Executive Members from BLF, 1 Cluster Coordinator, the CEO of BLF
and 1 External Expert/representative from higher level Federation (district/State). At
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least 75% of the Selection Committee members will be changed in every three years.
The Selection Committee goes through a training process as conducted by the
experts to understand the nitty-gritty of a proper selection process.

6.5. Capacity Building of Community Cadre:
Classroom Training: Initially the TRLM and later on the BLF will organize the
classroom training for the community cadres. The theme and topics will differ from
time to time. The concerned capacity building official will be entrusted to develop
training calendar for each level by taking inputs from the community and other
staffs.
Learning by Doing: We believe that the person learn the best by doing things in the
field under the guidance of an experienced professional / senior experienced
community cadre.

6.6.Incentives to Community Cadres:
The institutions at each level (SHG/VO/CLF/BLF) has to generate income for the
payment to the community cadres. Initially the project may support for a specific
period through the VO/CLF
Dos and Dont’s while handling Community Cadre
(for the TRLM professional)

We understand the TRLM has the best interests of the VOs at the core of all the
steps they ate and we are fully appreciative of the same. But still to help us
stand on our own feet and run our own organisations we request the
professionals to adhere to the following norms especially during the
bootstrapping phase of any VO and similar organisations.
 All payments to CRPs and CSPs are to be made in the VO offices or any
other community organisations offices (CLF. BLF etc).
 The CSP shall report to the VO only and if need any other designated
community organisation as the case maybe and would be monitored by
the VO.
 We need help in designing of monitoring systems for the Community
cadre especially CSPs and there professionals from TRLM would be
extremely helpful in guiding us.
 All processes in the VO and other CBOs (Community Based
Organisations) would be open to scrutiny but during the conducting of
the processes the CBO shall have full authority to take its own decisions.
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Annexure-1
Protocol for revival of defunct /dormant SHGs under NRLM
In case a pre-NRLM defunct/ inactive SHG is to be worked upon, there may be in
two different approaches, namely, (i) Revival, (ii) Reorganization.
(i) Revival of SHGs:
If the old SHG retains their earlier bank account along with the balance in it besides
taking the responsibility of the outstanding bank loan, if any, the approach of revival of the
SHG shall be followed. There may or may not be change in the individual members and/ or
name of the SHG but the fundamental requirement shall be retaining the bank account
along with taking the responsibility of the outstanding loan, if any.
(ii) Reorganization of SHGs:
If there is change in the members of an old SHG necessitating new name and new
bank account for the SHG, the approach of reorganization shall be followed.
Steps to be followed for revival of SHGs:
Step-1: First of all, books of accounts of the SHGs and their updated bank statements
for all their bank accounts (including SB, loan etc.) shall be obtained and a thorough
audit of the transactions of the SHG shall be conducted to ascertain the present
condition of the SHG.
Step- 2: An exhaustive list of different conditions of the SHG has been provided in
Annexure- 1. After audit, it will be decided to which condition of the list the relevant
SHG matches exactly.
Step-3: After matching, the steps prescribed for the SHG in the last column of
Annexure-1 shall be followed for the SHG for making it active under NRLM fold.
Step-4: During this process, if necessary the SHG may decide to revise its members
list.
Steps for reorganization of SHGs:
Step-1: First of all, books of accounts of the SHGs and their updated bank statements
for all their bank accounts (including SB, loan etc.) shall be obtained and a thorough
[1]

audit in the transactions of the SHG shall be conducted to ascertain the present
condition of the SHG.
Step- 2: If it is decided by the members of the SHG that a new reorganized SHG
should be formed by changing the members list, necessitating change of the bank
account etc., appropriate step for formation of a reorganized SHG shall be taken. The
reorganized SHG shall be considered as a new SHG. But if the old SHG had received
RF and if the reorganized SHG retains more than half of the earlier members, the
reorganized SHG shall not be eligible for RF again.
Following points should be followed invariably:1. The SHGs who have already received RF earlier from other sources will not be
eligible for RF under NRLM.
2. In case of reorganised group, the group is not liable for any loan drawn by any of the
new member joined in the group.
3. After repayment of atleast 3(three) instalments of outstanding loans as per prescribed
repayment schedule, by the revived SHG, after taking into the NRLM fold, bank may
review and enhance the CC limit in accordance with RBI guidelines.

[2]

Protocol for revival of defunct /dormant SHGs
Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

C-1

Not
received

Not
receive
d

NA**

NA

C-2

Received

Not
receive

NA

NA

Steps to be taken
1) Resolution for revival shall be taken by the
SHG.
2) Conditions for NRLM compliance shall be
fulfilled.
3) After audit, ‘Member’s information’ & ‘Audit
statement’ formats, to be attached in Cash
Book of SHG for reflection in MPR.These
formats are to be recorded in the SHG
Minute Book also.
4) Updated Bank Pass Book for loan and
Savings A/C are to be recorded in SHG Cash
Book
5) Registration of SHG will be done after 1st
weekly meeting.
6) SHG has to follow Panchasutras.
7) For disbursement of Revolving Fund (RF),
SHG has to qualify Gradation exercise as per
NRLM norm.
8) In case of entry of a new member in the
group, change of Bank A/C, change of the
name of the group, SHG
to adopt a
resolution and submit to the Bank. A copy of
the same is to be sent to BMMU.
1) Resolution for revival shall be taken by the
SHG.
[3]

1) Resolution for revival of
SHG to be submitted to
BMMU.
2) Audit statement formats to
be recorded in 1st page of
Cash Book of 1st weekly
meeting. Closing balance
of Savings A/C & loan A/C
after audit to be written in
Cash Book as Opening
Balance.
3) Copy of updated Loan &
Savings Book to be
attached in SHG Minute
Book.
4) Gradation sheet to be
submitted to BMMU &
Bank.
5) The resolution for
reorganization to be
submitted to Bank and
BMMU.
1) Resolution for revival of
SHG to be submitted to

Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan
d

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken
2) Conditions for NRLM compliance shall be
fulfilled.
3) After audit, ‘Member’s information’ &
‘Audit statement’ formats, to be attached in
Cash Book of SHG for reflection in
MPR.These formats are to be recorded in
the SHG Minute Book also.
4) Updated Bank Pass Book for loan and
Savings A/C are to be recorded in SHG
Cash Book
5) SHG has upto follow Panchasutras.
6) Field functionaries of TRLM will observe
atleast upto 4th weekly meeting that SHGs
are following Panchasutras.
7) Registration of SHG will be done after 1st
weekly meeting.
8) CIF will be disbursed on the basis of
individual Micro Credit Plan (MCP).
9) Before disbursement of CIF, SHG has to
qualify the Gradation exercise.
10) CIF is a loan to SHG.
11) Entry of a new member in the group,
change of Bank A/C, change of the name of
the group, SHG to pass a resolution and
submit to the Bank. A copy of the same is
to be sent to BMMU
[4]

BMMU.
2) Audit statement formats to
be recorded in 1st page of
Cash Book of 1st weekly
meeting. Closing balance
of Savings A/C & loan A/C
after audit to be written in
Cash Book as Opening
Balance.
3) Copy of updated Loan &
Savings Book to be
attached in SHG Minute
Book.
4) Gradation sheet to be
submitted to BMMU &
Bank.
5) The
resolution
for
reorganization
to
be
submitted to Bank and
BMMU.

Conditio
n of the
SHG

C-3

Revolvin
g Fund
(RF)

Received

Bank
Loan

Receive
d

Repayme
nt of bank
loan* by
the SHG

Fully
repaid

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken

NA

1) Resolution for revival shall be taken by the
SHG.
2) Conditions for NRLM compliance shall be
fulfilled.
3) After audit, ‘Member’s information’ &
‘Audit statement’ formats, to be attached in
Cash Book of SHG for reflection in
MPR.These formats are to be recorded in
the SHG Minute Book also.
4) Updated Bank Pass Book for loan and
Savings A/C are to be recorded in SHG
Cash Book.
5) SHG to follow Panchasutras.
6) Field functionaries of TRLM shall observe
atleast upto 4th weekly meeting that SHGs
are following Panchasutras.
7) After 1st weekly meeting, such SHGs may
bring under NRLM fold.
8) Registration of SHG will also be done after
1st weekly meeting.
9) For disbursement of CIF, SHG shall have to
pass Gradation exercise.
10) CIF disbursement will be on the basis of
individual Micro Credit Plan (MCP).
11) CIF is a loan to SHGs.
12) For fresh credit, SHG has to pass a
resolution and submit to the Bank. A copy
[5]

1) Resolution for revival of
SHG to be submitted to
BMMU.
2) Audit statement formats to
be recorded in 1st page of
Cash Book of 1st weekly
meeting. Closing balance
of Savings A/C & loan A/C
after audit to be written in
Cash Book as Opening
Balance.
3) Copy of updated Loan &
Savings Book to be
attached in SHG Minute
Book.
4) Gradation sheet to be
submitted to BMMU &
Bank.
5) Resolution for fresh credit
to be submitted to Bank &
BMMU.
6) The
resolution
for
reorganization
to
be
submitted to Bank and
BMMU.

Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken

13)

1)
2)
3)

C-4

Receive
Received
d

Regular
repaymen
t but not
fully
repaid

No
overdue
loan

4)
5)
6)
7)
8)
9)

of resolution will also be sent to BMMU.
Entry of a new member in the group,
Change of Bank A/C, change of the name
of the group, SHG to pass a resolution and
submit to the Bank. A copy of the same is
to be sent to BMMU also.
Resolution for revival shall be taken by the
SHG.
Conditions for NRLM compliance shall be
fulfilled.
After audit, ‘Member’s information’ &
‘Audit Statement’ formats, to be attached in
the Cash Book of SHGs for reflection in
MPR.The formats are to be recorded in the
SHG Minute Book also.
Updated Bank Pass Book for loan and
Savings A/C are to be recorded in SHG
Cash Book.
SHG to follow Panchasutras.
Field functionaries of TRLM should observe
atleast upto 4th weekly meeting that SHGs
are following Panchasutras.
After 1st weekly meeting, such SHG may
bring under NRLM fold.
Registration of SHG will be done after 1st
weekly meeting of SHG.
On the basis of MCP, CIF will be disbursed
[6]

1) Resolution for revival of
SHG to be submitted to
BMMU.
2) Audit statement formats to
be recorded in 1st page of
Cash Book of 1st weekly
meeting. Closing balance
of Savings A/C & loan A/C
after audit to be written in
Cash Book as Opening
Balance.
3) Copy of updated Loan &
Savings Book to be
attached in SHG Minute
Book.
4) Gradation sheet to be
submitted to BMMU &
Bank.
5) Resolution for fresh credit
to be submitted to Bank &
BMMU.

Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken

10)
11)
12)
13)

1)
2)

C-5

Received

Receive
d

Repayme
nt
stopped

Overdue
loan within
`5000

3)
4)
5)

6)

to SHG.
CIF is a loan to SHG.
Before disbursement of CIF, SHG has to
qualify Grading exercise in accordance
with NRLM guideline.
For fresh loan SHG has to pass a resolution
for submission to the Bank and record in
the Minute Book of SHG.
Entry of a new member in the group,
Change of Bank A/C, change of the name
of the group, SHG to pass a resolution and
submit to the Bank. A copy of the same is
to be sent to BMMU.
Resolution for revival shall be taken by the
SHG.
Conditions for NRLM compliance shall be
fulfilled.
SHGs to follow Panchasutras.
Field functionaries of TRLM shall observe
atleast upto 4th weekly meeting that SHGs
are following Panchasutras.
After audit, ‘Member’s information’ &
‘Audit Statement’ formats, to be attached in
the Cash Book of SHGs for reflection in
MPR.The audit formats are to be recorded
in SHG Minute Book also.
Updated Bank Pass Book for loan and
[7]

6) The
resolution
for
reorganization
to
be
submitted to Bank and
BMMU.

1) Resolution for revival of
SHG to be submitted to
BMMU.
2) Audit statement formats to
be recorded in 1st page of
Cash Book of 1st weekly
meeting. Closing balance
of Savings A/C & loan A/C
after audit to be written in
Cash Book as Opening
Balance.
3) Copy of updated Loan &
Savings Book to be
attached in SHG Minute

Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken

7)
8)
9)

10)
11)
12)
13)
14)
15)
16)

Savings A/C are to be recorded in SHG
Cash Book.
SHGs to be facilitated to repay the loan in
single instalment.
If agreed to repay loan, a resolution in this
respect is to be passed by the SHG and
record it in the Minute Book.
Issue of repayment is to be raised before
Branch Level Bank Linkage Committee
under CBRM and One Time Settlement
(OTS) scheme to be discussed.
Under OTS scheme the issue of benefit of
waiver of interest amount shall be
discussed and settled.
Registration will be effective from 1st
weekly meeting of SHG.
Disbursement of Community Investment
Fund (CIF) will be based on individual
Micro Credit Plan (MCP).
CIF is the loan for SHG.
For availing CIF, SHG has to qualify the
Grading exercise as per NRLM norm.
A resolution for getting fresh credit from
Banks, SHG has to adopt a resolution for
submission to Bank.
Entry of a new member in the group,
Change of Bank A/C, change of the name
[8]

Book.
4) Resolution to repay the
loan by SHG to be
recorded in SHG Minute
Book and submit to
BMMU & Bank.
5) Gradation sheet to be
submitted to BMMU &
Bank.
6) Resolution for fresh credit
to be submitted to Bank &
BMMU.
7) The
resolution
for
reorganization
to
be
submitted to Bank and
BMMU.

Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken

1)
2)
3)

C-6

Received

Receive
d

Repayme
nt
stopped

Overdue
loan
between
`5001 and
`15000

4)
5)
6)
7)
8)
9)

10)

of the group, SHG has to pass a resolution
and submit to the Bank. A copy of the
same is to be sent to BMMU
Resolution for revival shall be taken by the
SHG.
Conditions for NRLM compliance shall be
fulfilled.
After audit, ‘Member’s information’ &
‘Audit Statement’ formats, to be attached in
the Cash Book of SHGs for reflection in
MPR.The resolution is to be recorded in
SHG Minute Book also.
Updated Bank Pass Book for loan and
Savings A/C are to be recorded in SHG
Cash Book
SHG to follow Panchasutras.
Atleast upto 4th (four) weekly meeting,
field functionaries of TRLM shall observe
that SHG follow Panchasutras.
SHGs to facilitate to repay loan.
If SHG agree to repay the outstanding loan,
a resolution is to be passed by the SHGs.
Issue of repayment is to be raised before
Branch Level Bank Linkage Committee
under CBRM for rescheduling the
repayment term.
Under OTS scheme, the benefit of waiver
[9]

1) Resolution for revival of
SHG to be submitted to
BMMU.
2) Audit statement formats to
be recorded in 1st page of
Cash Book of 1st weekly
meeting. Closing balance
of Savings A/C & loan A/C
after audit to be written in
Cash Book as Opening
Balance.
3) Copy of updated Loan &
Savings Book to be
attached in SHG Minute
Book.
4) Resolution to repay the
loan by SHG to be
recorded in SHG Minute
Book and submits to
BMMU & Bank.
5) Gradation sheet to be
submitted to BMMU &

Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken

11)
12)
13)
14)
15)
16)
17)

C-7

Receive
Received
d

Repayme
nt
stopped

Overdue
loan
between
`15001
and
`50000

1)
2)
3)

of interest & portion of principal amount is
to be discussed in Branch Level Bank
Linkage Committee under CBRM and
finalised.
After repayment of atleast one instalment,
SHG may be taken into NRLM fold.
Registration will be done on the date of 1st
weekly meeting of SHG.
CIF will be based on the basis of individual
MCP.
CIF is the loan to the SHG.
Before disbursement of CIF, SHG has to
qualify the Grading exercise.
For fresh loan SHG is to pass a resolution
to submit to the Bank.
Entry of a new member in the group,
Change of Bank A/C, change of the name
of the group, SHG has to pass a resolution
and submit to the Bank. A copy of the
same is to be sent to BMMU
Resolution for revival shall taken by the
SHG.
Conditions for NRLM compliance shall be
fulfilled.
After audit, ‘Member’s information’ &
‘Audit Statement’ formats, to be attached in
the Cash Book of SHGs for reflection in
[10]

Bank.
6) Resolution for fresh credit
to be submitted to Bank &
BMMU.
7) The
resolution
for
reorganization
to
be
submitted to Bank and
BMMU.

1) Resolution for revival of
SHG to be submitted to
BMMU.
2) Audit statement formats to
be recorded in 1st page of
Cash Book of 1st weekly
meeting. Closing balance

Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken

4)
5)
6)
7)
8)

9)

10)
11)
12)

MPR.This report is to be recorded in SHG
Minute Book also.
Updated Bank Pass Book for loan and
Savings A/C are to be recorded in SHG
Cash Book
SHG to follow Panchasutras.
Field functionaries of TRLM will observe
atleast upto 4th weekly meeting whether
SHG follow Panchasutras.
SHGs are to be facilitated to repay the
loan.
The issue of repayment is to be raised
before the Branch Level Bank Linkage
Committee under CBRM to finalise the
rescheduling term for repayment.
The benefit under OTS on waiver of
interest and a portion of principal amount
shall be discussed in the Branch Level
Bank Linkage Committee under CBRM and
finalised.
When repayment starts, the SHG shall be
brought under the NRLM fold.
Registration will be done as on the date of
1st weekly meeting.
When SHG repaid atleast 3(three)
instalments, Banks may review and
enhance the CC Limit as per RBI guideline.
[11]

of Savings A/C & loan A/C
after audit to be written in
Cash Book as Opening
Balance.
3) Copy of updated Loan &
Savings Book to be
attached in SHG Minute
Book.
4) Resolution to repay the
loan by SHG to be
recorded in SHG Minute
Book and submit to
BMMU & Bank.
5) Resolution for fresh credit
to be submitted to Bank &
BMMU.
6) Gradation sheet to be
submitted to BMMU &
Bank.
7) The
resolution
for
reorganization
to
be
submitted to Bank and
BMMU.

Conditio
n of the
SHG

C-8

Revolvin
g Fund
(RF)

Received

Bank
Loan

Receive
d

Repayme
nt of bank
loan* by
the SHG

Repayme
nt
stopped

Document to be submitted

Outstandin
g amount
of loan

Overdue
loan more
than
`50,000

Steps to be taken
13) For higher doses of credit, SHG has to pass
a resolution accordingly and submit to the
bank alongwith loan application form.
14) CIF will be disbursed in accordance with
individual MCP.
15) For availing MCP SHG has to pass Grading
exercise as per NRLM norms.
16) CIF is a loan to SHG.
17) Entry of a new member in the group,
Change of Bank A/C, change of the name
of the group, SHG has to pass a resolution
and submit to the Bank. A copy of the
same is to be sent to BMMU
1) Resolution for revival shall be taken by the
SHG.
2) Conditions for NRLM compliance shall be
fulfilled.
3) After audit, ‘Member’s information’ &
‘Audit Statement’ formats, to be attached in
the Cash Book of SHGs for reflection in
MPR.The report is to be recorded in the
SHG Minute Book also.
4) Updated Bank Pass Book for loan and
Savings A/C are to be recorded in SHG
Cash Book
5) SHG to follow Panchasutras.
6) Field functionaries of TRLM will observe
[12]

1) Resolution for revival of
SHG to be submitted to
BMMU.
2) Audit statement formats to
be recorded in 1st page of
Cash Book of 1st weekly
meeting of SHG. Closing
balance of Savings A/C &
loan A/C after audit to be
written in Cash Book as
Opening Balance.
3) Copy of updated Loan &
Savings Book to be

Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken

7)
8)

9)
10)

11)
12)

13)

atleast upto 4th weekly meeting whether
SHG follow Panchasutras.
SHGs are to be facilitated to repay the
loan.
The issue of repayment is to be raised
before the Branch Level Bank Linkage
Committee under CBRM and finalise the
rescheduling term for repayment.
SHGs have to pass resolution if they agree
to repay the loan and rescheduling term for
repayment of outstanding loan.
Discussion in Branch Level Bank Linkage
Committee under CBRM to be held
regarding benefit under OTS on waiver of
interest and a portion of principal amount
by banks to SHGs.
After repayment of atleast 3(three)
instalments, SHG may bring under the
NRLM fold.
When SHG repaid atleast 3(three)
instalments, Banks may review and
enhance the CC Limit as per RBI guideline
if SHG agrees to avail higher doses of
credit.
Accordingly SHG has to pass a resolution
and submit to bank for sanction of higher
doses of credit alongwith loan application
[13]

4)

5)
6)
7)

attached in SHG Minute
Book.
Resolution to repay the
loan by SHG to be
recorded in SHG Minute
Book and submit to
BMMU & Bank.
Gradation sheet to be
submitted to BMMU &
Bank.
Resolution for fresh credit
to be submitted to Bank &
BMMU.
The
resolution
for
reorganization
to
be
submitted to Bank and
BMMU.

Conditio
n of the
SHG

Revolvin
g Fund
(RF)

Bank
Loan

Repayme
nt of bank
loan* by
the SHG

Document to be submitted

Outstandin
g amount
of loan

Steps to be taken

14)
15)
16)
17)
18)

form.
CIF disbursement will be based on
individual Member-wise Micro Credit Plan
(MCP).
Before disbursement of CIF, SHG has to
qualify Grading exercise as per NRLM
norm.
CIF is the loan to SHG.
For higher doses of credit, SHG has to
pass a resolution and submit to the Bank
alongwith loan application form.
Entry of a new member in the group,
Change of Bank A/C, change of the name
of the group, SHG has to pass a resolution
and submit to the Bank. A copy of the
same is to be sent to BMMU

NB: *Bank loan includes all the bank loans taken by the SHG,
**
NA= Not Applicable

[14]

Annexure-2
Module on Pre-Concept Seeding
Time
30 mins

Session

Content

Methodology

Introductio
n

Introduction of
the SRLM team Open House
and CRPs

The Visiting team would identify themselves
as workers of SRLM and would share the
basic introduction about SRLM

Challenges faced
Challenges
by people in
in leading
Open house
leading a good
a good life
life

The facilitator would ask the women “what
kind of challenges you face in leading a good
life” Responses would come and the facilitator
would do good by tabulating the responses by
using pictures which he or she can prepare
beforehand.

60 mins

15 mins

Remarks

Picture
cutouts
symbols of different
problems
or
challenges
like
livelihoods, drinking
water,
health
facilities etc.

The stick game can be played here to talk
about the power of numbers.
Post the game the facilitator would ask
pointing to the problems that… “Can action

30 mins

30 mins

Process

Power of
Strength
of
collective
Game
collective action
action

be initiated for all these challenges faced by
Sticks for the stick
you if you come together as a group”
game
After all the discussions, answering general volunteers
doubts and other questions the facilitator
would ask the participants to go back to their
families and in the evening discuss what they
had seen and come up tomorrow with further
doubts tomorrow morning.

[15]

and

Annexure-3
Time
15 mins

15 mins

30 mins

Module on Concept Seeding
Session
Content
Methodology Process
Remarks
The Visiting team would identify
Introduction
of
themselves as workers of SRLM and
Introduction
the SRLM team Open House
would share the basic introduction
and CRPs
about SRLM
Any collective game such as Lion and
Goat Game, memory game, weight
game etc. to be played here to talk
about the power of numbers.
Power
of
Strength
of
collective
Game
Post the game the facilitator would ask
collective action
action
pointing to the problems that… “Can

action be initiated for all these
challenges faced by you if you come
together as a group”

60 mins

Film Show

The facilitator now would share with
the gathered groups after they have
responded that they can bring about a
change by coming together by saying
that we are now going to show you
other women from different parts of the
Film on SHGs
Film
led country have also benefitted by coming
movements
in
discussions
together. The films show would be
other areas.
shown and then followed by questions
ot trigger discussions
1.
2.
3.
[16]

What did you see?
How were the women reacting?
Why were they happy?

Films
from
NRLM
regarding stories
from
other
parts.

Time

Session

Content

Doubt
clarifications

Doubts
from
observers
and Open House
participants

45 mins

Methodology

15 mins

[17]

Process
Remarks
4.
What were the most important
images for you in this film?
After all the discussions on SHG as a
medium of bringing in change and
answering general doubts and other
questions the facilitator would ask the
participants to go back to their families
and in the evening discuss what they
had seen and come up tomorrow with
further doubts tomorrow morning.
Facilitator would invite any further
doubts now that they have gone and
discussed the film with their family
members
The facilitator would ask the names of
the interested participants; prepare a list Sheet to prepare
and finalise a date when the first the list.
savings meeting would be done.

Annexure- 4
Day

Two Days residential SHG Members training module
Time

Name of the
Session
Expectation
mapping and
Sharing of
Objective

First Day

9.3010.30

Code of
Conduct

Ice-breaking

10.3011.45

Introduction

Objective

Process

Make participants
1)The trainer would ask about what is their
understand the objective
expectation.2) Describe the objective by trainer, (
of the training and
the purpose of the training would be enhanced
assess their entry
understanding of SHG so that they can be proud
behaviour and
to be member of SHG
understanding
1)Role of participants after the training, not only
Make participants aware to have better understanding but they have to act
about the discipline to
collectively for betterment of their association 2)
be maintained to
Sharing about code of conduct like everyone
facilitate learning of the should speak, everyone should be heard, time for
member.
taking break, maintain cleanliness and other
discipline.
To make participants
feel ease and to tune
Songs from the participants and the trainers
them in the objective of
the training
Make participants know
Each member will make one friend with whom
and understand each
each member share about herself and family and
other and also to be
after sharing each member introduce her friend
familiar about the
to the group, facilitator/trainers also follow the
trainers
same process

11:45 12:00

Tea Break

[18]

Material
required
Chart Paper
and Marker

Chart Paper
and Marker

Day

Two Days residential SHG Members training module
Time

12.001.00

Name of the
Session

Ten questions
on women's life

Objective

Process

To raise awareness on
the present status of
women in the village
area

Interactive discussion on the questions: who of
you are married before age of 18? Who of you
are married of your own choice? How many of
you did attend school? Who studied more than
her brother? How many of you have some asset
of your name? What is the asset your husband
has? How many of you have some saving of your
name? How many of you went outside your area
alone for some work? Who of you can ride
bicycle? Whose husband shared household
work? Who of you did raise some issue in
gramshabha?

1.002.00

Lunch Break

2.002.45

Relooking
childhood
though game

To help the participant
relook the past life

2.454.30

Relooking the
journey of life
from childhood
till now

To help the participants
reflect on the journey of
life from childhood till
now and learn from life

Ask the participants to recall the games they use
to play during childhood ask them to choose one
group game among pool of game, divide the
entire participants in two groups and conduct a
game.
Make sub groups of four members, four
participants and one facilitator, number of
participants will be around 25, there will be
around six sub goups, everyone including
facilitator would share about their life from
childhood to till now, focusing on as a woman
what we face in our life and then one or two
present about the striking points of group's
discussion in plenary ( Facilitator's role is
[19]

Material
required

Day

Two Days residential SHG Members training module
Time

Name of the
Session

Objective

Process

Material
required

reinforcing the strength and potential in each
women taking instances from her own life)
4.305.00
5.005.30

need to be
organised

Make participants focus
on need of SHG

Lion and Goat game

5.307.00

Objective of
SHG

Make members
understand the holistic
approach of SHG

Make sub groups of four members, four
participants will share the objective of SHG in
sub-group and present in plenary ( facilitator will
assist them for writing the points on chart)

Tea Break

7:00 8:00

2nd Day

8:00 9:00
7.007.30am
7.308.00
8.008.30
8.309.30
9.3010.30

Dinner
Video Show

Starting with
song
Assessment of
participation

need to be member of A
SHG

Movie on "Chapla ka Sansar"

Opening song
Categorise participants according to their
participation.

Increase participation

Projector,
Laptop and
sound box
Chart Paper
and Marker
Chart Paper
and Marker

Breakfast
Recap of 1st Day
Need to address
members' life
issue

Fresh up 1st day's
learning
to sensitize members to
take collective action to
stand by each other in

Interaction in sub groups of 8-10 and
presentation in large group
Taking example of issues shared in introduction
generate discussion if there is any need to take
collective action, facilitators may draw example
[20]

Chart Paper
and Marker
Chart Paper
and Marker

Day

Two Days residential SHG Members training module
Time

10.3011.30

Name of the
Session

Understand the
spirit of NRLM

Objective

Process

crisis

of other groups if they had dealt with similar
issue
Starting with asking question: what is their
perception about any Govt. programme,
summarizing the discussion Facilitator will
narrate the objective, structure and component of
NRLM and how it is different from any other
Govt programme.

To help the participants
understand SHG from
NRLM's point of view

11.3012.00
12.001.00
1.001.30

Chart Paper
and Marker

Tea Break
Fixing indicator
for good group
Role of a
member

1.302.00

Sharing of
learning

1.452:30

Action plan

2.302.40
2.403.30

Material
required

Owth taking

to help participants own
the indicator by make
them create the
indicators
Member as a loan giver
and loan taker
To help the participants
articulate their learning
Individual members will
take initiative to
improve the health of
their own SHG

Interaction in large group

Chart Paper
and Marker

Make the members aware about all the loan
norms. For example: disburse loan on priority
basis, fixing no. Of installments based on the
income of the loan, timely repayment
large group learning

Chart Paper
and Marker

Documentation the action plan for follow-up.

Chart Paper
and Marker

Take a oath for working for development of women's life through SHG
Lunch Break
[21]

Candle and
matchbox

Annexure- 5
Module for VO concept seeding meeting
Time

60 mins

Session

Objective

Process

Note for Facilitator

Introduction

Introduction to
other
SHG
members in the
village

This can be done through a game or can be
done simply also by asking the participants to Props for games required as
share their name SHG name and one important per the game
they have left behind for coming to this meeting
Facilitator would ask the following question:

Enhanced
understanding
Importance of of the need for
45 mins groups in their collectivizing
lives
SHG members
at the village
level.

“We all have been part of our respective SHGs.
How has the SHG been beneficial to us as an
individual member, our family and also to the
community?”

Please take some time and discuss in your SHGs
and then respond in the open house.

[22]

The co facilitator would take
down the responses and the
facilitator would paraphrase
so that members can speak
and finally agree to whatever
they have shared. The
facilitator should try and help
the participants understand
that by coming together they
have been able to achieve
this much (whatever success
they are sharing as part of the
sharing)

Time

Session

Objective

30 mins

15 mins

15 mins

Process

Note for Facilitator
The co facilitator should note
down all the challenges as
they are being shared. A
good way would be to use
pictures to depict challenges
for eg a drop of water can
“What challenges are being faced by you, your symbolize water problems
family and your village in leading a good life”
and a coin can symbolize
lack of cash or income
related
challenges
etc.
Bottom-line being that the
challenges have to be listed
and be shown for display to
the participants
Collective game like Lion and Goat or the bottle
game or any games which show the power of More often than not after the
the collective action to the group
game the participants would
The facilitator then would show the challenges say that such a group has to
and ask the following:
come together and that it can
“If in the game all the groups members in a solve or initiate action to
village came together can they initiate action to resolve their problems

address these problems or challenges?”
To set the basic
minimum
Basic
norm norms for the
30 mins setting for the first meeting of
VLO
the VLO. (place
of
meeting,
frequency
of

The group would then be asked by the
facilitator that “ Now that we have seen and
decided to form such a group do you think such
a group can exist without norms?” After the
obvious answer the facilitator would facilitate
the basic norms for the VLO like place of sitting
frequency of meeting, Name of group etc.
[23]

As a facilitator please take
care that if the Group wants
to add or delete any norm
they should be free to do it.
If at all as a facilitator we can
ask them the consequence s
of their decisions and if we

Time

20 mins

10 mins

5 mins

30 mins

Session

Objective
meeting etc)

Process
The facilitator would then ask them is it
possible for all SHG members to come for all
meetings? IN al probablility most of the group
members would say that it is not possible and
logistically too it would be difficult to organise
such a meeting frequently.
Participants
The facilitator can play the balloon game* in a
should
way that the group moves from one stage of the
understand the game t o the other while choosing the right
need
for candidate for the task.
selecting
Selection
of
representatives
representatives
After completing the game the group would
develop
their
deliberate on how they chose the right person
criterion
and
for the correct task and then succeeded in doing
then select the
the assignment.
representatives
themselves
After this the facilitator would ask them
“…….since you chose different people for

different tasks in the game from the large can ou
use the same principle and select
representatives for your VLO?”
The first tasks would be to finalise the
parameters for the selection. Facilitator would
ask the group to finalise the parameters in the
large group itself. The co facilitator would keep
on writing the parameters of selection on the
white board for everyone to see. The facilitator
would generate discussion to finalise the
parameters by consensus.
[24]

Note for Facilitator
anticipate any such thing we
can share our apprehensions
but the ultimate decision is
in the hands of the group.

Time

Session

Objective

15 mins

5 mins

15 mins

To finalise the
Finalisation of next
meeting
the next date of and also tom
the meeting
come prepared
for it.

Process
Note for Facilitator
After finalization of parameters the facilitator
would ask the SHgs to sit as small groups and
select their representatives based on the
parameters they have chosen.
The selected representatives would be asked to
sit in the center as they are important members
of the EC.
The facilitator would then address the larger
group to have a round of applause for their
chosen ones and then ask before finalizing what
is the one task which is left and would
introduce the need for fixing the date for the
first official meeting of the VLO. The EC sitting
in the middle would do this as their first task of
the VLO. The date would then be announced
and the training would convene with a song or
prayer.

[25]

Annexure -6
Module of conducting MCP
Time

Session

2-3 days

Pre MCP tasks

15 mins
Introduction

Content

Methodology

Individual
level
income
expenditure
analysis
and
statement
preparation
Objectives of the
meeting
to
be
explained to the
participants
from
the groups and
introduction of the
facilitator

Process

First group meeting and
then individual house visits
FGD
and
to complete this income
House visits
expense statement of the
family

Note
for
Facilitator
VO members
or even CRPs’
help could be
taken
to
complete this
task

Open House
Facilitator will introduce the
participatory
objectives and himself.
discussions

VISIONING
70 mins
Defining
“Happy” family

a Perception of
“HAPPY” family

The present members would
be asked the following
Open house
question: “What according Set of pictures
a discussion
to you are the characteristics to be used
with closure
of a happy and a prosperous appended.
by Pictures

family?”

[26]

Time

Session

Defining a
family

Content

Methodology

Process

The facilitators task would
be to collate whatever
responses come up and
keep on summarizing and
para-phrasing what is being
said so that the group comes
up with a commonly
understood and agreed set
of
indicators.
The
discussion would be closed
by showing a set of Pictures
to summarise what has been
shared by the participants
and also to act as visual
reminder of what was
discussed.
The present members would
Open house be asked the following
Perception about a
question: “What according
poor
discussion
poor family and
with closure to you are the characteristics
their characteristics
of a poor family?”
by Pictures

[27]

Note
for
Facilitator

Time

Session

Content

Methodology

Process
The facilitators task would
be to collate whatever
responses come up and
keep on summarizing and
para-phrasing what is being
said so that the group comes
up with a commonly
understood and agreed set
of
indicators.
The
discussion would be closed
by showing a set of Pictures
to summarise what has been
shared by the participants
and also to act as visual
reminder of what was
discussed.

[28]

Note
for
Facilitator

Time

Session

Content

Methodology

60 mins

Understanding the
journey from “illbeing” to “wellbeing” status for
the family

Appreciation of the
journey the efforts
and the time taken
in
making
the
journey form ill
being
to
well
being.

Process

The concept of Seven
oceans would be explained
with the help of a pre-drawn
chart with seven lines and
the space between each line
depicting the oceans. This is
a reference to the proverb of
crossing “Seven oceans”
The facilitator would also
explain that this can be
taken as Seven stages too.
S/He would place the illOpen house being set of pictures at the
bottom of the chart and the
discussion
with
the well being set of pictures at
the top of the chart
gathered
explaining
hat
this
participants
movement from one state to
another is a journey which
families have to undertake
to be able to better happier
lives.
The facilitator would ask

“Have you seen any family
making this journey or
crossing
the
seven
oceans/stages and become
“happy and successful”
[29]

Note
for
Facilitator

The
seven
lines or stage
depicting
chart has to be
prepared
before
the
session by the
facilitator

Time

Session

Content

Methodology

Process

Note
for
Facilitator

The
facilitator
would
generate a discussion using
the examples provided by
the group to help them
understand that time, the
resources at the family’s
disposal as well as efforts
and planning for the same
are all important factors
impacting this journey.
If the meeting has more than
one SHG then it is advisable
to divide them into smaller
groups and ask them to
Where
is
my
family Now and
where do I want to
take it

“Place a mark on where

Discussions
on
according to you is your
where am I and Sub
group
family in this journey of
where do I want to discussions
seven stages” The group
go
would be asked to provide
feedback and come to a
consensus to finalise each
family in the group’s
positioning in the journey.

[30]

The facilitator
would have to
ensure that all
members
participate
and provide
their view on
the others as
to where they
are.
The
facilitator
would
have
help

Time

Session

Content

Methodology

Process
Post this discussion the the
particpants are asked “In the

next five years where would
you want your family to be
in the seven stages?”

The same process would be
followed as in the first case
to arrive at a consensus for
all the members in the Sub
group.

15 mins

Closure
Day1

for

The participants would be
asked to go back and
discuss
whatever
has
happened with their families
and come back with their
feedback and also discuss
the means and plans for
reaching the point which
they
have
mentioned
including resources required
and the sources where they

the

[31]

Note
for
Facilitator
participants to
talk
with
examples
whenever
they share any
feedback
as
well as their
viewpoints.
The facilitator
will have to
facilitate the
group
members
to
resolve any of
their conflicts
which
may
arise in the
discussions.

Time

Session

Content

Methodology

Note
for
Facilitator

Process
would be
resources.

getting

these

Day 2
30 mins

The facilitator would ask the
Previous
days
open house to share their
Recap of what was
Open House
feelings learnings
experiences and learnings
done yesterday
session
and experiences
from the group and also ask
them to share their feelings

60 mins
In the same sub-groups the
members will share and
Families feedback
discuss what their family
Sharing
the
Sub Group
on the placement
members have had to say
families feedback
activity
and the plan
about their placement in the
seven rivers and plans for
the next five years

[32]

If there are
any conflicts
then the group
would have to
be asked to
resolve
it
amongst
themselves
based on facts
and
participatory.

Time

Session

180 mins

Sharing the plans

Content

Methodology

Process

Note
for
Facilitator

In the same sub-groups the
members would be asked to
share their plans for the
achieving the envisaged
status.
The
discussion
should
answer
the The facilitator
following questions for each would have to
ensure
that
plan
once
the
discussions
1. Resources required
are
finished
Plans for reaching Sub Group 2. Expenses envisaged
for
one
group
3. Source of materials
the envisaged stage activity
start
4.
Details of the business they
filling
up
the
activity
5.
Time period of the required
formats
for
business or activity
their
business
6. Outputs or productivity
7.
Risks
and
their plan.
mitigation.
8.

Sources of investment.

9.
Repayment plan to
SHG (if any help reqd.)

[33]

Time

Session

Content

Methodology

90 mins

Consolidation of Details
of
the credit plans
business plans

the

10 mins
Closure and Vote
of thanks

[34]

Plenary

Process
Each individual member
shall share their plans in the
prescribed format in the
plenary. They would be
then provided feedback on
each of the elements of their
activity plan by the larger
group.
The feedback would be
incorporated and the final
plans would be then be sent
to their respective SHGS for
consolidation
and
prioritization. The SHG
would then send the final
microcredit plan to the VO
for
final
approval
subsequently.
The facilitator shall close
with a summary of what has
happened in the meeting
and thanking al the present
members

Note
for
Facilitator

Annexure- 7
Grading of SHGs by VOs
Monthly Health Report to the VO by SHG
1. Name of SHG:
2. Name of SHG representatives
3. Reporting period:
S.No Parameter
1

Meeting Regularity

2

Saving Regularity

3

Savings Rate

4

Attendance
Regularity

5

Interest repayment

6

Principal
repayment

Performance

Performance
Grade
Ratio/percentage

(Actual no. of savings
meetings
held/No
of
meetings scheduled)
(Actual number of members
saving/Total
number
of
members)
(Total number of amount
saved in the period/Total
number of members)
(Actual number of members
attending the meeting in a
month/Total
number
of
attendances)
(Amount of interest to be
paid in the period/ Total
numbers
of
loans
outstanding)
(amount of principal actually
repaid/Planned repayment of
principal amount in the
period)

Although the parameters are have been provided the VOs can add or modify the same to
be able to better understand the health status of the SHGs. The VOs are free to design
innovatively on the presentation so that the information is easily presented and managed in
the field. A few exampled would be colour coding instead of the Grades wherein the
members understand the meaning of the colour and therefore take corrective measures in
their groups.

[37]

Annexure-8
SHG Grading format for release of RF
A. Basic Information:Name of the SHG: ………………………………………….No. of members:…………………
Village: ………………Gram Panchayat:……………Block:………………District:………………
Date of formation of the SHG:…….……………..S/B A/C:……………….. Bank ………………
Branch…………….. IFSC code……………..(if any)
B. Details of Grading /Evaluation Exercise:
S.N
Indicator
Allotte
Formula for determining Marks
Marks
.
d
obtaine
Marks
d
1 Regularity of Meeting:
(a)
Regularity of holding
No. of meetings held X10
meetings by SHG
10
No. of meetings required to be held as per rule of
SHG
(b)
Regularity of
No. of members attending the meetings X10
Attendance of
Total no. of members expected to attend the
10
members in the
meetings
meetings
2 Regularity of Savings
Amount of savings deposited by the members X 10
by members
10
Amount of savings required to be deposited as per
rule of SHG
3 *Velocity of Lending
More than 1.5 :20
to members from
More than 1.0 up to 1.5:15
Group Corpus
20
More than 0.5 up to 1.0:10
More than 0.2 up to 0.5:5
Up to 0.2:0
4 Regularity in
Amount of recovery against Demand X 20
Repayment of loan by
20
Amount of Demand (required to be paid as per
members
repayment schedule)
5 Updated Record keeping:
a)
Minutes/ Resolution
4
Book
Maintained up to date :Full marks
b)
Cash Book
8
Maintained , but not up to date:Half Marks
c)
Savings Ledger
4
Not maintained:0 (no Mark)
d)
Loan Ledger
4
e)
General Ledger
6
f)
Individual Pass Book
4
Total
100
*Velocity of lending from Group Corpus=
Total Amount lent to the members
(Total credit)
Total capital available with the Group
[38]






A Grade: 80 or more marks
B Grade: 70-79 marks
C Grade: 60-69 marks
D Grade: less than 60 marks

Only A & B graded SHGs are to be considered for release of RF on the basis of
recommendation of the gradation committee.

[39]

Annexure- 9
SHG Grading format for release of CIF
A. Basic Information:Name of the SHG: …………………………………………No. of members:………………………
Name of the VO: ……………………………………..
Village: ………………Gram Panchayat:……………Block:………………District:………………
Date of formation of the SHG:…….…………S/B A/C:……………….. Bank ………………
Branch…………….. IFSC code……………..(if any)
B. Details of Grading /Evaluation Exercise:
S.N
Indicator
Allotte
Formula for determining Marks
Marks
.
d
obtaine
Marks
d
1 Regularity of Meeting:
(a)
Regularity of holding
No. of meetings held X10
meetings by SHG
10
No. of meetings required to be held as per rule of
SHG
(b)
Regularity of
No. of members attending the meetings X10
Attendance of
Total no. of members expected to attend the
10
members in the
meetings
meetings
2 Regularity of Savings
Amount of savings deposited by the members X 10
by members
10
Amount of savings required to be deposited as per
rule of SHG
3 *Velocity of Lending
More than 1.5 :20
to members from
More than 1.0 up to 1.5:15
Group Corpus
20
More than 0.5 up to 1.0:10
More than 0.2 up to 0.5:5
Up to 0.2:0
4 Regularity in
Amount of recovery against Demand X 20
Repayment of loan by
20
Amount of Demand (required to be paid as per
members
repayment schedule)
5 Updated Record keeping:
a)
Minutes/ Resolution
3
Book
Cash
b Book
Maintained up to date :Full marks
)
6
Maintained , but not up to date:Half Marks
Not maintained:0 (no Mark)
c)
Loan Ledger
3
d)
General Ledger
5
e)
Individual Pass Book
3
[40]

6

Group Performance
10
Total score achieved in Group Performance
Evaluation (NonEvaluation (Non-Financial) X 10
Financial)#
200 or 205 in case of external accountant
Total
100
*Velocity of lending from Group Corpus=
Total Amount lent to the members
(Total credit)
Total capital available with the Group
# Group Performance Evaluation (Non-Financial) – format given in separate sheet.
 A Grade: 80 or more marks
 B Grade: 70-79 marks
 C Grade: 60-69 marks
 D Grade: less than 60 marks
Only A & B graded SHGs are to be considered for release of CIF on the basis of
recommendation of the gradation committee.

[41]

Annexure- 10
Group Performance Evaluation (Non-Financial)

Sl
N
o

1

Indicator

Guidelines

Sugg
ested
Scor
e

Have any members dropped out in the last
six months?

i
ii
iii

None
Less than 20%
more than 20%

5
3
0

2

3.

Does the group follow system to deal with
aberrant behaviour of members e.g. latecoming, non-attendance, delayed payments
etc.?

i.
ii.
iii.

Does the group rigorously follow the norms
regarding

i)
ii)
iii)
iv)
v)

i)
ii)
iii)
iv)
v)
vi)
vii)
viii)

Attendance
Punctuality
Savings
Loan planning
Loan vetting
Repayment
Sharing responsibilities
Changing role holders

Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N

Yes and enforced
Yes but not enforced
No

15
9
3

8 Yes
4--7
2-3
1 Yes
0

10
Yes
Yes

6-8

Yes

3-5
1
0

[42]

Score

4

Is the meeting being conducted in the
stipulated manner?

9 - 12 nos. of yes
5 - 8 nos. of Yes
< 5 no. of yes

i.

5

Members sit in a circle
Yes/No
ii.
Opening cash balance is checked at
the start of the meeting
Yes/No
iii.
Loan amounts due are read out
Yes/No
iv.
Interest dues are read out.
Yes/No
v.
Accountant reads out individual
savings and loan balances after
making entries.
Yes/No
vi.
Cash is handled by a member chosen
by the group.
Yes/No
vii.
Members tally physical cash
collected with the accounting
balances.
Yes/No
viii. Most of the members actively take
part in the loan appraisal process.
Yes/No
ix.
Closing balance cash tally is made,
and announced aloud.
Yes/No
x.
Treasurer signs in the cash book.
Yes/No
xi.
Attendance is taken.
Yes/No
xii.
All members stay till the end of the
meeting.
Yes/No
Is the minute’s book being maintained
regularly?

i
ii
iii

10
6
2

i.
ii.
iii.

Regularly
Once in a while
Never

10
4-6
0

[43]

6

How is the quality of bookkeeping?
All transactions are recorded correctly
Y/N
Recording is clearly legible.
Y/N

i.
ii.
iii.
iv.
v.

5Y
3-4Y
2Y
1Y
0Y

10
6
4
2
0

Calculations are correct.
Y/N
There is no or little overwriting.
Y/N
Monthly trial balance is prepared correctly.
Y/N
7

Does the accountant (where he/she is a nonmember) participate in the decision making
process of group?

i.
ii.
iii.

does not take part
participates but does not
influence decision-making
influences decisions

5
3

0
8

How many members are aware about
the financial status of the group i.e. total
savings,

i.
ii.
iii.

many
half of the members
very few

15
6-9
0-3

i)
ii)

Rs. 500 – 1000
> Rs. 1000, < Rs. 500

5
0-2

total interest, outstanding with each
member, group expenses etc.
9

How much was available in the cash box?
Take the median1 value of the last 10
meetings.
Process for credit disbursal

1

i

All loan requests for the day are
made together

i. The whole process is followed
strictly in letter and spirit and all
members are involved fully

1

20
9-12

The median of a finite list of numbers can be found by arranging all the observations from lowest value to highest value and
picking the middle one (e.g., the median of {3, 3, 5, 9, 11} is 5). If there is an even number of observations, then there is no
single middle value; the median is then usually defined to be the mean of the two middle values (the median of {3, 5, 7, 9} is (5
+ 7) / 2 = 6)

[44]

0

ii

ii. Steps are briefly followed
iii. All members are not involved
iv. No set system

1
1

The loan request is accompanied by
a loan utilisation and repayment plan
iii
The plan is presented in the group
iv
The members discuss the plan
v
Discussions centre around the
feasibility of the plan given the
situation of the family of the member
vi
The feasibility of the repayment is
critically looked at
vii
Members agree/raise
queries/objections based on the
information that they have and
disclose
viii
The loan is prioritised against other
requests
ix
The loan is
sanctioned/reduced/refused based on
these objective criteria
x
The final decision is documented in
the books, including the minutes
book with signature
Does the group make references to the
needs/concerns of members in the group?

1
2

What was the nature of socio-economic
composition of the group?

1
3

What was the nature of sharing and listening
in the meeting?

i. Homogeneous
ii. More Homogeneous than
heterogeneous
iii. More heterogenous than
homogenous
iv. Heterogeneous
i. Almost all members were high
on sharing and listening in the
meeting.
ii. Most members were high on
sharing and listening.
iii. Some members were high; while
others were low on sharing and
listening.
iv. Almost all members were low on
sharing and listening in the
meeting

i. Almost always
ii. Usually
iii. Sometime
iv. Rarely

[45]

4-6
0

5
4
3
2
5
4
3
2
15
9
6
2

1
4

How were silent people treated?

1
5

How many members
responsibilities?

1
6

How were decisions taken in the group?

1
7

How was leadership
exercised in the group?

take

i.

and

on

group

influence

Almost all silent members
were invited to participate
ii.
Most silent members were
invited to participate
iii.
Some were invited; while
others were ignored.
iv.
Almost all silent members
were ignored.
i. Almost all.
ii. Most
iii. Some
iv. One or two.
i. Decisions were arrived at
through a process of consensual
validation with almost all
members participating in the
process.
ii. Decisions were arrived at by a
majority participating in a
democratic process.
iii. Members were divided on most
issues; decisions were difficult to
arrive at
iv. Decisions were taken by one or
two members in the group
i. Almost all members exercised
leadership and influence at
different points of time in the
group
ii. Many members exercised
leadership and influence in the
group.
iii. No clear pattern of leadership
and influence was observable.
iv. Leadership and influence was
centralized in the hands of one
or two members in the group

[46]

15
12
9
3
15
9
6
2
15

12
9
3

15
12
9

3

1
8

How did members address problems that
were identified by the group?

i. Problems were identified; and
members generated a number of
alternatives to deal with the
problem.
ii. Problems were identified; but
exploration of alternatives was
inadequate.
iii. Problems were identified; but
alternatives were not explored
iv. Problems were brushed under
the carpet

Total Score

15
12
9
3

200
or
205
in
case
of
exter
nal
acco
unta
nt

[47]

Annexure- 11
Credit linkage -1
SHG Grading format for release of 1st Credit Linkage
A. Basic Information:Name of the SHG: …………………………………………. No. of members:………………………
Name of the VO: ………………………………………………………….
Village: ………………Gram Panchayat:……………Block:………………District:…………………
Date of formation of the SHG:…….……………..
S/B A/C:……………….. Bank ……………… Branch…………….. IFSC code……………..(if any)
B. Details of Grading /Evaluation Exercise:
S.N.

Indicator

1
(a)

Regularity of Meeting:
Regularity of holding
meetings by SHG
Regularity of Attendance of
members in the meetings
Regularity of Savings by
members
*Velocity of Lending to
members from Group Corpus

(b)
2
3

Allotted
Marks
10
10
10

20

4
5
a)

c)
d)
e)
6

Regularity in Repayment of
loan by members
Updated Record keeping:
Minutes/ Resolution Book
b
Cash Book
)

20

Formula for determining Marks

Marks
obtained

No. of meetings held X10
No. of meetings required to be held as per rule of SHG
No. of members attending the meetings X10
Total no. of members expected to attend the meetings
Amount of savings deposited by the members X 10
Amount of savings required to be deposited as per rule of SHG
More than 1.5 :20
More than 1.0 up to 1.5:15
More than 0.5 up to 1.0:10
More than 0.2 up to 0.5:5
Up to 0.2:0
Amount of recovery against Demand X 20
Amount of Demand (required to be paid as per repayment schedule)

3
6

Maintained up to date :Maintained , but not up to date:Not maintained:-

Full marks
Half Marks
0 (no Mark)

Loan Ledger
3
General Ledger
5
Individual Pass Book
3
10
Total score achieved in Group Performance Evaluation (NonGroup Performance
Financial) X 10
Evaluation (NonFinancial)#
200 or 205 in case of external accountant
Total
100
*Velocity of lending from Group Corpus= Total Amount lent to the members (Total credit)
Total capital available with the Group
# Group Performance Evaluation (Non-Financial) – format given in separate sheet.






A Grade: 80 or more marks
B Grade: 70-79 marks
C Grade: 60-69 marks
D Grade: less than 60 marks

Only A & B graded SHGs are to be considered for release of Credit Linkage-1 on the basis of
recommendation of the gradation committee.
[48]

Annexure- 12
Credit linkage -2 and onwards
SHG Grading format for release of 2nd Credit Linkage
A. Basic Information:Name of the SHG: …………………………………………. No. of members:………………………
Name of the VO: ………………………………………………………….
Village: ………………Gram Panchayat:……………Block:………………District:…………………
Date of formation of the SHG:…….……………..
S/B A/C:……………….. Bank ……………… Branch…………….. IFSC code……………..(if any)
B. Details of Grading /Evaluation Exercise:
S.N.

Indicator

1
(a)

Regularity of Meeting:
Regularity of holding
meetings by SHG
Regularity of Attendance of
members in the meetings
Regularity of Savings by
members
*Velocity of Lending to
members from Group Corpus

(b)
2
3

Allotted
Marks
10
10
10

20

4

a
b
5
a)

c)
d)
e)
6

Regularity in
Repayment (to be
done by Banker)
Regularity in repayment of
loan by members
Regularity in repayment of
Bank loan by SHG
Updated Record keeping:
Minutes/ Resolution Book
b
Cash Book
)

Formula for determining Marks

No. of meetings held X10
No. of meetings required to be held as per rule of SHG
No. of members attending the meetings X10
Total no. of members expected to attend the meetings
Amount of savings deposited by the members X 10
Amount of savings required to be deposited as per rule of SHG
More than 1.5 :20
More than 1.0 up to 1.5:15
More than 0.5 up to 1.0:10
More than 0.2 up to 0.5:5
Up to 0.2:0
Amount of recovery against Demand X 20
Amount of Demand (required to be paid as per repayment schedule)

10
10
3
6

Maintained up to date :Maintained , but not up to date:Not maintained:-

Full marks
Half Marks
0 (no Mark)

Loan Ledger
3
General Ledger
5
Individual Pass Book
3
10
Total score achieved in Group Performance Evaluation (NonGroup Performance
Financial) X 10
Evaluation (NonFinancial)#
200 or 205 in case of external accountant
Total
100
*Velocity of lending from Group Corpus= Total Amount lent to the members (Total credit)
Total capital available with the Group
# Group Performance Evaluation (Non-Financial) – format given in separate sheet.



A Grade: 80 or more marks
B Grade: 70-79 marks
C Grade: 60-69 marks
D Grade: less than 60 marks
Only A & B graded SHGs are to be considered for release of Credit Linkage-2 on the basis of
recommendation of the gradation committee.




[49]

Marks
obtained

Annexure- 13
Module of Accounts Training-1
Session
Objective
Methodology
song/prayer
For mind set up
Individual group wise song/prayer
introduction
Self introduction and their group
To know each other
name and para
expectation
Facilator will ask expectations from
mapping
To know their views
participants and core facilitaor will
note down
game
To make them understand
about the importance of
book keeping
Hide and seek game
sharing objective To make them understand
of training
about the importance of
accounts training
checking cash
Divided in sub groups than
book & pass book
identifying errors by following rmts(
Identification of errors
regular meeting transaction sheet)
Break
for
30 mins
meeting norms
To make them
Facilitator will dictate all the
understand the meeting meeting norms and participants will
process
write down
correction of books
Share all the errors in general than
divide in sub groups than correcting
errors by following rmts( regular
Problem solving
meeting transaction sheet)
learning of the day
To check how far they
understood
Share individual learnings
feedback
For future benefit
fix next training date
[52]

Duration
15-20 mins

Resources needed
Nil

25 mins

Register

20 mins

Pad, pen

30 mins

Pad, pen, cloth

15 mins

Nil

30 mins

Pad, pen, cash
book, pass book

45 mins

Copy, pad,pen,
instruction sheet

60 mins

Pad, pen, cash
book, pass book

25 mins
20 mins
15 mins

Pad, pen
Pad, pen
Pad, pen

Annexure- 14
Module of Accounts Training-2
Time

9.00
am 9.45
am

Session

content

Method

Introductio
n

Name of the
participant,
SHG,Village
name.

Game

Expectation
mapping

Members view
about the
training,
Sharing
objectives by
facilitators

Sub Group
Activities
(SGA)

Process
Each member will walk (fast, slow, zigzag
etc.), greet others silently, make pair, Share
their name , group, para, village name in the
group .
Facilitator will use an inovative ways for
expectation mapping and objective sharing .
Option 1- facilitator will give them some
paper cutting like a leaf, then the book
keepers will write their expectation in the
leafs. on the other hand facilitator will draw
the structure of a tree on the chart paper. After
write down the expectation the group
members attached the leafs on the tree. After
that book keeper will read out all their
expectation.
Option 2- Example-can use a ball & throw the
ball to member, every member will share
their view
after getting the ball. Describe the objective
by the trainer (the purpose of the training
would understand the importance of books
of records, understand the different types of
books where they can entry their loan
transaction in SHG, enter the transaction of
recpectives books & record the discussion in
minutes book.)
[53]

Required
materials

Chart
paper,marke
r,Balls,
white board

Time

Session

Code of
conduct for
the training

Recap of
the
previous
training

9.45am
to
10.15
am

Importance
of loan
ledger in
the SHG

10.15
am to
11am

Introduce
all the
books of
records
related to
loan

content
Discipline and
time limit of
training
sanitation,
cleanliness of
the training
hall, lunch and
tea time,
emergency
facilities.
Members will
recap the
previous book
keeping
training.
What are the
importance of
Books of record
(obj-1)

Types of books
of record (obj-1)

Method

Lecture

Sub group
activates.

lecture

Lecture ,
Pic LED
discussion

Process

Required
materials

Facilitator will inform participants about basic
amenities in -around the training centre.
expected behaviour or conduct during the
training, S/he will share about code of
conduct like everyone should speak everyone
should be heard, time for taking break,
maintain cleanliness and other discipline or
S/he can encourage participants to make their
norms for training and clearly write on chart .
All the book keeper will remind one by one
step of the previous training and the facilitator
will write all the steps on by one in a white
board

White board
, white
board
marker,
duster etc.

The participant will ask the importance of
loan book according to them. After their
feedback the facilitator will remind them the
game in first book keeping training regarding
the importance of book keeping.
After that the facilitator will write down all the
importance of book keeping according to the
book keepers.

Chart Paper,
Markers

The facilitator will show all the pictures to the
trainee and also briefly describe the loan
ledger.

Laptop with
speaker and
Projector,
empty
plastic box

[54]

Time

Session

content

Method

11am
to
11:15a
m

11.15a
m to
2.00
pm

3:00p
m to
4:00p
m

Required
materials

Tea break 15 mins
All the member will sit in a circle. Facilitator
will get ensure the attention and environment
before starting the activity. Co-facilitator (if
any) Distribute the empty formats and cases
(Practice)
How
to
to all the book keepers a them ( a group
entry
in maintain all the Role play &
named by Unnati mahila dal. Today is there
books
of transaction and Discussion
meeting day , a member named by Rita Dey
records
records (obj-3)
take 1000/- loan from the group. Their total
savings upto this meeting is 1563/-) . Now
where the book keeper will fill up the format
according to the case study.

2:00p
m to
2:30p
m
2:30p
m to
3:00p
m

Process

Recap

Sharing of their
knowledge
regarding this
training

SGA

Cross
check

Evaluating

SGA

Lunch
Facilitator will divide the members in sub
group, provide them the chart paper, markers
&ask them to write their understanding on
book keeping process, about entry of records.
Then present it in planery
All book keeper will be asked to cross check
their books of records with the other members
[55]

photocopy
of books of
record,case
study

Chart Paper,
Markers

Annexure- 15
Module of Accounts Training-3
Time

Session

content

Method

Introduct
ion

Name of the
participant,
SHG,Village
name.

Game

Expectati
on
mapping

Members
view about
the
training,Shari
ng objectives
by facilitators

Sub Group
Activities
(SGA)

9.00
am 9.45
am

Process
In this introduction process the SHG book
keeper will make a pair of 2.then they will give
5 minute time to know about her pair meet.
Then the book keeper will introduce not herself
she will introduce her pair meet name.( As a eg,
if there is a pair name sita and mita sita will
introduce mita and mita will introduce sita)
Facilitator will use an inovative ways for
expectation mapping and objective sharing .
Option 1- facilitator will give them some paper
cutting like a leaf, then the book keepers will
write their expectation in the leafs. on the other
hand facilitator will draw the structure of a tree
on the chart paper. After write down the
expectation the group members attached the
leafs on the tree.
After that book keeper will read out all their
expectation.
Option 2- Example-can use a ball & throw the
ball to member, every member will share their
view after getting the ball. Describe the
objective by the trainer (the purpose of the
training would understand the importance of
books of records, understand the different types
of books where they can entry their loan
[56]

Required
materials

Chart
paper,marker,
Balls, white
board

transaction in SHG, enter the transaction of
recpectives books & record the discussion in
minutes book.)

Code of
conduct
for the
training

Recap of
the
previous
training

9.45am
10.15 am

Discipline
and time
limit of
training
sanitation,
cleanliness of
the training
hall, lunch
and tea time,
emergency
facilities.
Members will
recap the
previous
book keeping
training.

Import
ance
of
What are the
minut
importance
e
of Books of
book record (obj-1)
the
SHG

Lecture

Sub group
activates.

lacture

Facilitator will inform participants about basic
amenities in -around the training centre .
expected behaviour or conduct during the
training, S/he will share about code of conduct
like every one should speak everyone should be
heard, time for taking break, maintain
cleanliness and other discipline or S/he can
encourage participants to make their norms for
training and clearly write on chart .
All the book keeper will remind one by one step
of the previous training and the facilitator will
write all the steps on by one in a white board

The participant will ask the importance of loan
book according to them. After their feedback the
facilitator will write down all the importance of
book keeping according to the book keepers.
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White board ,
white board
marker, duster
etc.

Chart Paper,
Markers

10.15 am
11am

Introd
uce
the
minut
e

What is the
minute book
(obj-1)

Lecture , Pic
LED
discussion

11am
11:15am

11.15am
to
2.00 pm

The facilitator will show all the pictures to the
trainee and also briefly describe the minute
book.

Laptop with
speaker and
Projector,
empty plastic
box

Tea break 15 mins

(Practi
ce)
entry
in
books
of
record
s

How to
maintain all
the
discussion in
the minute
book

Role play &
Discussion

2:00pm
2:30pm
2:30pm
3:00pm

Recap

Sharing of
their
knowledge
regarding this
training

3:00 PM
to 4:00
PM

Cross
check

Evaluating

SGA

SGA

All the member will sit in a circle. Facilitator
will get ensure the attention and environment
before starting the activity. Co-facilitator (if any)
Distribute the empty formats and cases to all the
book keepers a them ( a group named by Unnati
mahila dal. Today is there meeting day , a
member named by Rita Dey take 1000/- loan
from the group. Their total savings upto this
meeting is 1563/-, in this meeting total present is
10 out of 11., every member give rs 20 as
compulsory savings) . Now where the book
keeper will fill up the format according to the
case study.
Lunch
Facilitator will divide the members in sub group,
provide them the chart paper, markers &ask
them to write their understanding on book
keeping process, about entry of records. Then
present it in planery
All book keeper will be asked to cross check
their books of records with the other members
[58]

photocopy of
books of
record, case
study

Chart Paper,
Markers

Annexure- 16
Module of Accounts Training-4
Time

9.00 am
- 9.45
am

Session

content

Introducti
on

Name of the
participant,
SHG,Village
name.

Expectati
on
mapping

Members view
about the
training,Sharin
g objectives by
facilitators

Method

Game

Sub Group
Activities
(SGA)

Process

Required
materials

All the participant will seat in a circle and
share their name ,para name and group
name.
Facilitator will use an inovative ways for
expectation mapping and objective sharing
.
Option
1- facilitator will give them some paper
cutting like a leaf, then the book keepers
will write their expectation in the leafs. on
the other hand facilitator will draw the
structure of a tree on the chart paper. After
write down the expectation the group
members attached the leafs on the tree.
After that book keeper will read out all
their expectation.
Option 2- Example-can use a ball & throw
the ball to member, every member will
share their view after getting the ball.
Describe the objective by the trainer (the
purpose of the training would understand
the importance of books of records,
understand the different types of books
where they can entry their loan transaction
in SHG, enter the transaction of recpectives
books & record the discussion in minutes
[59]

Chart
paper,marker,Bal
ls, white board

Time

Session

content

Method

Process

Required
materials

book.)

9.45am
to
10.15
am

Code of
conduct
for the
training

Discipline and
time limit of
training
sanitation,
cleanliness of
the training
hall, lunch and
tea time,
emergency
facilities.

Recap of
the
previous
all
trainings

Members will
recap the
previous book
keeping
trainings.

Importanc
e of all
books of
records

What are the
importance of
Books of
record (obj-1)

Lecture

Sub group
activates.

Lacture
and SGA

Facilitator will inform participants about
basic amenities in -around the training
centre . expected behaviour or conduct
during the training, S/he will share about
code of conduct like everyone should
speak everyone should be heard, time for
taking break, maintain cleanliness and
other discipline or S/he can encourage
participants to make their norms for
training and clearly write on chart .
All the book keeper will remind one by
one step of the previous training and the
facilitator will write all the steps on by one
in a white board
In this season the participant will tell what
are the importances of book of records in
the SHG according to the book keepers.
Then the facilitator will write all the points
in a chart paper.
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White board ,
white board
marker, duster
etc.
Chart Paper,
Markers

Time
10.15
am to
11am

Session

content

Method

Process

Introduce
all the
books of
records in
SHG

Types of
books of
record (obj-1)

Lecture ,
Pic LED
discussion

The facilitator will show all the pictures to
the trainee and the participant will briefly
describe the books. If there is any problem
or mistake the facilitator will help them .

11am to
11:15am

11.15am
to
2.00 pm

Tea break 15 mins

(Practice)
entry in
books of
records

How to
maintain all
the transaction
and records
(obj-3)

In this season the facilitator will give them
a transaction card and also a blank format
and give any meeting from the cash book.
Role play & (loan and principle and interest must be
Discussion there in the particular meeting.) then all the
participant will ask to solve the issue and
fill up the transaction according to the case
study.

2:00pm
to
2:30pm
2:30pm
to
3:00pm
3:00pm
to
4:00pm

Required
materials
Laptop with
speaker and
Projector,
empty plastic
box

Recap

Sharing of their
knowledge
regarding this
training

SGA

Cross
check

Evaluating

SGA

Lunch
Facilitator will divide the members in sub
group, provide them the chart paper,
markers &ask them to write their
understanding on book keeping process,
about entry of records. Then present it in
planery
All book keeper will be asked to cross
check their books of records with the other
members
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photocopy of
books of
record,case
study

Chart Paper,
Markers

Annexure- 17
Module on Sensitization of Bankers
Session
Objective
Methodology
Process
To get introduced to the
General one on one introduction by each
Introduction
trainers and to other trainees Individual sharing
participant sharing his name branch name
The participants would be given a meta card
each to write down their expectations each and
Expectation
To understand the
Individual sharing
some of them would be asked to share their
mapping
expectations of each trainee on meta cards
expectations from the whole group.
The main trainer shall share the objectives of the
Sharing of
To share the objectives of
PowerPoint
training and run the participants through the
objectives
the training
presentation
general plan for the day.
TO help participants
understand the mission
Understanding vision and progress this far
Video show with
The trainer shall run the video and then bring on
TRLM
of TRLM
PPT or PPT alone
the presentation on TRLM
This shall be followed by presentations by VO
and CLF leaders from the community about their
work and the support they need from Banks
The trainer will talk about the challenges being
face din the field in credit linkages and open the
To talk about the challenges Open house
house for discussions on what challenge are
Brainstorming and the way ahead
discussion
there in linking the SHGs to the banks.
Post this discussion after the challenges have
been discussed the group would sit and finalize a
plan for how existing applications for linkages
maybe addressed.
The trainer would thank the bankers for their
Vote of thanks
presence and end the training.
[62]

