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Step-by-step process for starting MFI activity of Federations

Identification of Federation on the basis of grading status of the Federation & the Clusters
within the Federation-(It is desirable that the Federation should be ‘A’ graded and at least 50%
of the Clusters should be ‘A’ and rest should be ‘B’graded. No of SHGs within the Federation
should be more than 300).

Registration of the Federation under W.B. Societies Registration Act (if not already done)
Adoption of the operation guidelines for MFI activity in the meeting of General Body of the
Federation (guidelines furnished in Annexure-I)

Engagement of a suitable retired Banker as Banking Resource Person for MFI on contractual
basis (model form for engagement is furnished in Annexure-II)

Organising Orientation Training of Banking Resource Person, District Nodal officer and
Federation Office Bearers at State / District level — Sessions to be taken by state level Resource
Persons( model training module is furnished in Annexure-III)

Organising Orientation Programme (1 day) of BDO, Sabhapati, Block Nodal Officer , Block
level PRI representatives, Block level Officials and General Body members of Federation /
Cluster Leaders at Block level — to be facilitated by the Banking Resource Person for MFI of
the Federation & the District Nodal Officer ( for Federations) of DRDC ( module furnished in
Annexure-1V)

Organising Orientation Programme (1 day) of Group Leaders, GP level PRI representatives,
GP level Officials at GP level — to be facilitated by the Banking Resource Person for MFI of
the Federation & the District Nodal Officer ( for Federations)of DRDC( module furnished in
Annexure-1V)

Opening of S/B Account for MFI in the name of the Federation (A/C MFI) in a local Public
Sector Commercial Bank

Collection of initial subscription from at least 200 SHGs @ 2000/- per SHG

Depositing the collected amount in the aforesaid S/B Account

. Release of fund from DRDC to the Federation (after receipt of the same from the P& RD

Deptt.)for creation of infrastructure for MFI (as per estimate furnished in Annexure-V)
Construction of Banking Counter, purchase of furniture, electrical fittings & office equipments
(details furnished in Annexure-V)

Installation of Cash Safe

Selection of SHG members who will act Cashier and Accountant of MFI (2 persons for each
category) following the guidelines of the P& RD Deptt. (furnished in Annexure-VI)

Printing of Forms / Registers (Specimen of formats furnished in Annexure-VII)

Purchase of office stationeries

Organising Training Programme for Staffs and Managing Committee members of Federation at
State / District level — Sessions to be taken by state level Resource Persons( model training
module is enclosed as Annexure- VIII)

Organising training programme for the Cluster Leaders at State / District level — Sessions to be
taken by state level Resource Persons( model training module is enclosed as Annexure-1X)
Fixation of date for opening of MFI

Release of fund for Seed Capital for MFI from DRDC to the Federation (after receipt of the
same from the P& RD Deptt.)

Release of fund for Managerial Support from the P& RD Deptt.

Opening of F.D. and O.D. account with the Bank

Opening of MFI & staring of on-lending activity as per guidelines
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Process of Monitoring & Evaluation of activities of MFIs

1. Self Evaluation of the MFI activity by the Managing Committee of the MFI at the end of
each month (as per format furnished in Annexure-X)

2. Submission of Monthly Progress Report by the MFIs to the DRDC & P&RD Deptt. as per
format given in “Sanjojani”-6 of the Guidelines furnished in Annexure-I

3. Holding of district level monthly monitoring meeting with the representatives of the MFIs
& the Banking Resource Persons by the DRDC (guidelines furnished in Annexure-XI)

4. Holding of quarterly review meeting on MFI with the representatives of the MFIs, the
Banking Resource Persons & the Nodal Officers of DRDCs at the state leverl by the P& RD
Deptt.

5. Half-yearly external evaluation of MFIs by the Teams constituted by the P &RD Deptt.
(format of external evaluation is furnished in Annexure-XII)

6. Submission of monthly work report by the Banking Resource Persons to the DRDC
(guidelines furnished in Annexure-XIII)

7. Performance appraisal of the Banking Resource Persons at regular interval (guidelines
furnished in Annexure-XIV)
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Annexure-I|

West Bengal State Rural Development Agency

(An Agency of the Panchayats & Rural Development Department, Government of West Bengal)
Registered under Registration of Societies Act 1961, Registration No.S/IL/17726 of 2003-04)

Special Project Cell of SGSY (SPSGSY) under WBSRDA
Jessop Building, 63 Netaji Subhash Road, 1st Floor, Kolkata-700001

No. Dated:

To

Sub : Offer of Engagement on Contract Basis

Sir,

In connection with implementation of Special Initiatives for SHG Movement in West Bengal, the
undersigned hereby offers to engage you as Banking Resource Person for SHG federation purely on
contract basis for the.......... Federation under....... Block of..... ....... district for working at the said federation
and rendering expert services towards building up a Credit Cooperative of SHGs.

TERMS &CONDITIONS
1) This contractual engagement is initially for a period one year which may be extended thereafter from time to
time subject to your overall performance at the sole discretion of the authority.
2) As Banking Resource Person you shall report to the Project Director, DRD Cell of ----------- ZP and you are
to discharge the following responsibilities:

e Overall responsibility for CB related activities required for developing a credit cooperative of SHGs.

e To coordinate activities of SHGs and to ensure standardized training at all levels to be necessary for
this purpose.

e To acquaint the SHG members of the basics of micro finance.

e To provide necessary support for developing necessary infrastructure for banking operation.

e To provide support in office management of the Credit Cooperative and to see that through
handholding SHG members are acquainted fully regarding the procedure how to maintain Cash book,
different Ledgers and Registers of a credit cooperative. They are to know the overall financial discipline
as also financial management of a Credit Cooperative.

e To train up them on the maintenance of regular accounts.

e To support the SHGs, clusters & federations in the matter of micro finance as also on line credit
activities.

3) You will remain fully concerned that the Credit Cooperative of the SHGs becomes fully functional in all
respects by one year.

4) As Banking Resource Person you shall report to the Project Director, DRD Cell of ...... ZP. Thereafter he
will place you at the Federation stated, after execution of an agreement bond. The bond will be executed
between the Project Director and yourself

5) You will function at the federation and in this connection you may have to take necessary instruction and
advice from the Project Director.
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6) You will be paid consolidated remuneration of Rs. 9000/- per month, subject to the condition that you have
rendered services for 14 days in a month. (Three days in a week at the federation, one day at DRD Cell as
stated at SI. No. 4 and one day at the State level for attending meeting.) Your monthly remuneration will be
paid from the concerned DRD Cell.

7) You will have no right, title or claim to the post beyond the tenure of this contract and your service is
terminable at the sole discretion of the authority, at any point of time by giving one month’s notice without
assigning any reason. Similarly you will have the right to leave this assignment after one month’s notice.

8) You are required to submit your joining report along with your acceptance of the offer to the Project
Director, DRD Cell of .............. ZP within 15 days from the date of issue of this letter. However, after
execution of necessary bond document your contractual engagement for a period of one year will start.

9) If you fail to submit your acceptance of the offer within 15 days from the date of receipt of this letter, this
offer shall be deemed as cancelled without any reference to you.

With best wishes,

Yours sincerely,

Additional Chief Executive Officer, WBSRDA
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Annexure-V

Model estimate of furniture & fittings for MFI of Federation

SI. no. Item Value in Rs.
1. Cash cabinet/clerical counter etc. 90,000/-
2. Table-1pc. (5" x3") 13,000/-

2 pes (3'x2.5)
3. Wooden chair (Big - 6 pcs) 18,000/-
(Small- 7 pcs)
4. Godrej locker / cash vaul 43,000/-
5. Godrej almirah — 2 pcs 17,000/-
6. Godrej Rack — 1 pc 6,000/-
Ordinary rack — 1 pc
7. Locks — 10 pcs 2,000/-
8. Bench 2 pcs 6,000/-
9. Emergency light — 1 pc 1,000/-
10. Pelmet — 16 pcs 4,000/-
TOTAL 2,00,000/-
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Annexure-VI

Terms & conditions for engagement of personnel on contractual basis for the SHG-
Federations taking up activities of MFI

1. Name of the Category of Post: (i) Accountant , (ii) Cashier
2. No. of Post : 1 (one) for each category for each Federation — MFI

3. Minimum Educational Qualification: (i) For Accountant — H S Passed
(i1) For Cashier — Madhyamik Passed
4. Age: 18 years to 40 years for both posts

5. Other Eligibility Criteria: (i) The candidates must be member of SHGs included in the
respective Federation, but should not be office bearers of
Federation.
(i1) Preference will be given to the candidates having
computer literacy.

6. Consolidated Salary: (i) Accountant — Rs. 1,500/- per month
(i1) Cashier — Rs. 1,000/- per month
7. Terms of service: (i) Purely on contractual basis for an initial period of one year
and to be renewed further on the basis of satisfactory
performance.

(i1) Service will be terminated at any time giving one month’s
notice in case of unsatisfactory performance.

8. Duties and responsibilities of the Personnel:

(i) Accountant: a) To prepare voucher, write cheque and deal all matters relating to
Bank Accounts of the Federation as per instruction of the
authorized office bearers of the federation.

b) To keep various information and records relating to MFI activities
of the Federations.
¢) To verify the Cash Book written by the Cashier and to check the
Closing Cash Balance.
d) To act as joint custodian of Cash/Federation along with the Cashier
¢) To maintain all books of Accounts (excepting the Cash Book)
f) To perform any other duties related to activities of MFI of the Federation
(i1) Cashier: a) To receive cash by issuing proper receipt and pay cash as per
instructions of the authorized persons of the federation.
b) To maintain cash book and other registers relating to cash.
¢) To withdraw cash from bank and deposit cash to bank as per
instructions of the authorized persons of the federation.
d) To act as joint custodian of Cash of the Federation along with the
Accountant.
e) To perform any other duties related to activities of MFI of the
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Federation.

9. Appointing Authority: Respective Federation will be the appointing authority

10. Selection Procedure: (i) Written application containing relevant information will
have to be obtained from eligible candidates
(i1) Final selection will be done by the selection committee
through written test and / or interview.

11. Selection Committee: The selection committee should be formed with the
following persons:-
1) President of the Federation — Chairperson
ii) Secretary of the Federation — Convener
iii)Banking Resource Persons — Member
iv)Block Development Officer or his representative — Member
v)Project Director of DRDC or his representative - Member

12. Preparation of Panel for appointment: A panel of 2 persons will have to be prepared in
order of merit for each post. The 1% person
in the panel will be given appointment. The
2" person will be used as leave reserve.

13. Issue of appointment letter: Appointment letter containing the terms & conditions of
service including duties and responsibilities will be issued
by the Secretary of the Federation to the candidates
selected for the Post of Accountant & Cashier.
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Specimen of Forms & Register

(Furnished in the following pages)
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Annexure =Xl
West Bengal State Rural Development Agency

(An Agency of the Panchayats & Rural Development Department, Government of West Bengal)
Registered under W.B. Societies Registration Act, 1961,

(Registration No. S/IL/17726 of 2003-04)
Jessop Building, 63 Netaji Subhas Road, Kolkata — 700 001
Telephone:-033-2231-4495 Fax:- 033-2231-4907 E-mail:- SgSy@nic.in

No.- 655(8) /SPSGSY/4P-55/09 Dated: 01.11.10

From: Smt S. Banerjee
Joint Chief Executive Officer, WBSRDA &
Joint Secretary to the Govt. of West Bengal

To:  The Project Director, DRD Cell of
Coochbehar / Jalpaiguri / Burdwan / Birbhum / Hooghly / Howrah / Purba-Medinipur /
Paschim -Medinipur Zilla Parishad

Sub: District level Review meeting on MFI
Sir,

| am to inform you that in the last state level review meeting on MFI held on 11.10.10 the
following decision, inter alia, was taken for proper monitoring of progress of MFI activity of the
Federations at the district level: -

The PD, DRDC will have to hold a district level review meeting on MFI with the Office
Bearers of MFI(s), the Baking Resource Person(s) and the Nodal Officer of DRDC looking after
MFIs for monitoring the progress of MFI activity of each MFI of the district within the 1st week of
each month. Report of such meeting should be sent to the Department along with the monthly
progress reports & Self-Evaluation Reports of the MFIs.

You are requested to kindly note this and to start holding of such monthly meeting, if not
already started, from November 2010 onwards and to send report of such meeting along with the
monthly progress reports & Self-Evaluation Reports of the MFls, to this Department, on monthly
basis as aforesaid.

Yours faithfully,

(S.Banerjee)
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Annexure -Xll|
West Bengal State Rural Development Agency

(An Agency of the Panchayats & Rural Development Department, Government of West Bengal)
Registered under W.B. Societies Registration Act, 1961,

(Registration No. S/IL/17726 of 2003-04)
Jessop Building, 63 Netaji Subhas Road, Kolkata — 700 001
Telephone:-033-2231-4495 Fax:- 033-2231-4907 E-mail:- SgSy@nic.in

No. 654(8) /SPSGSY/4P-55/09 Dated: 01.11.10

From: Smt S. Banerjee
Joint Chief Executive Officer, WBSRDA &
Joint Secretary to the Govt. of West Bengal

To:  The Project Director, DRD Cell of
Coochbehar / Jalpaiguri / Burdwan / Birbhum / Hooghly / Howrah /
Purba-Medinipur / Paschim -Medinipur Zilla Parishad

Sub: Submission of monthly work report by the Banking Resource
Persons to DRDCs

Sir,

| am to inform you that in the state level review meeting on MFI held on 27.01.10 it was
decided as under : -

PD, DRDCs will have to collect monthly work report from the Banking Resource Person(s)
of their districts, scrutinize the reports and take appropriate actions, whenever found necessary, for
proper functioning of the MFI(s).

This decision was taken for effective monitoring of the performance of the Banking
Resource Persons by the DRDCs in respect of guiding and assisting the Federations for better
functioning of the MFls. But it is observed that in most of the DRDCs such system of monitoring the
performance of the Banking Resource Persons engaged for MFI activity of the Federations is not
being followed.

You are, therefore, requested to introduce this system of monitoring the performance of
the Banking Resource Person (s), engaged for MF| activity of the Federation(s) ,of your district
through collection of monthly work report from the Banking Resource Person(s), if not already
introduced, and send monthly report stating your observation regarding the performance of the
Banking Resource Person(s), to this Department regularly.

Yours faithfully,

(S.Banerjee)

C:\Documents and Settings\user\Desktop\Guidelines for MFI of Federation.doc 139



Annexure -XIV

West Bengal State Rural Development Agency

(An Agency of the Panchayats & Rural Development Department, Government of West Bengal)
Registered under W.B. Societies Registration Act, 1961,

(Registration No. S/IL/17726 of 2003-04)
Jessop Building, 63 Netaji Subhas Road, Kolkata — 700 001
Telephone:-033-2231-4495 Fax:- 033-2231-4907 E-mail:- SQSy@nic.in

No. — 239(5)/SPSGSY/4P-33/09 Dated: 2nd December, 2009

From: Smt S Banerjee
Joint. Chief Executive Officer, WBSRDA &
Joint Secretary to the Govt. of West Bengal

To:  The Project Director,
District Rural Development Cell, Howrah Zilla Parishad /Hooghly Zilla Parishad /
Burdwan Zilla Parishad /Paschim Medinipur Zilla Parishad /Jalpaiguri Zilla Parishad.

Sub:- Self-appraisal of performance of the Banking Resource Persons, engaged for
facilitating MFI activities

Sir,

| am directed to inform you that a format for self-appraisal of performance of the Banking
Resource Persons, engaged for facilitating MF| activities of the selected Federations, for last one-
year's contractual period has been developed by this Department. The format is enclosed
herewith.

A copy of the format is to be handed over to the Banking Resource Person(s) for
Federations of your district with the request to submit the same after reporting their performance
during the contractual period.

You are requested to kindly put your comment on the performance of the Banking Resource
Person(s) in the appropriate place of the format and submit the same to this Department within a
week.

Enclosure: As stated

Yours faithfully,
Sd/-

(S.Banerjee)
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Self-Appraisal of performance of Banking Resource Persons
engaged for Federation- MFIs

A. Part-l - Basic Information:

a. Name of the Banking Resource Person:

b.  Name of the Federation to which attached:

c.  Name of the District:

d. Date of joining in the present contractual engagement:

e. Total no. of days of active work during the contractual period from -------- t0-------- :
Of which:-

i) No. of days worked in Federation / MFI:

i) No. of days worked in field at Cluster / SHG level :

i) No. of days attended DRDC office:

iv) No. of days performed other outdoor duties:

f.  Date of starting MFI activity of the Federation / Cooperative:

B. Part-Il - Specific Area-wise Performance:

a.  Organization of Federation, Cluster & SHG level Orientation Programme:

Type of programme No, of Total no. of

X . Outcome
organised programmes participants

i. Federation level

ii. Cluster level

ii. ~ SHGlevel

2. Providing support for maintenance of books of accounts of the Federation / Co-
operative Society:

Weaknesses identified as
regards to maintenance of the
books of accounts

Support provided for

. . " Outcome
improving the position
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3. Providing support for maintenance of books of accounts of the Clusters:

Weaknesses identified
Name of the as regards to Support provided for 0
. . ; » utcome
Cluster maintenance of the improving the position
books of accounts
4. Providing support for audit of accounts of the Federation / Co-operative Society:
Financial year for which Audit Action taken for of Audit Date of Audit
was required to be done
5. Providing support for renewal of registration of the Federation:

Financial year for which
Renewal was required to be
done

Action taken for Renewal

Date of Renewal
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6.

7.

Attending various training programmes, meetings organised by P&RD Deptt. &

DRDC:

Name of training
programme / meeting

No. of days on
which actually
attended

No. of days on which
required to attend

Reasons for non
attendance, if any

Providing handholding support to the Federation / Cluster leaders in initiation &
scrutiny of loan applications, sanction, disbursement and recovery of loans as well
as financial management in respect of MFI activity:

Issue / Subject

Details of handholding support
provided

Outcome

Initiation & scrutiny of
loan applications

Sanction of loans

Disbursement of
loans

Recovery of loans

Financial
Management

C:\Documents and Settings\user\Desktop\Guidelines for MFI of Federation.doc

143




8. Providing handholding support to the staffs of Federation-MFI in maintenance of

books of accounts and records for MFI activity of the Federation:

Weaknesses identified as
regards to maintenance of
the books of accounts

Details of handholding support
provided

Outcome

C. Part-lll: Performance of the Federation-MFI, to which the Banking Resource Person

is attached, during the contractual period from

1. Coverage of SHGs as members of MFI:

to

Total no. of SHGs within the Federation

No. of SHGs who became members of MF| by
depositing initial subscription of Rs. 2000/-

2. Disbursement of Loan to SHGs (excluding loan disbursed to the Federation for its
economic activity, like, ICDS supply):

disbursed

Total no. of SHGs to whom loan

Amount of loan disbursed (in Rs.)

3. Recovery of loan:

Total Demand during the
contractual period

Total Recovery during
the contractual period

Overdue at the end of the
contractual period

No. of Amount (in
SHGs Rs.)

No.of | Amount (in
SHGs Rs.)

No. of
SHGs

Amount (in Rs.)

4.  Constraints faced by the Banking Resource Person in performing his duties, if

any:
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5. Any other relevant information:

Date: Signature of the Banking Resource Person

Remarks of the Project Director regarding performance of the Banking Resource Person
during the contractual period and renewal of contract for further period:

Date: Signature of the Project Director
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