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= Responsibilities and implementation:

Follow-up, review and Strategies and Policies Committee, Sustainability and
development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit
Application (scope): Undergraduate students and local community members

interested in starting small projects

= Procedure Steps:

# Step

1. Announcing the Programme:

e Publish details of the microloan programme through:
o University email system
o Digital platforms
o Introductory seminars

2. Application and Registration:

o Complete the microloan application form and submit required documents:
o Copy of personal ID
o Business plan for the project
o Guarantees or sureties (if applicable)

3. Application Evaluation:

o Form a specialised committee to evaluate applications based on:
o Feasibility of the project
o Expected impact on the student or community
o Applicant’s ability to repay the loan

4. Loan Approval:

o Notify applicants of approval or rejection.

e Upon approval, sign a loan agreement specifying:
o Loan amount
o Repayment period
o Interest (if applicable)

5. Disbursement of the Loan:

o Transfer the loan amount to the applicant’s bank account or provide it in
cash as agreed.

o Ensure the loan is disbursed in stages according to project progress.
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6. Monitoring Project Implementation:
« Organise field visits or reporting sessions to evaluate project progress.
« Provide technical support and advice to applicants when needed.

7. Loan Repayment:

o Establish a repayment schedule in coordination with the applicant.

o Offer flexible repayment options tailored to the applicant’s
circumstances.

8. Final Evaluation:

e Assess the loan’s impact on project SUCCess.

o Prepare reports on the overall performance of the programme and share
lessons learned.

= Related Forms:

# Form Name

1 Microloan Application Form
2. Application Evaluation Form
3. Project Monitoring Form
4

5

Loan Agreement Form
Final Project Performance Evaluation Form
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