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INTRODUCTION

Background to the Guide and Poster

This guide and accompanying poster were developed by Live & Learn Solomon Islands 
(LLSI) and International Women’s Development Agency (IWDA) to assist community-based 
Facilitators and existing Women’s Savings Club members to support other communities 
and groups of women in Solomon Islands to set up and run Women’s Savings Clubs. 
Savings Clubs can be set up by any group of people. In the Solomon Islands they have 
been found to be particularly important for people living in rural areas where financial 
services from commercial banks are not available. 

The approach presented in the guide is based on the experience gained supporting the 
set up and running of successful Women’s Savings Clubs in Solomon Islands over 5 years 
under the ‘Tugeda Tude fo Tumoro’ (TTFT) program. 

The TTFT model was developed to:

AA Provide rural communities without access to formal banking services with  
a way to save and secure their money so that it is available when they need it

AA Provide a model that enabled women to participate who have low or no literacy

AA Provide a safe space for women to develop leadership skills, financial literacy  
and confidence. This is one reason that the TTFT model supported women-only 
Savings Clubs. Global evidence has shown, and the TTFT experience has reinforced, 
that in mixed male-female groups, men who may have more confidence or higher 
education will often take leadership and women will not have the opportunity to 
develop in these areas.

INTRODUCTION 7Women’s Saving Club Training Guide



The TTFT model was informed by existing approaches from Solomon Island Credit 
Union League (SICUL), West ‘Are ‘Are Rokotanikeni Association (WARA) and VANWOODS 
Microfinance. Monitoring and follow up with the 25 TTFT Savings Club showed a 96% 
success rate and huge demand coming from the other nearby communities to set up 
similar Women’s Savings Clubs in their communities. This guide and poster are intended to 
help those trying to meet this demand as well as to capture the TTFT learning for existing 
and future Women’s Savings Clubs.

Who Is This Guide For? 

The guide and poster may be used by those helping a group to set up a new Women’s 
Savings Club, or to make an existing Savings Club stronger and more sustainable, including 
by providing refresher training to increase capacity of members to run their Savings Clubs 
effectively. The guide provides Sessions for wider community awareness and orientation 
to the Women’s Savings Club idea; and step by step training for setting up a Savings Club; 
basic activities of a Savings Club; and how to manage risk, sustain and develop the  
Savings Club.

Facilitators may be community leaders who are experienced with the TTFT Women’s 
Savings Club model, or women who have been part of a Women’s Savings Club for at least 
a year, and want to work with others to share the model. A Facilitator should always have 
some personal experience of the TTFT Women’s Savings Club model first before trying to 
teach others about it. This guide is based on a ‘learning by doing’ approach. 

The guide can also be used by local governments, Non-Government Organisations 
(NGOS), churches, Community-Based Organisations (CBOs) and individuals as part  
of formal or informal education.

It is a great idea to have two Facilitators if possible, but this material can also be delivered 
by one Facilitator.
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How to use this Guide and Poster

Poster
The poster is two-sided. The Poster Front gives an idea of the key elements of what  
a Women’s Savings Club is and how it works. The picture in the middle is of a Women’s 
Savings Club having their meeting. The Poster Back gives some additional important 
information that the Savings Club can refer to as they are getting set up, and use as  
a reminder once they are up and running. 

The Poster is designed to be used in two ways:

1. It is a teaching tool, to be used together with this Manual. The Facilitator should always 
have a copy of the Poster to carry with them when using the Manual for training. It may 
be a good idea to get the training copy of the Poster laminated so it will last a long time, 
through many training activities.

2. The Poster is also a reference document to be left with the Women’s Savings Club 
group. We suggest that a copy of the Poster is left with the group after they complete 
training Sessions SC 1 to SC 6 (the ‘Before You Start’ Sessions).

This means that the Facilitator will need to get – or have the community get – a copy  
of the Poster if they only have one left. The Facilitator must NOT give away their training 
copy of the Poster, as they need it for training.

* Extra copies of the Poster will be available at the Live & Learn Office in Honiara until they 
run out. Live & Learn Office contact information is on the front inside cover and back cover 
of this Manual, and on the Poster.

  Record keeping rules

Rule 1  Always record every transaction (deposit, withdrawal, loan, loan repayment). 

Rule 2  Write all records in ink.

Rule 3  Make sure a second person checks all calculations especially balances/totals.

Rule 4  Lock money in 3-lock box and keep the 3-lock box safe.   
Do not open the 3-lock box except at Savings Club meetings.

Rule 5  Balance the money every month (Monthly Report - Form C).

Rule 6  Keep records safe (from water, fire, theft etc.).

Rule 7 Action Audit regularly.

Rule 8  If depositing money in a bank, keep all deposit slips and statements safe.

 Office-Holder Roles
Role Description

President • chairs savings club meetings – including opening and closing  
the meeting 

• ensures that policies and procedures are respected 

• keeps everyone to time 

• motivates and guides other Office-Holders and other Club members.

Secretary • manages Member Ledger and Member Application forms

• manages (keeps safe in a file) all completed record-keeping forms 

• records important Club decision (taken only during meetings).

Treasurer • keeps the records of Individual Savings (deposits and  
withdrawals) and General Fund (deposits, loans and repayments) 

• checks that cash and records match at every meeting 

• responsible to prepare the Monthly Report every month.

Money Counters  
(2)

• accept and count cash received from members 

• keep counts of sums of cash in the different account rooms

• help record-keepers (Treasurer and Secretary) with reconciliation 
and balancing.

Box-Keeper • presents the box to the Club members punctually at the start  
of each meeting

• ensures that no one opens the box between meetings,  
including members of the Committee 

• keeps the box safe from loss or theft.

Key Holders (3) • each open one lock on the 3-lock box for the Club members 
punctually at the start of each meeting, and lock again at close  
of the meeting

• ensure that no one opens the box between meetings, 
including members of the Committee

• keep the keys safe from loss or theft.

3-lock cash Box specifications

•  LenGTH: 30CM

•  WIDTH: 20CM

•  HeIGHT: 20CM

•  Must be metal and welded together  
(not wood or cardboard)

•  Must have 3 locks with 3 keys

 20cm

 20cm

30cm

awarenes s

 r
eg

ul
ar

 m
ee

ti
n

g
s

g
oo

d 
re

co
rd

 k
ee

pi
n

g
g
ov

er
n

an
ce

> women’ s  
s e lf  c onf i dence  
and  leader sh i p

HealTH & WellbeinGinCOme GeneRaTiOn

eDuCaTiOn

> SavinGS GOalS 
 > loans

set-up

SOLOMON ISLANDS

FundraIsIng

repayment

• Form a
• Form h
• Passbook - loans

Loan

• Form i
• Passbook - loans
• Form h
• Form b 
• Form F

generaL Fund

Loan purpose

Loan 
repayment

general fund  
and loans

generaL Fund deposIt

• Form a
• General Fund record book

Loans

WIthdraWaL

WIthdraWaL 
From IndIvIduaL 
savIngs

• Passbook - savings
• Form b
• Form h

IndIvIduaL 
savIngs

savIngs  
goaLs

Income

ind iv idual 
savings

deposIt to  
IndIvIduaL savIngs

• Passbook - savings
• Form a
• Form h

WIthdraWaL

oPeninG the meetinG

1. President welcome, Prayer, General announcements.

2. [If it is time for Monthly Report] Treasurer’s Report.

3. President asks 3 key-holders to come up and unlock the box.

4. [If it is time for Monthly Report] Two Money-Counters count 
money in Individual Savings (must both agree on number) and 
say number out loud.

5. [For Monthly Report] Treasurer checks that the money in 
Individual Savings Room matches ‘Net Member Savings’ as 
reported.

6. [For Monthly Report] Two Money-Counters count money in 
General Fund room (must both agree on number).

7. [For Monthly Report] Treasurer adds the Money-Counter’s 
totals for Individual Savings and General Fund and completes 
Part 2 of Form C. Treasurer confirms out loud that the total 
money counted matches ‘Total Funds Available’ as reported* 
and signs Form C for this month.

8. [For Monthly Report] Two other Committee Members check 
and sign Form C. Completed Form C is passed around so all 
Members can see it, then returned to Treasurer.

individual savinGs dePosits

9. President asks Members wanting to Deposit to Individual 
Savings to come up one by one.

10. [For a new member]: Secretary write Name and Member 
Number on a new Passbook. Treasurer writes same on a new 
Form H – Member Ledger. [For all Deposits]: Member tells 
Treasurer how much they want to deposit.

11. Money-Counter1 counts Member deposit. Money-Counter2 
counts to confirm.

12. When two Money-Counters have the same number, Treasurer 
record the deposit [in Passbook, Form H, Form A - Column A]. 

13. Money-Counter2 put the money into the ‘Individual Savings’ 
room in 3-lock Cash Box.

14. Repeat #10-13 for every Deposit.

General Fund dePosits

15. Treasurer write today’s date in the General Fund Record Book 
under the next empty column.

16. President ask any members holding Fundraising or Income 
deposit for General Fund to come up.

17. Treasurer write type of deposit being recorded (eg. Lavalava 
Dance Fundraising, Income from Rent).

18. Both Money-Counters count, until they have the same number.*
19. Treasurer records the amount in the General Fund Record 

Book and in Form A (Column F).

if there is a member contribution today:

20. President asks all members to come up to deposit their 
contribution.

21. Treasurer marks off each member’s name as they give their 
money to Money-Counter1.

22. Money-Counter1 counts member deposit. Money-Counter2 
counts to confirm. 

23. When two Money-Counters agree on number, Treasurer 
records contribution beside the Member name in the General 
Fund Record Book. 

24. Repeat #21-23 for each member’s contribution.

25. After all Contributions are recorded, Treasurer checks balance 
in the General Fund Record Book and record the total 
contributions for today in Form A, Column F (Other Income). 
In Form A under Column ‘Member Name or Other Detail’ write 
‘General Fund’.

26. Money-Counter1 counts total Contributions + Fundraising + 
Income deposited today. Money-Counter2 counts to confirm. 

27. Money-Counters announce out loud the total deposits to the 
General Fund.

Savings Club meeTinG aGenDaT T F T  SavinGS C lub mODel
28. Treasurer checks that the Money-Counters’ total matches the 

Totals she has recorded in the General Fund Record Book.

29. Money-Counter2 puts money in the 3-lock Cash-box in 
General Fund room.

loan rePayments

30. President asks members to bring in loan repayments one  
by one.

31. For each repayment the two Money-Counters count the 
money one by one.

32. When the two Money-Counters have the same number,  
they call it out loud.

33. Treasurer records the amount in the member’s Passbook 
(‘Loans’ page), Form H (under ‘Amount Repaid’ and ‘Interest 
Paid’) and Form A (Column B – Loan Repayment).

34. Money-Counter2 puts money into the 3-lock Cash Box in  
the General Fund room. 

individual savinGs WithdraWals

35. President asks all members wanting to make a Withdrawal  
to come up one by one.

36. Member tells Treasurer the amount they wish to Withdraw. 
Treasurer checks Member’s Form H to make sure member  
has enough Individual Savings to make the Withdrawal.

37. When confirmed the member has enough money for the 
Withdrawal, Treasurer records the Withdrawal in member 
Passbook (‘Savings’ page), Form H and Form B (Column B).

38. Money-Counter1 takes money from Individual Savings room, 
and counts out the amount of the Withdrawal. Second-money 
counter counts the amount to confirm. 

39. Money-Counter2 hand money to the member. Treasurer 
returns member’s Passbook.

40. Repeat #36-39 for each Withdrawal.

loans From General Fund

41. President calls out the name of all Members who have an 
approved Loan Application. President asks Members approved 
for loans to come up one by one.

For each loan:

42. Member checks Form I details are correct.

43. Treasurer records loan in member Passbook (‘Loans’ page), 
Form H, Form B (Column A).

44. Money-Counter1 takes some money out from General Fund 
room in the 3-lock Cash Box.

45. Money-Counter1 counts out the amount requested and puts 
any remaining money back in the 3-lock Box, General Fund 
room. Money-Counter2 counts to confirm. 

46. Money-Counter2 gives money to the member. Treasurer gives 
Passbook back to member.

47. Repeat #42-46 for each Loan.

closinG the meetinG

48. President asks the 3 Key-holders to come up one at a time  
and lock the box, which they do.

49. Any new Loan Application forms handed to Secretary. 
Management Committee will consider these and they will  
be processed at a future meeting.

50. President gives any announcements or reminders, and asks  
if any member has comments.

51. President reminds members of the date of the next meeting.

52. Closing Prayer.

* If the total in the box is significantly different from Treasurer’s 
record, the actual total in the box should be announced to the 
members, and recorded. The money must be put back in the box 
and the box re-locked. The meeting must be stopped, and the 
records checked (by the Management Committee and outside 
help if needed), to find out why there is a mismatch and correct it. 
If the mistake can’t be identified and corrected, the Club needs to 
carry out an Action Audit.

For more information contact: Live & Learn, DSE Building, China Town, Honiara, Solomon Islands. Tel: 23697
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Guide
This Guide will help you, as a Facilitator,  
to run Sessions with communities and groups  
of women wanting to set up or strengthen  
a Women’s Savings Club.

The first two Sessions are Community Mobilisation 
Sessions. These are designed to be run with the 
wider community in which the group of women 
wants to set up or has set up a Savings Club.  
The rest of the Sessions (SC Sessions 1-18) are 
designed to be run with the Women’s Savings Club 
group. Sessions are grouped in Phases, based on 
what TTFT experience has found is most effective 
process for successfully starting up and running  
a sustainable Women’s Savings Club. Once the 
group is set up and has been running for a while, 
any of the Sessions can also be delivered as 
‘Refresher’ training. 

At the start of each Session, you will find Expected Learning Outcomes. These tell you 
the goals of the Session. It is important that you let participants know what the expected 
learning outcomes of the Sessions are at the start of each Session.

At the end of some Sessions is a short summary about the ideas that have been discussed 
and the new skills that have been practised by participants. This is to help you close the 
Session and remind the participants what you have covered during the Session.

The content of this Guide and Poster can be complemented by additional training. 
Leadership and governance skills, and financial literacy are particularly important to make 
a Savings Club work. Savings Clubs may also be set up in connection to other community 
initiatives such as Natural Resource Management CBOs. Other Live & Learn resources are 
available that focus on some of these areas. In particularly it is recommended that  
the ‘Gud Disisons, Gud Lidasip’ Community Facilitation Guide be used to provide 
additional training on inclusive leadership and governance. Copies of this Guide are also 
available at the Live & Learn Office in Honiara (contact information on front inside cover 
and back cover).

The Training Guide includes:
AA 2 x Community Mobilisation Sessions

AA 18 x Savings Club Sessions
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Community Mobilisation Sessions (Phase I)
AA The two Community Mobilisation Sessions are Phase I. These sessions are designed 

to be delivered to the wider community where women are thinking of setting up 
a Savings Club. These are to raise awareness, get community support and ensure 
everyone understands what a Savings Club is and what it is supposed to achieve. It 
is very important to ensure the wider community, including community leaders are 
informed and aware of the women’s Savings Club model, what it is and why it can be 
valuable to the wider community, not just the members of the Savings Club.

The Facilitator should encourage the people who are organising this meeting to make 
sure that key leaders in the community – traditional chiefs, church leaders and others, 
both men and women are involved. Others in the community including the husbands  
of the women who want to set up the women’s Savings Club should also be 
encouraged to join these sessions.

One day is needed to deliver the Community Mobilisation Sessions (about 4 training 
hours in total).

Savings Club Sessions (Phases II to V):

AA The 18 Savings Club Sessions are designed to be delivered to the group of women 
wanting to establish themselves as a Savings Club or who have already set up  
a club and to guide them step-by-step through the process.

It is not realistic or useful to deliver all the Sessions at once. The Facilitator will need to 
make several visits, and work through a few Sessions in one visit, then give the group 
time to put into practice what they have learned, before going to the next Sessions.

PHASE II: Saving Club Sessions 1-6: ‘Before you start’

Savings Club Sessions 1-6 are the ‘Before you Start’ Sessions. They are 
designed to be conducted with the women’s group who want to set up  
a Women’s Savings Club. They cover all the things that the group needs 
to understand and organise BEFORE the Savings Club can start.

Once the group has organised everything covered in these Sessions,  
the Facilitator can come back and teach Sessions 7-10 and beyond.

Sessions 1-6 need 2 days to deliver (about 8 training hours in total).

PHASE III, Savings Club Sessions 7-10: Individual Savings,  
General Fund deposits and End of Month Report

Savings Club Sessions 7 and 8 should always be run together.  
Session 8 is a ‘Real-time’ Session that is recommended to run  
as the first meeting of the new Savings Club. We recommend that 
Sessions 9 and 10 are also run in the same visit (after the first meeting). 
These two Sessions give the group information about why and how to 
start a General Fund, when they are ready to. 

Sessions 7-10 require 2-3 days to deliver (3 days is better).  
There are up to 12.5 training hours for these Sessions combined.
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PHASE IV: Savings Club Sessions 11-16: Withdrawals and Loans; Risk Management

Savings Club Sessions 11 to 16 should be introduced after the club has 
been running for a while and is successfully saving, and keeping 
accurate records – usually at least 3-6 months after the Club first starts. 
These Sessions deal with Withdrawals from Individual Savings and Loans 
from the General Fund. It is possible to run only Session 11, 14, 15 and 
16, and leave Session 12 and 13 until later if the Club is not yet ready 
to offer Loans. Many Clubs prefer to operate for a year or more before 
they begin to offer loans.

Sessions 15 and 16 are very important. Being aware of risks and how  
to manage them is essential for the Savings Club to be successful and 
keep running. 

Between 12-14 training hours are needed for all Sessions 11-16 (3 days).  
If missing out the Loan training, 6.5-8.5 training hours (2 days) are needed.

PHASE V: Savings Club Sessions 17 and 18

These two Sessions can be run when needed. SC Session 17 can be  
run together with Sessions 11-16, but it may be useful to let the club get 
experience in both deposits and withdrawals (and possibly loans) before 
delivering this Session. Session 17 may also be run just after or just before 
the first Action Audit. 

SC Session 18 is designed to be delivered as a ‘Real-Time’ Session  
when a Club is ready for an Action Audit. It is recommended that  
a club should do an Action Audit regularly as a way of ensuring that 
money is kept safe.

Session 17 needs 1.25 training hours and Session 18 (Action Audit)  
will take 2-3 hours.

* At the beginning of each new training visit it is advisable to do a ‘recap Session’  
to remind participants what has already been covered.
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Summary of Training Times for Each Session, by Phase

PHASE I: Community Mobilisation Sessions A and B: Awareness (1 day) 4hrs 10min

Community Mobilisation Session A Awareness 2hrs

Community Mobilisation Session B Overview of Savings Clubs 
(What, Why)

2hrs10min

PHASE II: Saving Club Sessions 1-6: ‘Before you start’ (2 days) 8hrs 10 mins

SC Session 1 Introduction, Setting Ground Rules 1hr10mins

SC Session 2 Management Committee and Office-Holder Roles 1hr30mins

SC Session 3 Purchase of Stationery and Cashbox 1hr30min

SC Session 4 Registering Members & Summary of Set-Up Steps 2hrs

SC Session 5 Savings Club Policy 1hr

SC Session 6 Introduction to 3-lock Cash Box 1hr

PHASE III: Savings Club Sessions 7-10 (2-3 days) 11.5 - 12.5hrs

SC Session 7 Individual Savings & Recording a Deposit 3hrs30min

SC Session 8 Running a Savings Club Meeting  
(Individual Savings Deposits)

3hr15mins - 
4hr15mins

SC Session 9 General Fund (Deposits) 3hrs30mins

SC Session 10 Preparing the End of Month Report 1hr15mins

PHASE IV: Savings Club Sessions 11-16: Withdrawals and Loans; Risk Management  
(2-3 days) 10.75 - 12.75 hours [OR 6.5 – 8.5 if not including Loans (S12&13)]  
(+30min meeting with Management Committee). 

SC Session 11 Withdrawal from Individual Savings 2hrs 30min 

SC Session 12 General Fund (Loans and Repayments) 2hrs 45min

SC Session 13 Recording a Loan from the General Fund 2hrs 30min

SC Session 14 Running a Savings Club Meeting 2  
(Withdrawals & Loans)

2-4hrs (+30min  
follow-up meeting  
with Man Committee)

SC Session 15 Risk Management 1hr

SC Session 16 Introduction to Action Audit 1hr

PHASE V: Savings Club Sessions 17 and 18 (1-2 days) 3.25 - 4.25 hours

SC Session 17 Maintaining and Developing the Club 1hr 15mins

SC Session 18 Carrying out an Action Audit 2-3hrs
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Timeframes for delivering the whole curriculum

The entire curriculum could be delivered over one year, over one and a half years,  
or even longer if the Savings Club decides to put off offering loans for longer.

Annex 12 provides three possible examples of how the Sessions might be delivered  
over 12 or 25 months.

Generally it would be expected that there would be at least two months between  
Phase II and Phase III to allow the group enough time to get the Set-Up steps done 
(sometimes it may take several months). There should be at least three months  
between Phase III and Phase IV to allow the Savings Club to get experience in deposits 
before they start offering Withdrawals and Loans. 

‘Real-time’ Activities

Some Sessions have activities that are designed as ‘Real-Time’ Activities. This means that 
the training Activity is actually a real Savings Club activity.

Sessions with Real-Time Activities designed to be run as real Savings Club activities are:

Session 8 – the first Savings Club meeting, with members making their first deposits.

Session 14– the first Savings Club meeting at which Withdrawals (and possibly Loans) are 
included – we recommend this is after the Savings Club has been operating at least 3-6 
months. This is to allow time for members to accumulate some savings and practice basic 
Savings Club procedure and record-keeping.

Session 18 – Action Audit. We recommend that this is run as a real Action Audit. The first 
Action Audit should be facilitated, and possibly also future Action Audits.

Support between Sessions

Depending on what arrangement the Facilitator has with the Savings Club group, they may 
also be expecting to provide some support between the training Sessions – for example 
to check that the Club is correctly following what has been taught (this can be especially 
important for record-keeping), or to be an observer so they have an idea of how the Club 
is going. This is to be arranged between the Facilitator and the group. Support between 
formal training Sessions is not essential, but it is useful.

Three examples of how you could deliver the training over 12 or 25 months are  
provided in Annex 12. In addition, each Phase includes a suggested training schedule  
for the Sessions in that Phase. You will need to plan the training based on the needs  
of the group you are working with..
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Running Sessions

To facilitate means to ‘make things easy’. Your role as a Facilitator is to create a space 
where people feel safe to share ideas and experiences and learn new things. This means 
that participants feel comfortable not just attending Sessions but also expressing their 
honest opinions. Think about the relationships that exist between participants and 
make sure that you run activities and discussions in a way that helps all participants feel 
comfortable about sharing their thoughts. As participants are learning a lot of new ideas 
and skills in this training course, it is important they feel comfortable to try things, make 
mistakes and learn from them.

You do not have to be an expert on Women’s Savings Clubs, but it is important to read  
and understand the information in each Session before running a Session. Take time to 
read through the Guide and the Glossary and get to know the Poster, and ask others for 
help if you find any parts confusing.

Before the training event – preparation

The ‘How to use this Guide and Poster’ section above provides guidance on when each 
Phase should be delivered in relation to the Savings Club establishment and development. 
There are requirements for what the Savings Club group need to do before they can move 
to the next Phase of training. Make sure that these requirements have been completed 
before you organise a training visit, otherwise your visit may be wasted. 

Each Session includes estimated training ‘Time Needed’, as well as ‘Expected Learning 
Outcomes’ and ‘What the Facilitator Needs to Prepare’. Make sure you consider these well 
in advance of the training, as some preparation will need to be done before you arrive at 
the community – for example, organising enough flipchart paper and pens, ensuring you 
can make enough copies of documents (either photocopy or by hand) etc. There are also 
things the community or group have to prepare – as Facilitator you need to make sure 
these things are done before the time of the training visit.
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Time Needed for Each Session

Timing given for the Community Mobilisation (CM) Sessions is based on time needed  
for a group of up to 50 people. 

Timing given for each Savings Club (SC) Session is based on time needed for a group  
of 20-25 participants. If you expect more participants you will need to allow more time, 
especially for those Sessions with small group activities or exercises that each participant 
will do.

Allow enough time to work through each Session. It is important not to rush. It is also 
important to be realistic about how much time the group can put aside for the training 
Sessions on each visit. 

Allow time for breaks – these may include tea-breaks, lunch-breaks or ‘stretching breaks’. 
This is particularly important when you have long Sessions or very detailed work to do in  
a Session. You can have a break in the middle of a session if needed. It is recommended 
you ensure there is some kind of break – even if it is a short (eg. 15min) Toilet Break or  
Tea Break – at least every 2.5 or 3 hours.

You can also use Energisers during Sessions to give participants a bit of a break, without 
them leaving the training space. Some Energisers are included in the Annex 11 of this 
Training Guide.

Preparing for Each Session

Read each Session before you run it, and make sure that you understand it. Think 
about questions participants might ask and make sure you are ready to answer them.  
Ask others for help if you need it. Think about how you will translate the words and ideas 
into local language, if necessary.

If a Session includes a ‘Real-Time’ Activity, make sure you have discussed this with the 
Savings Club Management Committee so they are prepared for it. For example, SC Session 
8 is designed to actually be the real first meeting of the Savings Club – you need to make 
sure that all Savings Club members, especially Office-Holders are prepared for this and 
able to attend. You also need to make sure that they have completed all the ‘Set-Up’ steps.

Location of the Training

The location of the training should be considered when planning your visit. It should 
be accessible to all the participants, including participants with disabilities. It should be 
somewhere you can do the training even if the weather is rainy – or you should have  
a back-up location that you can use if the weather is bad. Consider not only that the  
place has a roof, but also if you will be able to hear when it is raining (rain on an iron roof 
can be very noisy).

You should also think about how you will use the space during the training – do you need 
to break into small groups? If so, is there space for these small groups to work without 
disturbing each other? Is there wall space for the poster and for flipcharts? If not, what 
other ways can you display things that participants need to see? How will you write things 
on the flipchart (for example: can you use a table, then have people to help you hold up 
the flipchart)?
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Introducing each Session
Here is a quick checklist to help you start each Session.

	 Welcome all the participants and thank them for coming.

	 	Make sure that all participants can hear you and each other clearly. It is better  
to work in a smaller group of 15-25 people to make sure that all participants  
can be involved. If you are working with a larger group, make sure that everyone  
gets a chance to participate.

	 	Introduce yourself and Expected Learning Outcomes of the Session, and tell the  
group when you will take breaks and when you will end the Session.

	 	Explain that you will be leading discussions and activities and that you are there  
to help participants in the learning process. Encourage the group to ask as many 
questions as they need to.

	 	Each time you start a new training visit, work with the group to agree on some 
‘Ground Rules’ before the discussion begins. Ground Rules are rules about how  
the group will interact during the Session. Some Ground Rules may include: one 
person speaking at one time, respecting each other’s opinion and no interrupting. 
Encourage participants to each suggest a Ground Rule, maybe by using one of the 
activities on page 20, such as ‘Talking Ball’ or ‘Secret Hat’. Make sure that everyone 
agrees on each Ground Rule.

Facilitation tips
Facilitating a group can be difficult. Here are some ideas and tips for creating a welcoming 
space and helping all members of the group feel comfortable participating. 

 Including the whole community

The words ‘participants’ and ‘community’ are used throughout this guide.  
They represent men, women, boys and girls in the Community Mobilisation  
Sessions, and Women and Girls in the Savings Club Sessions. It is important  
to encourage all members of the Savings Club to attend the Sessions,  
so talk to participants to make sure you run the Session at a time of 
day when everyone can attend. Also consider the needs of people 
with disabilities and talk to them about extra support they might 
need to attend the Session. This might mean running the Session 
close to their home, helping them arrive at the venue, or visiting 
them before the Session to discuss the topics and activities so that 
they feel comfortable participating.

It is important that the participants feel comfortable during the 
Sessions. For some topics, it is suggested that you split participants 
into smaller groups, or possibly groups of younger and older 
women. This is to help participants feel comfortable sharing their 
thoughts. Let everyone know that if they are not comfortable, they 
are welcome to leave the Session and come back later.
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 Respecting culture, kastom and religion

Culture, kastom and religion are at the heart of leadership and decision-making in 
Solomon Islands, and will influence participants’ opinions and thoughts. Some participants 
may not be comfortable with the idea of women-only Savings Clubs because of their 
understanding of religious or kastom teaching. If participants do feel this way, it is 
important to talk to them about what is making them uncomfortable. There are activities 
in the Community Mobilisation Session A to help discuss these topics. 

Always be respectful of everyone’s opinions and encourage them to share them with 
the group. 

	 Making sure one (or a few) of the participants don’t do all the talking

As a Facilitator, you need to make sure that all participants have the opportunity  
to speak. If someone is talking too much, try saying, ‘Those are interesting points,  
thank you for your contribution. Let’s see what others think’. One idea is to give each 
person the same number of items (e.g. stones, leaves, matches) and tell them they  
have to give one to you every time they speak. When they have no more items left  
they cannot speak again and must allow others in the group to contribute. 

It is good where possible to engage participants in the discussion by asking them 
questions. This also helps the Facilitator to understand what participants already know 
and what they don’t yet know. It recognises that the participants already have some 
knowledge and experience to build on.

	 Different levels of literacy and education

Remember that some people will not be able to read or write, or will not be confident 
because they have not completed school. It is important to be sensitive to everyone’s 
different abilities and to respect that everyone has valuable knowledge and opinions. 
Some of the activities require people to write down notes on paper. Don’t point out 
people who are finding the activity difficult. Try instead to create opportunities for them 
to talk about their ideas, walk around the group and offer help, or change activities so 
that everyone feels comfortable participating.

	 	When running the Sessions, encourage all participants to share their ideas  
and experiences. 

Be open to the ideas and opinions of the participants and allow time for them to be 
discussed. Sometimes participants will have different views and might disagree with 
each other or feel uncomfortable with what other people have said. Sometimes you 
may disagree with a participant’s opinion, but it is important to make sure you allow all 
opinions to be heard and you are always respectful. We all have the right to share our 
opinions so long as we are respectful of others.

	 Be friendly and inclusive 

Make sure you encourage men, women and youth to participate in the Community 
Mobilisation Sessions, and women of different ages, denominations etc in the Savings 
Club Sessions. If you notice that some participants are not talking, then direct questions 
towards them. For example, if you notice that younger women are not talking, you 
could say, ‘We have heard from some of the older women, what do some of the 
young women think?’ You can do the same for people from different groups within the 
community.
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The participants should feel:

Types of Activities Used in Facilitation

Energiser 

A brief activity (usually no more than 10-15 minutes) that is designed to get the participants 
‘energised’ – ie. get blood moving and change mental focus. Useful when the participants 
have been sitting for a long time, or focused on a long activity. See Annex 11 for a list of 
Energiser Ideas.

Brainstorm

An activity designed to get as many ideas as quickly as possible. It is not necessary to check 
if the ideas are good or to discuss them. All ideas are welcome, and they should be called 
out quickly, without worrying about thinking too much. This is a good way to get some 
creative thoughts and to get as many ideas as possible in a short time.

Quick Quiz

A short activity, usually to double-check information, in the form of a quiz. The quiz can be 
done in different ways – for example with Facilitator asking questions, or with a Talking Ball.

Role-play

An activity that is acted out as though it is a real activity, but is not. Participants will act 
different roles, though they may not have those roles in real life.

Real-Time Activity

This means that the training Activity is actually a real Savings Club activity. Three of the 
Sessions in this Guide are designed to be run as actual Savings Club meetings.

Comfortable
Relaxed

Familiar

The participants need to 
get to know each other 
right from the beginning 
of the training. This will 
break down barriers, 
aid in communication 
and build a sense of 
belonging that will 
encourage participatory 
learning for both 
women and men.

To allow space for 
self-esteem and 
self-confidence 
building. 

The atmosphere 
needs to be relaxed 
to help people think 
and speak easily.
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Activities for encouraging participation

Silences are very useful and can give people time to think and learn, and they create  
an opportunity for people who don’t usually talk to speak up. If, however, there are long 
silences and no-one is speaking, try asking a question to start the conversation again,  
or try one of these quick exercises to encourage participation.

Fist to Five: To see if participants agree or understand a topic, ask them to close their eyes 
and raise their hands in the air. If they don’t agree, or don’t understand, they keep their 
hand in a fist. If they agree or understand, they put all five fingers in the air. If they are not 
sure or only understand or agree a little bit they put only put two or three fingers in the air. 
This is so you can understand what the participants are thinking, without them having to 
speak up and tell you.

Agree or Disagree: Place a piece of paper with ‘agree’ on one side of the workshop space, 
and ‘disagree’ on the other. Read out a statement (e.g. ‘Earning money in the village is 
easy’ or ‘Women are good leaders’) and ask participants to move towards either agree 
or disagree, depending on what they believe. If participants are unsure, they can be 
somewhere in the middle. To start a discussion, ask several different participants why they 
chose the spot they are standing in. This activity can be fun because it gets the participants 
up and moving around the room.

Talking Ball: To encourage participants who might be afraid to share an idea or opinion, 
you can throw a soft ball to a participant while asking them a question. The ball distracts 
them and makes it easier for them to say what they think. They can then throw it back 
to you, or to other participants to continue the discussion. This is a good way to allow 
different people to speak if the same people keep on speaking. 

Secret Hat (or Basket, or Pot): Participants write down a note or question on a piece 
of paper, scrunch it up and put it in a hat. You then pass the hat around the group and 
everyone takes a turn to read a piece of paper and comment on it. This can be a good  
way to start discussions about topics that might be sensitive or difficult.
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Icebreakers - for groups that don’t know each other well yet

As a Facilitator, you may work with different groups: some who already know each other 
well well and some who do not. If the participants do not know each other well, or you 
think it is appropriate, start the Session with a game to help everyone learn each other’s 
name and a little bit about each other. Here are some ideas:

Two Truths and a Lie: Participants take it in turns to say their name, then three things about 
themselves – two are true and one is a lie. The rest of the group guesses which one is a lie. 
(e.g. I have three brothers; I am from Makira; cassava is my favourite food).

Silent introductions: Participants make pairs and introduce themselves to their partner 
without speaking. They can act, draw or point to things. They can share information such 
as what food they like, what sport they like or don’t like, where they are from, etc. After 
3 minutes, swap roles so that the other person can introduce themselves. Afterwards go 
around the circle and have the pairs introduce each other. Some of the comments may be 
incorrect, so let each person introduce themselves too!

Action introductions: Ask everyone to stand in a circle and take turns introducing 
themselves by saying ‘Mi, nem blong mi [Becky]’ in a loud confident voice. When they 
say this sentence they need to do fun action like jumping, stepping forward, dancing, 
reaching high in the air with their arms, etc. Then the rest of the group must say back to 
the participant ‘Iu, nem blong iu [Becky]’ and copy the action. Go around the circle until 
everyone has introduced themselves.

Glossary
Throughout this guide you will see underlined words. Any word that is underlined  
is explained in the Glossary in Annex 1.

Please look through the Glossary before you start to use this guide so that you  
understand all of the words and can explain them to participants.
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Community Mobilisation  
Sessions A and B:  
Awareness
These first two Sessions are designed to be run with the wider community. 
You should encourage the people who are organising this meeting to make 
sure that key leaders in the community – traditional chiefs, church leaders 
and others, both men and women - are involved. Others in the community 
including the husbands of the women who want to set up the women’s 
Savings Club should also be encouraged to join. 

It is very important to ensure the wider community, including community 
leaders are informed and aware of the women’s Savings Club model, what 
it is and why it can be valuable to the wider community, not just to the 
members of the Savings Club.

The remaining Sessions (Savings Club Sessions 1-18) in this Guide are 
intended to be run with just the Savings Club group, once the community 
has agreed that they would like to see a women’s Savings Club set up.

PHASE  

I 



Note: A shared lunch is proposed because this provides an opportunity for the group to 
stay around and talk about what they have learned, but it is not essential. Additionally, this 
schedule involves a lot of work to fit in before lunch. It would also be possible to have 
lunch after CM B.3 and complete CM B.4 and CM B.5 after lunch if this is considered more 
appropriate for the group.

DAY SESSION TIME

DAY 1

Morning Community Mobilisation Session A 
Awareness
CM A.1 45mins

CM A.2 30mins

CM A.3 45mins

Tea/ Stretch break 15mins

Morning cont… Community Mobilisation Session B 
Overview of Savings Clubs (What, Why)
CM B.1 40mins

CM B.2 10mins

CM B.3 50mins

Energiser 10min

CM B.4 20mins

CM B.5 10mins

Lunch together and close 1hr

End of this awareness visit

PHASE  

I 
Example Training Schedule 
Community Mobilisation 
Sessions A & B (1 day)
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COMMUNITY MOBILISATION SESSION A 

Awareness

Time Needed: 2 hours

Expected Learning 
Outcomes:

1. Participants are introduced to the Savings Club idea.

2. Participants gain awareness, understanding and 
acceptance of the rationale for Women’s Savings Clubs

3. Identify a possible group or groups who may be 
interested to start a Savings Club.

What the Facilitator 
Needs to Prepare:

 A Ball or other object for throwing (to use in Activity)

 A Flipchart

 A Pens for writing on flipchart

Background Information 
for the Facilitator

The first and foremost important task to set up a 
Savings Club is to mobilize the community for a greater 
understanding and ownership. TTFT experience has shown 
that working with established organized groups eg. (Catholic 
Mothers, Mothers Union, Dorcas) is usually a good idea if 
possible. However it is possible to set up a Savings Clubs 
outside of an existing group if there is strong commitment. 
Getting the support of men (including husbands) and 
community leaders is very important.
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 FACILITATOR GUIDANCE FOR THE SESSION:

CM A.1 Welcome, Warm-Up & Ground Rules (45mins)

If it is appropriate and hasn’t already been done, you may like to ask someone to say a 
prayer or a similar culturally-appropriate opening activity.

Say: to get our blood moving, we are going to start with a warm-up activity.

Warm-up Activity: I Will Make You Fishers of Men

Explain: For this exercise we will sing the chorus of ‘I Will Make You Fishers of Men’

 [check that at least some of the group know the song – if there are some who don’t know 
it, they will be able to copy once the activity starts]

Say: For this activity, everyone starts sitting down. When a word beginning with  
‘F’ – for female – is sung, all females should stand up – and then sit again. When a word 
beginning ‘M’ – for male – is sung, all males should stand up – and then sit down again.

Lead the group singing the song through once or twice, to allow everyone to get the idea 
of it and participate – this activity often results in laughter as people try to stand up and sit 
down at the right time!

After the final round, ask everyone to return to their seats.

Setting Ground Rules

Say: now we will start the Session by setting some Ground Rules.

Explain: Ground Rules are guidelines about how we expect each other to behave.  
Ground Rules help us make sure everyone can participate in the discussion.

Ask participants to suggest Ground Rules they think should apply for this training. 

As they make suggestions, write/draw all the suggestions on a flipchart page. [if no one 
can think of anything to start with, you may want to give a few suggestions, such as: only 
one person talk at a time; phones should be turned off, if you have to keep your phone on 
and you have to answer it, go away from the group so you don’t disturb others with your 
conversation; keep to time etc.]

Once you have all suggestions up on the flipchart, read out them, and ask the group if 
they are all happy to agree to this list of Ground Rules. If there is disagreement, discuss this 
until you can find a Ground Rule that the group all agree on.

Put the flipchart with Ground Rules up in a place where everyone can see it during the 
training. If this is not possible, then you could also consider revisiting the Ground Rules at 
the beginning of each training day. 
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CM A.2 What is a Savings Club? (30mins)

Explain: now we will begin our discussion on Women’s  
Savings Clubs.

Ask participants: have you already seen, heard of or been part  
of a Savings Club? What do you understand that a Savings Club is?

Write the participant answers on a flipchart. Ask for clarification  
if needed.

When you are recording the participant answers, make sure that 
the ideas below are included. If some of these are missed, then 
add them to the list once participants have finished giving their 
suggestions, and ensure that all participants understand:

A Savings Club…

 is an informal financial organisation

  is formed by a group of individuals with a common objective of saving small sums  
of money to achieve short- to medium-term financial goals for the future

 lets members save their money and keep it safe so they can get it when they need it

 also sometimes allows members to take small loans (but not all Savings Clubs do this)

  does not require a high level of education to be a member – people who have not 
been to school and cannot read and write can participate

Explain that ‘short- to medium-term financial goals’ may include basic needs  
and unexpected expenses, as well as investment for income-generation activities. 

Tell participants: Women in TTFT Savings Clubs have used their savings for things  
like school fees, health care costs, and money to start up a small business like canteen.  
[you can also give other examples from your own experience].

When you have made sure that all participants understand what a Savings Club is, 

Ask ‘What is a Women’s Savings Club’?

Write/ draw participant answers up on a flipchart. Ensure that the aspects below  
are included, and if not then you can add them, and explain as needed.

A Women’s Savings Club…

  is a Savings Club where women manage the club, and make decision  
on savings and on club activities

 has only women members

 usually benefits the whole family and community
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CM A.3 Why Women’s Savings Clubs  
can be useful in communities (45mins including Activity)

 Activity – Talking ball

Time Needed: 30 minutes

 A One ball (or other object that can be thrown)

 A Flipchart and pen

Tell participants we will now do an activity to explore why women-led Savings Clubs  
can be useful.

Show participants the ball/ other throwing object

Explain: I will throw this ball to one person in the circle, and they need to catch it,  
and provide a response to the question I’m going to ask. Then they throw the ball to 
another person who also catches it and provides a response, and so on.

Ask participants: ‘Why do you think a women’s Savings Club may be useful in  
a community like yours?’

Throw the talking ball to one person in the circle. 

Write all the responses on the butcher paper as participants continue to throw  
the ball around.

Read back the responses to the group. Ensure that the ideas below are included –  
if they are not mentioned by participants add them to the list and explain.

1. Safe space for women to save

2. Learn about and get to understand idea of saving  
(encourage ‘savings culture’)

3. No banks in the villages – Savings Club is like a village bank

4. Save money for basic family and personal needs

5. Save money for community or group projects

6. An opportunity for women to take up and  
practice leadership role

7. Improve basic maths skills

8. Improve financial management/ budgeting skills  
and confidence 

9. Improve planning skills

10. Women come up with new ideas (eg. fundraising 
activities, income-generation activites)
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Explain to participants that the absence of formal financial services (banks) in  
Rural Solomon Islands means Savings Clubs are an important alternative service  
to remote rural villages and communities. 

Explain that being in a Savings Club also helps to build a practice of saving. The skills that 
members learn by being part of a Savings Club will also help if in the future a person is able 
or wants to open a bank account.

Say: I have here some quotes from women who have set up Savings Clubs under TTFT, 
about their experience. 

Read out loud the two quotes below – make sure you also mention who said it.

woman from Bolitei 
Savings Club

husband of a Women’s Savings 
Club Member in Tawatana

woman from a Savings Club in Foulofo

husband of a Women’s Savings Club 
Member from Santupaele 

“ “

“ “

Before money just melts in 
my hand, now I have a place 

to save money

In the past when we were asked 
to make contributions, we didn’t 

have anything. Now we are able to 
contribute. Being part of the Savings 
Club has made us somebody. We can 

be part of what is happening”

I doubt [the Women’s Savings Club 
idea] in the beginning but then when 

there was a death in the family my 
wife went and withdraw money and 
we are able to pay for transport to 

attend the funeral. Now I know it’s a 
good thing for me and my family

I see a lot of good things 
[happening] so I help my wife to 

transport her to the market so that 
she can save for our family

Say: and here are some quotes from men about their experience of TTFT Women’s  
Savings Clubs. 

Read out loud the two quotes from men below. Make sure you mention who said them.
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Are men excluded?

Say: one of the questions that some communities have had is whether men cannot be part 
of Savings Clubs.

Explain: Men are free to set up their own Savings Club and the TTFT model could still be 
used as a starting point. However if the group wants to build women’s leadership as well 
as savings practice, our experience shows that a woman-only rather than a mixed group is 
needed. The TTFT model has been developed based on the experience of supporting set 
up and running of women-only Savings Clubs.

Say: Live & Learn suggest that if men want to set up their own Savings Club they could also 
do this, but that men should not join the women-only Savings Club.
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COMMUNITY MOBILISATION SESSION B 

Overview of Savings Clubs  
(What, Why)

Time Needed 2hrs 10mins

Expected Learning 
Outcomes

1. Participants are introduced to the TTFT Women’s  
Savings Club model.

2. Participants have an opportunity to discuss concerns  
and identify challenges the community might face  
when setting up a Savings Club and how these  
can be managed.

What the Facilitator 
Needs to Prepare

 A Poster – Front side (put this up on a wall before  
the Session if possible)

 A Diagram of TTFT Women’s Savings Club Model  
(in box below - pg 32) drawn on a flipchart page

 A Flipchart and Pens

 A Talking ball.
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FACILITATOR GUIDANCE FOR THE SESSION:

CM B.1 Introduction to the TTFT Women’s Savings 
Club Model (40 mins)

Hang or draw diagram on the board/ wall. 

Say: We will now learn a bit more about the TTFT Women’s Savings Club model.

Ask participants to come up and look at the Poster Front

Point to the part that shows Individual Savings (pink text).

Explain: Members regularly put in money for Individual Savings. This money is kept in one 
room of a ‘3-lock Cash Box. Money can be withdrawn on Savings Club meeting days when 
the Member needs it or when she reaches her Savings Goal.

MEMBER’S 
INDIVIDUAL  

SAVINGS

Funds paid 
into Member’s 
Individual 
Savings Accounts

Funds coming into General Fund 
from fundraising activities, Member 
Contributions, Club Income

Loans to 
Members

Repayments

Members 
Withdraw 
Savings

GENERAL FUND

TTFT SAVINGS CLUB MODEL
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Say: “You can think of the Savings Club like a garden. To make the garden grow, you put in 
seeds and work. Then you take out taro, cabbage etc when you need it. What you take out 
can be used for day-to-day needs (eg. family meals) or for bigger needs (eg. selling a large 
number of cabbage to get money for starting up a canteen). The money you put into your 
Individual Savings account is like seeds and work. The money you take out is like the taro 
and cabbage. 

As with the garden, the amount you can take out depends on the amount of you put in.

Point to the part of the flipchart diagram that shows General Fund (green text)

Explain: The Savings Club can also have a General Fund. Money comes into General Fund 
from group Fundraising activities, Member Contributions and Income from Club activities. 
If the Savings Club decides they are ready for it, this money can be taken out by individual 
members as LOANS. Loans have to be paid back to the General Fund, with interest.

Say: A Member can only take as much for a loan as she has in her Individual Savings 
Account. If she doesn’t pay back the loan, the money will be taken from her Individual 
Savings Account to pay the loan back. 

Say: A Women’s Savings Club should not start to offer loans until it has been operating well 
for at least 6 months. Some Savings Clubs operate for several years before they are ready 
to start offering loans.

Say: The Savings Club provides a way to keep money safe and to build up small amounts 
of money to get a larger sum. 

33Women’s Saving Club Training Guide COMMUNITY MOBILISATION SESSION B  CM B.1



I have here a quote from a woman from one of TTFT Savings Clubs I would like to share 
with you:

Read out loud the quote below – make sure you also mention who said it.

Cash Box and Passbooks 

Now, ask participants to look at the poster (front side) where they can see a big picture  
of a Women’s Savings Club meeting.

Explain (using the poster and flipchart diagram to help illustrate):

All the members of the club can deposit money in their own Individual Savings Account. 
The money deposited by members is kept in a locked box with three different keys held by 
three different Savings Club members (the ‘3-lock Cash Box’). Show the participants where 
they can see the 3-lock Cash Box on the poster.

woman from Makasu Savings Club 

“
Before I joined the Savings Club I found that I could not keep 

hold of my money because my husband or other family members 
would ask for it, or someone would use it for beer or cigarettes or 
betelnut. But now I put my money from marketing straight into my 
Savings Club account and it means that I have money when I need 

it for emergencies or big costs like school costs
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When a member joins they buy a Passbook. 

Show participants where they can see the Passbook on the poster.

It is recorded in the member’s passbook every time they deposit (put in) money. 

When the member wants to withdraw (take out money) from their account it is the same 
process. They tell the Treasurer and Money-counters how much they want to withdraw 
and this is also recorded in the member’s Passbook. 

Any member can deposit or withdraw money at any meeting of the Savings Club. 

Usually the Savings Club will meet at least every two weeks or perhaps every month.  
The members decide how often the club meets.

Explain that once a group has decided to set up a Women’s Savings Club, training can  
be given going into greater detail about how Savings Clubs work, including practicing all 
the activities and skills needed.

Ask participants if they have any questions about this basic explanation. Make sure  
they understand the basics of how the Savings Club functions as described above.  
If the participants ask questions about other details (eg. how a Savings Club meeting runs, 
who is responsible) or other products such as loans, tell them that these things will be 
covered in the training with the group once it is formed. 

[You could also use an activity like ‘Fist to Five’ - see pg 20 for an explanation]
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CM B.2 Who can be part of a  
Women’s Savings Club? (10mins)

Write this list on a flipchart:

Read out loud what you have written.

Explain: A women’s Savings Club should be inclusive of all women. A woman can be a 
member of a Savings Club who wants to be able to save money and can deposit (put in) 
some money – even a small amount – regularly. Say: the Club will decide if there is a 
minimum frequency to deposit. 

Explain: A woman does not have to have school education to be part of a Savings Club. 
But the Club will need at least a few people who are able to do basic maths, reading and 
writing. There should be at least two or three women with Grade 4 level skills in maths  
and writing. 

[If participants look like they need it, you may want to do an Energiser activity here before 
the next part of this Session]

CM B.3 Possible Challenges  
and How to Manage Them (50mins)

Ask: Based on what you have learned so far, what challenges might the community face in 
establishing a Savings Club? 

As participants offer answers, write or draw these on a flipchart. Once participants have 
called out all the challenges they can think of, read out what you have on the flipchart. 
Write a number beside each challenge.

Small group work

Say: Now we will do some work in smaller groups to talk about how these challenges  
can be addressed. Explain: we will do this with men and women in separate groups.

Divide the participants into groups of 5-8 people. Make the groups either all women  
or all men [this will help all participants to have a chance to speak].

Assign 2 challenges to each group – for example, the first group gets challenge number 1 
and number 2, the second group gets challenge number 3 and number 4 etc. It is okay if 
some groups have the same challenges.

Married women

Unmarried women

Widows

Young women

Mothers

Single mothers
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Tell participants: in your groups, discuss how each of the challenges you are assigned 
might be addressed. When we finish, each group will present back to the main group. 

Say: the group can write your ideas on a flipchart or you can report back verbally.

Allow the groups 20 minutes to discuss the challenges and solutions.

After 20minutes ask the first group to come up and present their ideas to the rest  
of the participants. Then the second group etc. Until all the groups have presented.

After all of the groups have presented their ideas, you can add any additional ideas for 
solutions that you have from your own experience with other Women’s Savings Clubs.

Say: we have now discussed some of the possible challenges and their solutions.  
The community will need to consider this when deciding to go ahead and support  
a Women’s Savings Club in this community. 

CM B.4 Identifying the group to set up  
a women’s savings club (20mins)

Explain: Experience with TTFT has shown that a Savings Club has much higher 
chance of success if the people joining as a Savings Club live in the same area, and 
already have some common activities (eg. part of the same church group or have 
another project together). This is because in order to be successful the Savings Club 
members need to meet together regularly.

Tell the group, I would like to find out from you what existing groups there are in 
this community for women and young women. Point out we are particularly talking 
about existing women’s groups, not groups involving both men and women. These 
could be church-based groups, groups organised around councils or committees, 
health-related or social groups.

Ask: what are the existing women’s groups or women’s regular activities in this 
community?

As they call out suggestions, write or draw these on a flipchart.

Once the group has given all their suggestions, read out loud all the suggestions  
on the flipchart. 

Say: these are the groups/ activities that might be a starting point for setting up  
a Savings Club. 

Explain that once the community has agreed that you would like to start up a 
Women’s Savings Club, and there is a group of women who have agreed they would 
like to lead this, the Facilitator can come back to facilitate the ‘Before You Start’ 
Sessions that cover everything you need to do to set up a Savings Club.
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Explain: If a group in this community decides they want to set up a Women’s 
Savings Club, it is strongly recommended that a new group does not start collecting 
money until the first Savings Club training Sessions are completed and the ‘Set-Up’ 
steps have been followed. Set-up steps include:

 A getting a 3-lock Cash Box to safely store money; 

 A establishing a Managing Committee

 A agreeing on the Club Policy. 

 A Getting basic stationery including a Passbook for each member,  
and Record-Keeping Forms 

Say: These steps are all covered in Phase II of the SC training (SC Sessions 1-6). 
These Sessions can be delivered in 2-3 days.

Explain: At least two days will be needed for the set-up training.

If the community already has an interested group, a date for the set up training 
Sessions can be set now.

Otherwise the community can get in touch once they have an interested group  
and arrange a time.

CM B.5 Closing the Community  
Mobilisation Sessions (10mins)

Explain that this is the end of the Community Mobilisation Sessions.

Say that you can come back to do the Savings Club set up training Sessions once 
there is a group identified who want to start up a Savings Club. 

Thank the participants for their time and participation.

Ask a leader from the community to close with a prayer or other culturally 
appropriate activity.
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Saving Club Sessions 1-6:  
‘Before you start’
Savings Club Sessions 1-6 are the ‘Before you Start’ Sessions.  
They are designed to be conducted with the women’s group who 
want to set up a Women’s Savings Club. They cover all the things 
that the group needs to understand and organise BEFORE the 
Savings Club can start.

Once the group has organised everything covered in these sessions, 
the community facilitator/ trainer can come back and teach Session 
7-10 and beyond.

SC SESSION 1 

PHASE 

II



Note: if the group is easily understanding Sessions 1-3 it may be possible to complete Session 4  
also on Day 1 after the Tea Break, then do a half-day on Day 2 to cover Session 5 and 6. However, 
this would make Day 1 a long day with a lot of new information so should be considered carefully.

DAY SESSION TIME

DAY 1

Morning. SC Session 1 Introduction, setting Ground Rules 
SC 1.1 15mins

SC 1.2 15mins

SC 1.3 20mins

SC 1.4 20mins

Tea/ Stretch break 15mins

Morning cont… SC Session 2 Management Committee and Office-Holder Roles
SC 2.1 1hr20

SC 2.2 10mins

Lunch 1hr

Afternoon SC Session 3 Purchase of Stationery and Cashbox
SC 3.1 50mins

SC 3.2 40mins

Tea & close 15mins

DAY 2

Morning. SC Session 4 Registering Members & Summary of Set-Up Steps
SC 4.1 10mins

SC 4.2 1hr50mins

Tea/ Stretch break

Morning cont… SC Session 5 Savings Club Policy
SC 5.1 20mins

SC 5.2 40mins

Lunch 1hr

Afternoon SC Session 6 Introduction to 3-lock Cash Box
SC 6.1 30mins

SC 6.2 20mins

SC 6.3 10mins

Tea & close 15mins

End of this training visit

Example Training Schedule Savings Club 
Sessions 1-6 (over 2 days)

PHASE 

II
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SC SESSION 1

Introduction,  
Setting Ground Rules

Time Needed 1hr 10 mins

Expected Learning 
Outcomes

1. To introduce the training and overall objectives

2. To introduce the Facilitator and the participants  
to each other

3. To set Ground Rules for the training

What the Facilitator 
Needs to Prepare

 A Prepared story starting line for Warm-up Activity

 A Flipchart and pens

 A Write the ‘Overall Objectives’ (pg 43) on a flipchart.

FACILITATOR GUIDANCE FOR THE SESSION:

SC 1.1 Welcome and Introductions (15mins)

Say: Welcome to the first training Session for setting up a Women’s Savings Club. I am 
excited to see this group of women ready to set up their own Savings Club and look 
forward to helping you to do that. [or use your own words]

Explain that this Session is for introductions, to give an overview of the training and its 
objectives, and together to set Ground Rules that we will follow.

Facilitator(s) introduce yourself/yourselves – tell your name(s), why you are here,  
and a little bit about your own experience in Women’s Savings Clubs.

Ask each participant to introduce themselves in a similar way to what Facilitator  
has just done.
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SC 1.2 Warm-up Activity: ‘Tell me a story’ (15mins)

Tell participants: We will start with a warm-up activity. 

Explain: For this activity, the group will make up a story together.

I (Facilitator) will start with one sentence or part-sentence, then each member  
of the group adds a bit more (a sentence or part sentence) to the story. The last person  
has to finish the story.

Start the story using one of the example starting lines below (or make up your own!):

Example starting lines for Facilitator:

‘One day I went into the bush and there I saw a crocodile…’

‘One day I met Mary on the way to the garden and she told me…’

SC 1.3 Setting Ground Rules (20mins)

Say: Before we get started on the program, we will together set some ‘Ground Rules’ about 
how we will behave and treat each other while we are working together in this training. 

Explain: Ground Rules are guidelines about how we expect each other to behave. Ground 
Rules help us make sure everyone can participate in the discussion.

Ask participants to suggest Ground Rules they think should apply for this training. 

As they make suggestions, write/draw all the suggestions on a flipchart page. [if no one 
can think of anything to start with, you may want to give a few suggestions, such as: only 
one person talk at a time; phones should be turned off, if you have to keep your phone on 
and you have to answer it, go away from the group so you don’t disturb others with your 
conversation; keep to time etc.]

Once you have all the suggestions up on 
the flipchart, read out all the suggestions, 
and ask the group if they are all happy to 
agree to this list of Ground Rules. If there 
is disagreement, discuss this until you 
can find a Ground Rule that the group all 
agrees on.

Put the flipchart with Ground Rules 
up in a place where everyone can see it 
during the training. If this is not possible, 
then you could also consider revisiting 
the Ground Rules at the beginning of 
each training day. 
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SC 1.4 What the training involves,  
and Overall Objectives of the TTFT  
Women’s Savings Club Training (20mins)

What the training involves

Explain that this training includes 18 Sessions, but that these will be covered over the 
course of a year or more.

Explain how you plan to deliver these Sessions with this group – for example:

In this first training event we will cover the first 6 Sessions. These Sessions describe 
everything the group needs to do in order to start the Savings Club.

Once the group has completed set up steps needed to start the Savings Club, we will have 
our second training and then we will cover Sessions 7 to 10. These Sessions will introduce 
you to the basic Savings Club activities. They will include your first Savings Club meeting.

The remaining Sessions (11 to 18) will be covered later, after the Savings Club has been 
operating effectively for at least a few months doing basic activities.

Overall Objectives of the Women’s Savings Club training

Put up the flipchart you have already prepared with the ‘Overall Objectives of the  
Women’s Savings Club Training’.

Explain: by the end of the training, we expect to achieve the following overall objectives.

Read out loud the objectives on the flipchart, or have some one in the group read them out.

Overall Objectives of the Women’s Savings Club training:

1. Participants will understand what a Women’s Savings Club is,  
how it works and what value it can have for its members and  
their community.

2. Participants will understand the most likely challenges that may 
need to be managed to set up and run a Women’s Savings Club 
and learn helpful skills to deal with these challenges.

3. Participants will develop the knowledge and skills needed  
to set up and run a Women’s Savings Club with other  
community members.

4. Participants will learn about where they can get further support 
and learning to maintain their Savings Clubs.
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Note to facilitator

SC SESSION 2 

Management Committee  
and Office-Holder Roles 

If you are starting with this Session some time after the Community Mobilisation 
Sessions, you may want to quickly review the key points of the Community Mobilisation 
Sessions to ensure that everyone is up to date. This could be done by a quiz or by some 
people in the group telling others what was covered in the earlier Sessions. 

Time Needed 1hr 30mins

Expected Learning 
Outcomes

1. Participants understand the essential roles that need  
to be performed to run a Savings Club.

2. Participants understand why it is necessary to have  
a ‘separation of tasks’ in order to protect the security  
of the Savings Club savings.

3. Participants understand why a Management Committee  
is needed and what the role of the Management 
Committee is.

What the Facilitator 
Needs to Prepare

 A Poster

 A Matching cards/ pieces of paper for Office-Holder  
Roles (one piece of paper with the Office-Holder title  
(e.g. President) and one piece of paper with the 
description of the role – use the table in this Session 
– page 46-47). 1 set = 6 pairs of cards. Prepare 2 sets 
for every 15 participants in the group (e.g. If 20-30 
participants, prepare 2 sets).
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FACILITATOR GUIDANCE FOR THE SESSION:

Introduction - Management Committee (10mins)

Explain: After a general agreement by the community to start a women led Savings 
Club, the interested women need to hold their first meeting to elect their Management 
Committee members. Each Saving Club must have a Savings Club Management 
Committee whose members are elected by all recognized members. The committee  
must have at least 7 members and no more than 10 members.

Write on a flipchart:

Explain: We will talk a bit more about the role of the Management Committee later.  
But first we will look at the Office-Holder Roles every Savings Club needs.

SC 2.1 Office-Holder Roles

Introduction to Office-Holder Roles (20mins) 

Explain: Office-Holders are Savings Club members who hold named roles with particular 
responsibilities. Some Office-Holders are also part of the Management Committee, and 
some are Ordinary Members

Explain: Ordinary Members are Savings Club members who are not part of the 
Management Committee.

Say: Every Savings Club needs 9 Office-Holders. These roles are essential for every 
Savings Club.

Write the following list of Office-Holder roles up on a flipchart: 

Management Committee:

At least 7 members

No more than 10 members

Management Committee roles:

1. President

2. Secretary

3. Treasurer

4. Money counter 1

5. Money counter 2

(Possibly also Vice-President, Vice-Treasurer)

Ordinary Member roles: 

6-8. 3 key-holders

9.  1 box keeper
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Read out loud each Office-Holder role title, and briefly explain what this role does  
(use the table below and on the next page to help you if you need).

Ask participants to find the pictures of these Office-Holders on the Poster in the central 
picture (of the Savings Club meeting) as you read them out. The pictures of each Office-
Holder in the top left-hand corner of the poster can help participants identify who these 
women are in the Savings Club meeting picture. 

After you have read out each of the Office-Holder roles, and the group has found all  
of the Office-Holders in the Savings Club meeting picture on the poster, 

Explain that it can be useful to have ‘vice’ roles such as Vice-President and Vice-Treasurer. 
These are the people who will take over that role if the usual Office-Holder is away or sick 
or otherwise unable to do the role for some reason at one meeting.

Say: However, it is important that all the roles above are 9 separate people.  
A person cannot play two roles at the same time.

Activity: Office-Holders Matching Game

Time needed: 40 minutes

Take the pairs of cards/ pieces of paper for each role that you have already prepared 
(Office-Holder Title on one piece, description on the other).

Explain: We will play a game now to see how much we can remember about what each 
Office-Holder does. Each group will get 12 cards/ pieces of paper. Six of these have the 
names of Office-Holder roles. Six have descriptions of each of the Office-Holder roles.  
In your group, you need to match the correct description to each Office-Holder title.  
To be able to do this, you will need at least one person in the group who can read. 

Divide participants into groups of 7-8 people (make sure there is at least one person  
in each group who can read). Give each group a set of cards/ pieces of paper – 12 cards  
in total, one pair for each of the roles.

Allow the groups 15 minutes to complete the activity.

Office-Holder Roles

Pres ident Description

 A chairs savings club meetings – including opening  
and closing the meeting 

 A ensures that policies and procedures are respected 

 A keeps everyone to time 

 A motivates and guides other Office-Holders  
and other Club members.
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Secretary Description

 A manages Member Ledger and  
Member Application forms

 A manages (keeps safe in a file)  
all completed record-keeping forms 

 A records important Club decision  
(taken only during meetings).

Treasurer Description

 A keeps the records of Individual Savings  
(deposits and withdrawals) and General Fund  
(deposits, loans and repayments) 

 A checks that cash and records match at every meeting 

 A responsible to prepare the Monthly Report every month.

2 Money Counters Description

 A accept and count cash received from members 

 A keep counts of sums of cash in the different  
account rooms

 A help record-keepers (Treasurer and Secretary)  
with reconciliation and balancing.

Box-Keeper Description

 A presents the box to the Club members punctually  
at the start of each meeting

 A ensures that no one opens the box between meetings,  
including members of the Committee 

 A keeps the box safe from loss or theft.

3 Key Holders Description

 A each open one lock on the 3-lock box for the Club 
members punctually at the start of each meeting,  
and lock again at close of the meeting

 A ensure that no one opens the box between meetings, 
including members of the Committee

 A keep the keys safe from loss or theft.
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After all the groups have finished, tell them we will now check answers.

Using the list you have on the flipchart, start with President, and ask one group to give  
you the description they matched to this role. 

If it is correct, ask other groups if they got the same answer. If the answer from the first 
group is wrong, ask other groups if they got anything different. If other groups got different 
answers, or if the first group got the wrong answer, tell everyone the correct answer, and 
check that everyone understands. 

Move on to the next Office-Holder role on the list (Secretary). Ask the next group for their 
answer. Do this for each Office-Holder role. Make sure every group has at least one turn  
to provide their answer. Make sure everyone understands the description of each role.

Explain: we will practice these roles in later Sessions in role-plays so don’t worry if  
you don’t feel 100% certain you can remember all the Office-Holder roles right now.

Choosing who will do what Office-Holder role (10mins)

Say: Here are some things to keep in mind when choosing who will do what role.

Explain: The intention of the TTFT model is that eventually, every Savings Club member 
should have the opportunity to do every role. Changing roles regularly (at least every year) 
is important. 

It is important for several reasons:

 A It is good risk-management for the Savings Club – the best way to make sure that there 
is no temptation to borrow money without asking and that other people can’t take 
advantage of someone in the club is to rotate the responsibilities among members.

 A It means that no one person has too much to do, or feels that they have to stay in a role 
for many years.

 A It is by learning and performing in different roles that members can develop skills and 
confidence in reading, writing, counting, calculating, and speaking in front of the group, 
which is an important part of improving the confidence and lives of all of the women in 
the group.

 A It is also important to have more than one person who can do any one role, so that 
if someone gets sick, or has to go away or leaves the club for some reason, there is 
someone else who can do their job.

Say: At the start of the Savings Club, you will need to choose people based on their 
strengths, but as the club develops and everyone gets a chance to see how it works, 
members can help each other to learn the skills needed for each role.
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SC 2.2 Management Committee (10mins)

Say: We mentioned the Savings Club Management Committee at the beginning of this 
Session, and we have identified that some of the Office-Holder roles are part of the 
Management Committee. 

Explain: The role of the Management Committee is to take the lead in dealing with any 
problems or issues that arise for the club. For example, if any of the Office-Holders are 
no longer able to perform their role properly, the Management Committee may meet to 
consider options and will make a suggestion to the membership about how to deal with 
this (for example, elect a new person to take the role). They will also be the group that 
meets to discuss if, for example, the club needs to change its meeting day – and make 
suggestions to the membership for approval.

In TTFT Women’s Savings Clubs, the Management Committee meets if there are visitors 
coming to the community and discusses how the Club may be involved in hosting them. 

Point out: Although the Management Committee takes leadership on these issues,  
it is important that all decisions are made by agreement of the whole membership.
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SC SESSION 3 

Purchase of Stationery  
and Cashbox

Time Needed 1hr 30mins

Expected Learning 
Outcomes

1. Participants know what stationery is needed to set up a 
new Savings Club.

2. Participants understand the costs associated with setting 
up a new Savings Club and identify how these costs might 
be raised.

What the Facilitator 
Needs to Prepare

 A Poster

 A Flipchart and pens

FACILITATOR GUIDANCE FOR THE SESSION:

SC 3.1 Things the group needs to buy  
or make to start a Savings Club (50mins)

Write the list below on a flipchart

Explain: There are 5 things that need to be purchased or made in order for  
a Savings Club to be set up:

1. Forms for record-keeping

2. Hard-cover book to make  
the General Fund Record Book

3. Passbook for each member

4. 3-lock Cash Box 

5. 3 Locks with keys
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Forms and General Fund Record Book

Explain: The forms for record-keeping are provided at the back of the training guide in 
Annex 9, and can be photocopied by the group, or copied out by hand.

Say: There are 9 forms the Savings Club must have. They are labelled Forms A to I.  
Say: In addition the Savings Club needs to prepare a General Fund Record Book. For this 
you will need to buy a hard cover book (A4 or B4 size) with lines, then draw in the columns 
and headings. The example for how to draw up the General Fund Record Book pages  
is also included in Annex 9.

Explain: We will not talk about how to use the forms in this training phase, except for 
Forms E and G for member registration, which we talk about in the next Session. Using  
the other forms will be covered in detail in later Sessions.

Say: For now, I just want to give you each a chance to have a quick look at these forms  
so you have an idea of what they look like.

Ask the participants to have a look at the forms at the back of the training guide.  
Pass this training guide around, opened at Annex 9 – you may want to note the page 
number of this page so you can find it when you get the Training Guide back! 

Once each member has had a chance to look at the forms, and the Training Guide has 
been given back to you,

Say: We will discuss forms E and G in the next Session on Member Registration.

Passbooks

Explain: Each member will need a Passbook – these cost approximately $10 each. 
Currently these can be purchased from West Are Are Rokotanikeni Association,  
or from Live & Learn Office in Honiara. Ask at the Live & Learn Office in Honiara  
if you need more information.

Ask the participants to find the picture of the Passbook on the poster.
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3-lock Cash Box

Explain: The third thing a group needs is a 3-lock Cash 
Box. We will talk more about this in one of the next 
Sessions. 

Ask the participants to find the picture of the  
3-lock Cash Box on the poster.

SC 3.2 Costs of set up  
and how to pay for it (40mins)

Explain: It will cost approximately $1300-$1500 to set 
up the Women’s Savings Club. The group will need to 
raise money to pay for these set up costs. In addition,  
each Member will need to pay $10 for a Passbook.

Write this summary on the board or flipchart, reading out each item as you write it up:

Summary of Set-up Costs

1 Forms for record-keeping $ 200 (or less if copied by hand)

2 Hard-cover book to make the 
General Fund Record Book

$ 70

3 Passbook for each member (each member pays $10)

4 3-lock Cash Box $ 600-800

5 3 Locks with Keys $ 400

TOTAL $1270-$1470 (plus $10 each 
Member for a Passbook)

Say: The cost of a 3-lock Cash Box is about $600-$800. 

Say: It is recommended that each member pay a membership fee to their Savings Club 
while the club will pay the cost of the cashbox and forms. Each member is responsible  
to buy their own Passbook. These cost $10 each.
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Brainstorm: Raising set-up costs

Ask: How might your group raise the start-up costs?

Ask the group to brainstorm ideas. 

Write/draw ideas on a flipchart.

Facilitate discussion of these ideas if you judge it appropriate.

After the discussion is finished, suggest that the group might like to designate  
who of the group will be in charge of follow-up tasks such as:

 A Organising fundraising activity/ collecting contributions.

 A Keeping a record of the funds raised.

 A Organising to get a 3-lock-box.
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SC SESSION 4 

Registering Members & 
Summary of Set-Up Steps

Time Needed 2hrs

Expected Learning 
Outcomes

1. Understand why registration of Members is important  
and know the procedure to register new Members.

2. Participants understand how to use Form E (Member 
Application) and Form G (Member Register).

What the Facilitator 
Needs to Prepare

 A Three copies of Form E (Member Application Form) [you 
can find Form E under Annex 9]

 A A copy of Form E (Member Application) drawn on a 
flipchart page

 A A copy of Form G (Member Register) drawn on a flipchart 
page [you can find Form G under Annex 9]

 FACILITATOR GUIDANCE FOR THE SESSION:

SC 4.1 Who and How Many (10mins)

Ask: What do we already know about who can become a Member of the Savings Club?

–  Answer should include: Must be a woman, must agree to come to every  
meeting (unless there is a good reason) and to save some money  
(even a small amount) regularly.

Explain: A Savings Club must have at least 10 members. This is the minimum number to 
ensure that there are enough people for all the Office-Holder roles, and one extra to stand 
in if anyone is sick or can’t come to the meeting. 

There is no maximum number of members for a Savings Club. However, Savings Clubs 
under the TTFT program have found that when the membership grows too large it can be 
time-consuming to hold meetings and harder to manage.

Say: One solution if the Savings Club grows too big is to split the group into two  
Savings Clubs.
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SC 4.2 Keeping Good Membership Records (1hr 50mins)

Explain: It is important for the Savings Club to keep a record of its Members.

There are two forms that are used for keeping Member Records. The first is  
Form E – Member Application. The second is Form G – Member Register.

Practical Exercise: Filling Form E – Member Application (20mins)

Put up the flipchart with Form E – Member Application.

Explain: This is Form E. This form must be filled by every woman wanting to become  
a member of the Savings Club. The Management Committee should review every Member 
Application form and make sure that it is filled correctly – if there are errors they can go 
back to the woman who is applying and help her to fill the form correctly.

Ask for a volunteer who would be happy to have the form filled with their information  
as a practical exercise [if there are no volunteers, you could use your own information].

Explain: The box for ‘Member No.’ is NOT filled in by the Member Applicant – it is filled 
later by the Secretary. Leave this blank for now.

Explain: The section under ‘For Savings Club Management Committee Use Only’ is also 
NOT filled in by the Member Applicant – it is filled later by the Secretary. Leave this blank 
for now.

Read out each section of the form, step by step and point to this on the flipchart. 

Ask participants to help you identify the information to fill in each section as you read it. 
Making sure each step is clear to all the participants as you go.

After you have finished filling the form on the flipchart with participation of the group,

Explain: Now we are going to practice filling the Member Application form in small groups.

Small Group Work – Member Application (40mins)

Divide the participants into 3 groups (more if there are more than 30 participants). Make 
sure there are at least one or two people who can read and write in each of the groups.

Give a copy of the Member Application form to each group. 

Explain: One person from each group can volunteer to have their details recorded in 
the Member Application. Remember, all members will have to do this – if your details are 
recorded now, you can use this as your Member Application!

Allow 15 minutes for the groups to complete their Member Application forms. 

When they have finished, ask each group to come up one by one and explain what they 
have filled in each section of the form. Make sure the forms are filled correctly. If not, help 
them correct the form.
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Explain: The woman applying for membership should then take this form and deliver  
it to the Secretary of the Savings Club, together with the Membership Fee (if there is one).

[Once the forms are filled correctly, the participant whose information is there can take the 
form. She can use this later if she wants to apply for membership when the Savings Club is 
ready to start.]

Management Committee and Form E (20mins)

Say: We will now look at what the Management Committee does with Member  
Application Forms.

Explain: The Management Committee needs to read the Member Application Form,  
and confirm that the information is accurate and that the member meets any criteria  
in the Policy (e.g. is a woman or a girl, and agrees to save some money regularly).

Explain: If the Management Committee is happy with the Member Application, they  
can agree to approve the Member Application, and fill in the date beside ‘Committee 
Approval (date)’. 

Fill today’s date in here on the flipchart version of Form E.

Explain: The Management Committee must also confirm that a Membership Fee has  
been received from the applicant (if Membership Fee is part of the Savings Club Policy – 
how to develop a Savings Club Policy is explained in Session 5). When the Fee has been 
received, the Secretary must write the date beside ‘Membership Fee Received (date)’,  
and the number of the Receipt issued in the box beside that.

Do this on the flipchart version of Form E (use today’s date).

Explain: Finally, the Secretary must assign a number to the new Member. Member 
numbers should be assigned sequentially, starting from 1. This is the first Member 
Application for this Savings Club, so it will be 1. The next member will be number 2 etc.

Write ‘1’ in the space beside ‘Member No.’ on the flipchart version of Form E.

Explain: The other spaces that need to be filled are the date that the Member Passbook  
is issued (this is usually at the first Savings Club meeting that the member attends),  
and when the Member is entered in the 
Member Register. 

Say: Entry in the Member Register  
should be done at the same time as the 
approval. We are going to look now at 
how to do this.
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Practical Exercise: Filling Form G – Member Register (30mins)

Explain: We have just learned how the applicant and then the Management  
Committee fill the Member Application Form (Form E). Now we are going  
to look at Form G – Member Register.

Put up the flipchart with Form G –  
Member Register

Say: This is Form G.

Ask: Who do you think fills in Form G?

– Answer: The Savings Club Secretary is responsible 
for filling Form G.

Explain: Form G is a list of all the members of the  
Savings Club. It is filled when the Management Committee 
has received and accepted a Member Application from  
a new member.

Using the completed Form E as a reference, go through  
the columns of Form G one by one and ask participants  
to tell you what to write in each column.

Explain that because this is a Woman’s Savings Club,  
under the column ‘Gender Male/Female’ will always be  
‘F’ for female. 

Explain that the final column ‘Date Withdrew Membership’ is filled when  
a Member withdraws from (leaves) the Savings Club for any reason.

After you have done one example, ask the women whose information was filled out  
in the Member Application form in each group to provide the information to fill the next 
3 rows (ask other participants to help them if they are having any difficulty). Write this 
information in as they provide it.

Use today’s date in the ‘Date Joined (approved)’ column, and show how the Member 
numbers are sequential. So when you have all 3 entries added, you should be up to 
number 4 (1 for the first entry we did, and 2,3,4 for the next three).

Say: You can see now how this form will be filled out by the Secretary.
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SC SESSION 5 

Savings Club Policy

Time Needed 1hr

Expected Learning 
Outcomes

1. Participants understand why a Policy is needed.

2. Participants develop first draft of a Policy for their  
Savings Club.

What the Facilitator 
Needs to Prepare

 A Flipchart paper and pens.

 A Sample Savings Club Policy written up on flipchart  
(find this in Annex 4).

FACILITATOR GUIDANCE FOR THE SESSION: 

SC 5.1 Why a Savings Club Policy? (20mins)

Explain: In order to function effectively and to maintain the trust of all members,  
a Savings Club must have some rules, agreed to by all members together, to guide  
how it will operate. We call these rules the Policy of the Savings Club.

Ask participants: What does ‘Policy’ mean?

– Answer: It is the commonly agreed rules that guide how the Savings Club will work.

Hang up the flipchart with the Sample Savings Club Policy. 

Explain: This is a Sample Savings Club Policy. 

Go through each guideline and explain, to make sure all participants understand  
what it means.
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Explain that a Savings Club Policy must make sure to:

 A ensure safety of money

 A make clear what the membership requirements of the Club are

 A describe how often the club will meet

 A describe how Office-Holders are decided

 A ensure women’s safety

 A recognise men as important contributors to the process even though they  
can’t be members

 A promote all members’ participation in decision making 

SC 5.2 Practical Exercise –  
Developing a Policy for our group (40mins)

What the Facilitator Needs to Prepare:

 A Flipchart, markers.

Explain: We will now get input from each member of the group about what should be 
included in the Policy of this Savings Club. 

Show participants the ball and say: Whoever catches the ball can contribute an idea –  
or they can pass if they don’t have anything to add. We will throw the ball to each person 
to ensure all have a chance to contribute. When you catch the ball, tell us your suggestion 
for what should be included in this Savings Club Policy.

Throw the ball to one of the 
participants. Write down their 
suggestion on the flipchart. That 
woman then throws to another 
woman in the group. Write her idea 
down. Do this until each participant 
has had at least one chance to 
contribute.

Ideas?
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Say: Now we have all had a chance to contribute. 

Read out loud all the ideas on the flipchart.  
Ask: Is there anything else you think should be here that is not?

If participants have any more suggestions, write these up.

If there are some points that are very similar, you could suggest that they could be 
combined into one point. Ask the participants to check that their draft Policy covers  
all of the dot-points (above) of what a Policy should do.

If needed, help the group refine their points for the draft Policy. [You may need  
to start a new flipchart page to rewrite the Policy points based on the discussion].

When the participants are all happy with the final points, say: This is your draft Policy. 

Explain: When the Savings Club has elected the Management Committee, they  
should review this Policy and in the first meeting, the final Policy should be approved  
by all members.

Ask the group to nominate one woman who will be responsible to look after this draft 
Policy points and ask her to come up and collect the paper. [It is a good idea for you  
and other participants to photograph the paper first if you or others have cameras or 
phone-cameras.]

Explain: Having commonly agreed Policy is important for all members to know what 
to expect from the Club. It is also important if you want to get support like training or 
capacity-building for the Club.  

Explain: The Policy should be reviewed at least every 6 months to make sure it is still 
relevant – it can be reviewed more often if the Savings Club thinks it is needed.

Suggest: The Savings Club should definitely review this first version of the Policy after they 
have been working for 6 months, as they will have more practical experience by then.
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SC SESSION 6 

Introduction to 3-lock Cash Box 
& Summary of Set-Up Steps

Time Needed 1hr

Expected Learning 
Outcomes

1. Participants know what a 3-lock box looks like, how it 
works and why it is an important part of the Savings Club 
safety and security.

2. Participants understand how to get or make a 3-lock 
Cash Box.

What the Facilitator 
Needs to Prepare

 A Flipchart paper and pens

 A Picture of 3-lock box (as below) on flipchart

FACILITATOR GUIDANCE FOR THE SESSION:

SC 6.1 What is a 3-lock Cash Box  
and How is it Used? (30mins)

Say: Before starting up, the Savings Club needs to get a 3-lock  
Cash Box. This is very important for keeping the members’  
money safe.

Show the large picture of the open 3-lock Cash Box  
on the flip chart.

Ask: Why do you think we call this a 3-lock Cash Box?

– Responses: If someone doesn’t say it, explain:

I. Because it has 3 locks.

II. Because it is where the Savings Club keeps its cash.

Say: The 3-lock Cash Box has 3 different locks with 3 different keys.

Ask: Why do you think it is important to have 3 different keys with 3 different people?

– Wait for answers…. 
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If participants don’t say this in their answers, explain that this helps make sure that the 
box can be opened only on the savings day – so (for example) Mary has to come, Kim has 
to come, Susan has to come. This helps make sure that one person cannot open the box 
without everyone knowing.

Explain: Inside the box you will see that there are 4 ‘rooms’:

– One is used for Individual Savings (A)

– One is for General Fund (B)

The other two are used in different ways:

Explain: This is only two of the four rooms. The other two rooms are 
used in different ways:

Some clubs use one compartment for Passbooks (for members who 
don’t feel it is safe to keep this at home). Some clubs might also keep 
things like the calculator in one of the other rooms.

Savings Clubs that also run income-generating projects may use one 
room for the income generated from the income-generation activity.

Say: Most important to remember is that when you are putting money 
into savings accounts it should go in to the correct room, and when 
you are withdrawing, it should come out from the same room. We will 
talk more about this later in the training.

Box-Keeper and 3 Key-Holders

Remind participants: When we talked about Office-Holders, these included the  
Box-Keeper and the Three Key-Holders.

Explain: These Office-Holder roles are very important to ensure the 3-lock Cash Box  
is used properly.

Say: The Box-Keeper has the job of looking after the box and keeping it safe  
between meetings, and making sure it is brought to the meetings. 

Ask participants to find the picture of the Box-Keeper on the Poster.

Say: The three Key-Holders have the job of looking after the keys between meetings,  
and bringing them to each meeting in order to unlock and relock the box.
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Because all three keys are needed in order to open the box, it is important that the Key-
Holders are people who generally stay in the village, and will be there for all the meetings.

Ask participants to find the picture of the 3 Key-Holders on the Poster.

Explain: The 3-lock Cash Box is brought to each meeting by the Box-Keeper. At the start 
of the meeting it is unlocked by the three Key-Holders.

At the end of the meeting, after the deposits and withdrawals have been recorded  
and the money re-counted and put in the box, the box is closed, and locked with all  
the three locks. The Key-Holders keep hold of the keys.

Once locked, the box is taken by the Box-Keeper and put in a safe place until the  
next meeting.

Say: In later training we will talk about the full meeting procedure and also practice  
using the 3-lock Cash Box. 

SC 6.2 Buying a 3-lock Cash Box  
or Getting One Made (20mins)

Say: Now we will talk a bit more about getting the box made.

If you want to start a Savings Club, this is a very important step. These are the 
measurements of the box:

Draw the MEASUREMENTS on the 3-lock Cash Box picture you already have  
on the flipchart.

Length is 30 cm

Width is 20 cm

Height is 20 cm

Explain: The box must be METAL and WELDED.  
It should not be a wooden box, or a cardboard box.

Say: In addition, the 3-lock Cash Box must have:

 A A hinge on one side of the lid that attaches it to the box.

 A Three fasteners for 3 locks that have to be welded on 3 sides of the lid.

[Point these out on the flipchart picture as you mention them.]

Explain: When you buy the locks, you have to check that they are good locks.  
Particularly, check that one key cannot open all the locks – each lock must have  
a different key that works ONLY in that lock.

30cm

20cm

20cm

63Women’s Saving Club Training Guide SC SESSION 6  SC 6.1  SC 6.2



Say: You could get this box made in this province if you think there is someone who could 
do this. However, in TTFT experience, it is usually most practical to get it made in Honiara. 
You will need to find someone who works with metal who could make this for you.

Say: You may also be able to buy a 3-lock Cash Box already made. In 2016 these can be 
bought from the World Vision office in Honiara. You could ask at the Live & Learn Office 
in Honiara for other options to buy a 3-lock Cash Box.

Suggest that if possible, it would be useful for participants to attend a Savings Club 
meeting of another Savings Club after they have done this training, so they can see in 
practice how the 3-lock Cash Box looks and is used.

SC 6.3 Closing this Session and Phase II  
of training (10mins)

Say: this is the final Session of the ‘Start Up’ Sessions.

Now you have learned all the things you need to know to get set up and ready  
to start your Savings Club.

Ask participants: can you recall what needs to be done for the group to be ready  
to start the Savings Club?

Write their answers on a flipchart

Ensure all the below points are included – if participants don’t mention them,  
then add them yourself.

‘Before You Start’

1. Register Members

2. Elect a Management Committee

3. Identify Members for all 9 Office-Holder Roles

4. Buy/ Make a 3-lock Cash Box

5. 3 locks and 3 Keys

6. Agree on Policy

7. Forms A-I and General Fund Record Book

8. A Passbook for every Member

Say: these are all the steps we have covered in these 6 Sessions. Once the group  
has completed these steps, I can come back and start with you on the next Sessions, 
including the first meeting of your Savings Club.

Thank participants for their attention.
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PHASE 

III

Savings Club  
Sessions 7-10  
– Getting Started:  
Deposits to  
Individual Savings  
and General Fund
IMPORTANT NOTE:

Before these sessions, the Women’s Savings Club needs to have  
completed the ‘before you start’ steps covered in Savings Club  
Sessions 1-6. This means that the club should already have:

 A Identified members for all 9 Office-Holder roles 

 A a 3-lock Cash Box

 A a Passbook for each member

 A Copies of forms A, E, and H 

 A Policy

 A Club’s Member Ledger (Form H) with all members listed

Session 7 should be delivered immediately before Session 8,  
as it provides practice in record-keeping that is needed in Session 8.

Session 8 contains a ‘Real-Time’ Activity – the first meeting  
of the new Women’s Savings Club! This means that all Members  
should be present, and bring their 
Passbooks and the money they  
want to deposit. All Office-Holders should 
be present. The Box-Keeper needs to bring 
the 3-lock Cash Box, and the 3 Key-Holders 
need to come and bring their Keys. The 
Secretary needs to bring all the Forms.

Make sure that the group is prepared  
for this.



DAY SESSION TIME

DAY 1

Afternoon SC Session 7 Individual Savings & Recording a Deposit 
SC 7.1 30mins

SC 7.2 45mins

Tea/ Stretch Break 15mins

Afternoon cont… SC 7.3 1hr

Energiser 10min

SC 7.4 1hr

DAY 2

Morning. SC Session 8 Running a Savings Club Meeting 1
SC 8.1 40mins

Tea/ Stretch break 15mins

Morning cont… SC 8.2 2-3hrs

SC 8.3 15mins

Lunch (either after the Savings Club Meeting or during – this will depend 
on the Savings Club usual practice)

DAY 3

Morning. SC Session 9 General Fund (Deposits)
SC 9.1 55mins

SC 9.2 1hr15mins

Tea/ Stretch break 15mins

Morning cont… SC 9.3 1hr

SC 9.4 20mins

Lunch 1hr

Afternoon SC Session 10 Preparing the End of Month Report
SC 10.1 30mins

SC 10.2 45mins

Tea & close 15mins

End of this training visit

Example Training Schedule  
Savings Club Sessions 7-10  
(over 3 days – with a half day on Day 1)

PHASE 

III
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SC SESSION 7 

Individual Savings  
& Recording a Deposit

This is a very important Session. There is a lot for the Facilitator to prepare: make sure 
you have read ‘What the Facilitator Needs to Prepare’ carefully.

Time Needed 3hrs 30mins

Expected Learning 
Outcomes

1. Participants understand how Individual Savings works.

2. Participants understand how a deposit to an Individual 
Savings account is made.

3. Participants practice recording a deposit transaction  
for Individual Savings.

4. Participants practice using the 3-lock Cash Box.

What the Facilitator 
Needs to Prepare

 A Flipchart paper and pens (enough for at least  
5 groups to work with at once – more if you  
have more than 25 participants).

 A Poster (Back side) – put this up on a wall before  
you start the session.

 A ‘Individual Savings’ diagram (pg 69) on a flipchart OR  
if a small group (less than 15) can use Poster Back.

 A 5 x Copies of ‘Passbook Pages + Form H’ (3 docs together 
on one page) on a flipchart page (find example in  
Annex 13).

 A Copy of Form A on a flipchart page (find Form A  
in Annex 9).

 A Copy of ‘Steps for recording a Deposit to Individual 
Savings’ (page 73 below) written on a flipchart page.

Note to fac ili tator
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What the Facilitator 
Needs to Prepare 
(continued from 
previous page)

 A 3 x ‘Passbook pages + Form H’ on A4

 A At least 3 copies of Form A – to be used as handouts 
(more if you have a group bigger than 18 women) -  
find Form A in Annex 9.

 A At least 6 copies of ‘Passbook Pages + Form H’ –  
to be used as handouts (more if you have a group  
bigger than 18 women) - example in Annex 13.

 A Fake money ($5, $10 & $20)

 A Make sure the Box-Keeper is coming and will bring the 
3-lock Cash Box.

 A Make sure the 3 Key-Holders are coming and bringing 
their keys to open the 3-lock Box.

FACILITATOR GUIDANCE FOR THE SESSION:

SC 7.1 Individual Savings Deposits (30mins)

Remind participants that in Community Session B we covered a brief introduction  
to Savings Clubs including an overview of the TTFT Savings Club Model. [Review 
Community Session B if needed]

Say: In this session we will look more closely at the most basic activity of the Savings Club 
– Individual Savings Deposits.

Ask: Can anyone remember some of the kinds of services this model offers?

[It is likely that they may not remember the exact names, but if people describe any  
of the products, write these down on a flipchart]

Make sure they have identified:

 A Individual Savings

 A General Fund

 A Loans

Say: In this session we are going to look at how to record Individual Savings transactions
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Ask participants to look at the flipchart ‘Individual Savings’ diagram (or the version of 
the diagram on the back of the Poster if you are working with a group of less than 
15 women). Use this diagram to help you explain. Say: All members must have an 
Individual Savings Account in order to be a member of the Savings Club. 

Say: A member can withdraw her savings when she needs them or when she reaches 
her Savings Goal.

A Savings Goal is helpful because it gives you something to aim for. What do you 
want to use the money for once you have saved it? 

'INDIVIDUAL SAVINGS' DIAGRAM

WITHDRAWAL 
FROM INDIVIDUAL 
SAVINGS
• Passbook - Savings
• Form B
• Form H

INDIVIDUAL 
SAVINGS

SAVINGS  
GOALS

INCOME

ind iv idual 
savings

DEPOSIT TO  
INDIVIDUAL SAVINGS
• Passbook - Savings
• Form A
• Form H

WITHDRAWAL
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Say: Savings Club members have many different Goals they may save for. Many members 
save to have money for school fees. Others save to be able to buy things they or their 
family need, like a solar panel, or new pots for the house. Some women save to be able 
to start up a business like a canteen. Others save so they will have money to pay medical 
costs or compensation if something happens. 

How often a member should deposit money (put money in) will depend on the  
Savings Club Policy. You can deposit money to your Individual Savings Account  
every meeting, or only at some meetings. Live & Learn recommends you should  
try to put some money into your savings account at least once in every month. 

A member can put money into their account at any meeting. They can also take  
money out at any meeting. 

Say: You can only withdraw as much as what you have saved. Remember we said  
a Savings Account is like a garden: what you get out depends on what you put in.

Explain: ‘Individual Savings’, or ‘personal savings’ are names used in TTFT model.  
In other models, this is also called ‘Current Account’.
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SC 7.2 Record-keeping for Individual Savings (45mins)

Explain: 

When we are talking about putting money in and taking money out, we use  
the words ‘deposit’ (for putting in) and ‘withdrawal’ (for taking out).

Write on the flipchart:

1. The member’s Passbook

2. Form A – All Money Coming In

3. Form H – Member Ledger

Hold up the passbook and the two forms as you say their names.

Write on a flipchart the 3 places that a deposit is recorded (as above), and repeat the 
names.

Explain: The Passbook and the Member Ledger (Form H) record the same information,  
but the Passbook is kept by the individual member, and the Member Ledger is kept by  
the Savings Club. 

Ask: Can you remember which role is 
responsible to record information about 
Individual Savings?

(Answer: Treasurer).

Say: Now we will learn how to record  
a deposit to Individual Savings

Put in/ paid in = deposit

Take out = withdrawal

Say: All deposits and withdrawals have to be recorded. Deposits to an Individual  
Savings Account are recorded in 3 places:
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Small group work – getting familiar with the forms

Ask the group to divide into small groups (4-5 people) [You could use an exercise such  
as ‘Taxi Rides’ in the Energisers Annex 11 to divide people into groups]. 

Hand out a copy of passbook pages OR a form to each group (if there are 5 or more 
groups, some groups will have the same form).

Tell participants they have 10 mins to discuss the form/ Passbook pages that they have, 
then they will need to describe to other members what is on the form.

Allow the groups to discuss for 10 minutes.

At the end of the time, ask each group to come up one by one and explain to the rest  
of the participants what is on their form. 

Help or correct the groups if needed.

Explain: now that you have got a bit familiar with the forms, we will practice using them  
in a role-play.

SC 7.3 Role-play - Recording a deposit  
to an Individual Savings Account (1hr)

For this exercise you need:

Everything listed under ‘What the Facilitator Needs to Prepare’ at the beginning  
of this session.

Put the Cash Box and the forms on a table.

Remind participants: the deposit is recorded in three places:

1. In the Passbook.

2. On Form A – All Money Coming In.

3. On Form H – Member Ledger.

Explain: Now we will do a practical demonstration of using these forms.

Ask for three volunteers who want to act as Depositors – ask these three women to come 
up and stand near the table. Hand out fake money to the depositors (Depositor 1 $5; 
Depositor 2 $20; Depositor 3 $10).

Put up the flipchart copies of ‘Form A’ (1 copy) and ‘Passbook Pages + Form H’ (5 copies). 

Tell the rest of the participants they can now come up and gather around to watch the 
practical demonstration.

Ask participants to look at the flipchart with ‘Steps for Recording a Deposit to Individual 
Savings’. Ask for a volunteer to read out each step (if no one volunteers read these out 
yourself), pointing to each step as it is read out.
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Steps for Recording a Deposit to Individual Savings:

10a.  [for a new member] Secretary write member name and number on Passbook 
– copy this from the Member Register (Form G) where all approved Member 
Applications must be recorded. Member will then hand their Passbook to  
the Treasurer.

10b.  Treasurer looks at Passbook cover and copies member name and number  
to a new Form H (Member Ledger).

10c. Depositor tells Treasurer how much money they have to deposit.

10d The depositor gives their money to the first Money-Counter

11a. First Money-Counter counts the money, while second Money-counter watches. 

11b. First Money-counter tells Treasurer the amount

11c.  Second Money-counter counts the money while first Money-counter watches, 
and tells Treasurer the amount. The two money-counters should say the same 
number. [if they don’t get the same amount, recount until it is the same].

12a.  When the two money-counters have confirmed the amount, the Treasurer 
records this number in member’s Passbook ‘Savings’ page: write today’s date  
in the left-hand column. Write the amount of the deposit under ‘Paid In’.  
Add today’s deposit amount to the existing total under ‘Balance’ on the row 
before. Treasurer signs in final column. 

12b.  Treasurer records the amount in Form H under ‘Amount Deposited’. Treasurer 
records the date in the left-hand column. Add the number written under 
‘Amount Deposited’ to any existing ‘Total Savings’ on the line above, and write 
the new total under ‘Total Savings’.

12c.  Treasurer records the amount in Form A: write today’s date in the second 
column and Passbook number then Member Name beside that. Record the 
amount under Column A ‘Savings Deposit’. In the first (left-hand) column  
write a number to follow on the number from the previous row (e.g. if the last 
row was entry no. 5, then this row is no.6). Calculate the new Total (Column G) 
= Total of previous row PLUS new amount under Column A. Write the new  
Total in Column G.

12d.  Once the information is recorded in 3 places, Treasurer returns the Passbook  
to the member. 

13.  Money-Counter2 put the money into the ‘Individual Savings’ room in  
3-lock Cash Box.

14. Repeat #10-13 for every Deposit

Explain: We will work through the steps outlined in the flipchart with each  
of the 5 depositors.
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First Depositor

Ask the first Depositor (Depositor 1) to step forward.

Ask the participants to tell the Office-Holders (and you) what to do for each step, of the 
’Steps for Recording a Deposit to Individual Savings’. They need to tell what should be 
written, where and by who.

Tell participants that for these first few examples, for each step where the Treasurer  
or Secretary need to write something, you will first write it on the flipchart versions  
of the forms. 

For Step 10a: Participants should tell you that the Secretary needs to write on the Cover 
of the member’s Passbook: she should write the member name, and number. [For this 
exercise, the Secretary can make up a Membership Number].

When participants have given the correct information, write this on the flipchart version  
of the Passbook Cover. Then ask the Secretary in the Role-play to do the same on one  
of the fake Passbook Covers she has.

Follow the same process for Step 10b.

If participants need help in giving the correct instructions, you can guide them.

For Steps 10c to 11c, no writing is needed, but ask the participants in the Office-Holder 
and Depositor roles to act out these steps.

Continue in the same way for the remaining steps – have the participants act out  
the steps and if writing is needed, give instructions based on the ‘Steps for Recording  
a Deposit’. Help them if needed. When they have been able to give the right instructions, 
follow these instructions to write the information on the flipchart versions of the forms. 
Then ask the Treasurer/ Secretary in the role-play to copy what you have written in the 
appropriate versions of the forms they have. 

[The completed Passbook Pages and Form H for Depositor 1 should look like those on the 
next page (pg 75)]

Repeat Steps 10a to 13 for the second Depositor (Depositor 2 – depositing $20)

After the second depositor, in Step 12c you will need to add the numbers for first deposit 
plus second deposit and put the combined amount under ‘Total’ (Column G) in Form A.

Repeat Steps 10a to 13 for the third Depositor (Depositor 3 - depositing $10).

For Step 12c for 3rd Depositor, add the amount under ‘Total’ on the previous row to  
the amount from Depositor 3. The balance under ‘Total’ (Column G) should now be $35  
($5 + $20 + $10).

When you have completed the activity, ask the Office-Holders to go back to their seats, 
but leave the completed forms on the table (or wall) where everyone can see them.

Ask everyone to come around and look at the completed forms. Give the group  
10-15 minutes so everyone gets a chance to look at the forms.
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Explain: We are now going to do the same thing in small groups so that everyone  
one gets a bit more practice of this very important record-keeping.

(today’s date) 5 500 00 Rauka S

Depositor 1

001

 …………………… ’Session 7’.…………….……… SAVINGS CLUB

FORM H
MEMBER LEDGER 

Member Name Depositor 1 Member No. 001

Date SAVINGS LOANS
Amount 

Deposited
Amount 

Withdrew
Total 

Savings
Amount 

Borrowed 
(Loan 

amount)

Amount 
Repaid

Interest 
Paid

Loan 
Balance 
(what is 
owed)

(today’s date) 5 5
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SC 7.4 Small group work (1hr)

Divide participants into small groups of at least 5 people. Try to make sure there  
are at least one or two people in each group with some maths and reading/writing skills.

Tell participants: In the small group, decide on who will play the role of Treasurer, 
Secretary, 2 Money-Counters and Depositor in your group. 

Explain: The group can help each of these actors with their role so they don’t have  
to do it by themselves.

While the groups are working out who will play what role, Facilitator hands out  
to each group:

 A One copy of Form A

 A Two copies of ‘Passbook pages + Form H’

Ask the person playing Treasurer to fill in Form A with the information already recorded  
(on the Flipchart Form A).

Now, tell the group that their next depositor is “Mary”.

Mary wants to deposit $5

Ask the group to prepare a Passbook and Member Ledger for Mary and to enter the 
information appropriately, including the running total. Make sure they remember who 
should do what.

While the groups are working, Facilitator should walk around and check that they are on 
the right track – give them some help if they are having trouble, but don’t do the exercise 
for them, they have to understand this recording or the Savings Club will not work.

After all groups have finished, ask the first group to tell you what they did for Step 10a.  
As they do, enter the information on the flipchart forms so everyone can see. Continue  
this for the rest of the steps, having the groups take turns to tell you what they did for  
each subsequent step.

If there are areas where groups have been confused, make sure you discuss this again  
so everyone understands. Especially the running balance (Column G on Form A).
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Joyline wants to deposit $50

Tell the groups we will do this once more. The final Depositor is “Joyline”. Joyline wants  
to deposit $50.

Follow the process as above – guide the groups if needed. When they are finished, ask 
them to tell you what they have done, and write the correct answer up on the Flipchart 
version of Form A.

[When you have finished all the entries, you will have completed 5 copies of the ‘Passbook 
Pages + Form H’ (one for each Depositor), and one copy of Form A. The completed copy 
of Form A should look like the one on the next page - pg 78.]

Explain to the group they have now learned one of the most important steps for the 
Savings Club meetings. Clap for yourselves!

Explain: Don’t worry if you don’t feel 100% sure, we will practice this again.

One final point: Start a new Form A every month (15mins)

Say: Before we finish this session I want to make one final point. Please have a look  
at Form A again (look at the Flipchart version).

Ask: Can you see where in the top left-hand corner there is a place to write  
the MONTH and the YEAR?

Make sure everyone can see this.

Say: The Treasurer should start a new Form A at the beginning of every new month.  
It doesn’t matter if the form from the previous month has not used all the rows, all the 
totals should be completed, and this form should be kept in a safe place. Then a new  
form should be started for the first meeting of the next month.

Say: We will learn about the Monthly Report in a later session.
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Note to facilitator

SC SESSION 8 

Running a Savings Club 
Meeting 1 (Individual  
Savings Deposits) 

Preparation with Savings Club Management Committee

This Session is a bit different from previous Sessions and it is useful for  
the Facilitator to discuss it with the Management Committee beforehand  
so they know what to expect, and to make sure they are happy with the  
proposed approach.

Explain: this Session is designed to be delivered in ‘Real-Time’ – to actually 
make it the first official meeting of the Savings Club. Participants (Savings Club 
Members) will need to be ready to bring along if possible a small amount of 
money (eg. $5 or more) to start their Individual Savings Account. 

Explain to Management: The Facilitator will only lead in the introduction  
to this Session. Once the Savings Club Meeting is set up, the President will  
take over to run the meeting according to the Meeting Agenda provided.  
The Facilitator will be available for support and guidance as much as the 
Management Committee and Members need but will let them manage  
the meeting themselves as much as possible.

Explain that after the meeting, the Facilitator would like to meet with  
the Management Committee to provide feedback and discuss anything  
with them that needs clarification after the experience of running the  
first Savings Club Meeting.

It is a good idea if possible to provide the  
Management Committee with a copy of  
the Meeting Agenda for this Session –  
or to show them the Meeting Agenda  
on the flipchart (or in this Training Guide)  
before the session, so they have an idea  
what to expect.
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Time Needed 3hrs 15min - 4hrs 15min 
(depends on size of group and level of experience)

Expected Learning 
Outcomes

1. Participants understand how Savings Clubs meetings  
work and why regular meetings are important.

2. Participants use knowledge and skills from previous 
Sessions to run the first Savings Club meeting, where 
deposits to Individual Savings are made

What the Facilitator 
Needs to Prepare

Ask the Savings Club management to make sure  
that participants bring the following:

 A Savings Club members to bring their Passbooks.

 A Box-keeper to bring the 3-lock-Cashbox

 A Ensure 3 Key-holders are coming, and bring their keys

 A Secretary to bring Forms, including Forms A and B  
(at least two of each)

 A Secretary to bring Form H (enough copies for every 
member)

 A Facilitator prepare flipchart with the Meeting Agenda  
(see below) written on it

 FACILITATOR GUIDANCE FOR THE SESSION:

Energiser: Spell Coconut (15mins)

Say:We will start this Session with an Energiser. Say: We are going to spell ‘Coconut’,  
but not with our pens and pencils!

Ask all participants to stand up, and put their hands in the air.

Say, now we will spell COCONUT out loud, and as we say the letters we will also ‘write’ 
them with our arms.

Spell COCONUT out loud and everybody must work out how to spell with their arms.  
After the first time when everyone has got the idea, you may want to spell it a second time. 
Then a third time, but faster!

When you have finished the game, ask everyone to return to their seats.
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SC 8.1 The Savings Club Meeting (40mins incl. Activity)

Ask participants to look at the Poster with the overall picture of the meeting. 

Ask: what can you see in the picture of the meeting on the poster? 

Encourage participants to identify WHO they can see (different roles), who is sitting 
together, where the 3-lock-box is, where the forms are and who is using these,  
where the key-holders are etc. 

Say: In the ‘Before You Start’ Sessions about setting up a Savings Club we discussed  
Office-Holder Roles and Policy for the Savings Club. 

In the last Session we saw the roles of Treasurer, Secretary, Money-counter  
and ordinary member in action, and used the 3-lock-box.

In this Session we will bring all of this knowledge together to run a real Savings Club 
meeting.

Explain:

An important part of maintaining trust in the Savings Club and keeping it going is  
that the members must meet together regularly.

All deposits and withdrawals are done at the Savings Club members meeting, so that 
members can help each other to keep correct records and so that everyone knows  
how much money is going into and out of the 3-lock box.

The Savings Club members can agree how often to meet but it is recommended that 
meetings are held at least once a month and no more than once a week. We discussed  
this in the ‘Before You Start’ Sessions, when we talked about the Savings Club Policy.

Ask: In your Savings Club Policy, how often have you agreed that this club will meet?

Note to fac ili tator

If the SC Policy says meetings are more than a month apart, or if there is more than 
one SC meeting in the week, advise the SC members that they need to reconsider 
this. All the TTFT experience shows that Savings Clubs are not likely to survive 
if they don’t meet often – minimum of once a month - or if they set unrealistic 
expectations for members.
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Activity: Quick Quiz – Review of Office-Holder roles (20mins)

Materials:

 A Talking Ball

 A List of ‘Quiz Questions’ (below)

Q1  How many Money-Changers are there?

Q2   Who should write the name and Member Number of a new member  
on the Passbook?

Q3  Who should open the meeting?

Q4  Which Office-Holder roles are Ordinary Members?

Q2  How many Key-Holders are there?

Q6  Who looks after the 3-lock Cash Box between meetings?

Q7   Who is allowed to open the 3-lock Cash Box between meetings?

Q8   Who writes information about Individual Savings deposits on Form H and Form A?

Q9   Who calculates the balance of money in the Individual Savings room at the end  
of each meeting?

Say: We will have a Quick Quiz to review the Office-Holder roles that we discussed in the 
introductory training.

Explain: for this game, we will throw a ball from woman to woman. Whoever catches 
the ball will have to answer a Quick Quiz question that I will read out. If that woman can’t 
answer the question, others can help her. Say: Try to make sure everyone has a turn 
catching the ball and answering a question.

Ask participants all to stand up and gather in a circle.

Throw the ball to one of the participants, and ask her the first of the Quiz Questions  
[try to pick someone who you know is likely to know the answer].

After she answers, that woman throws the ball to someone else, and you ask them  
the next question. Continue until all questions have been asked and answered correctly.

Thank participants on their quiz participation and ask them to return to their seats.

Say: Now, we are going to move into the main point of this Session: the real-time first 
meeting of the Savings Club!

Office-Holder Quiz Quest ions Quiz
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SC 8.2 Real-Time Exercise:  
The First Savings Club Meeting! (2-3 hrs)

Explain: we will now hold a meeting. I will guide you step-by-step through the  
meeting process.

Say: Today is the day of your first Savings Club meeting. 
Members have arrived at the time agreed for the meeting to start.

Ask: What does the Secretary need to bring?… (pause, wait for participants to answer)… 
[Answer: the Forms]

Say: The Box-keeper brings…? (pause, allow time for the group to answer. If they don’t 
answer, ask: what does the box-keeper bring?) [Answer: the 3-lock-box]

Say: The three Key-holders bring… (pause, allow time for the group to answer).  
[Answer: their keys]

Say: All Members bring…? [Answer: their Passbooks, and the money they want to deposit].

Put the flipchart page with the Meeting Agenda up on the wall.

83Women’s Saving Club Training Guide SC SESSION 8  SC 8.2



Say: This is the Meeting Agenda. Would anyone like to read it out? [if no one volunteers, 
then read it out yourself – try to be clear and slow so everyone can understand each point].

Say: you will notice that there are some numbers missing. Don’t worry about this, it is 
because there are some additional steps we will learn later that we are not including today 
because it is the first meeting.

Meeting Agenda (Individual Deposits)

Opening the meeting

1a. President welcomes everyone

1b. Opening Prayer

1c. General announcements

2.  If it is the meeting for the Monthly Report, President asks Treasurer  
to provide her report. Treasurer provides a summary of the Monthly Report  
(not happening today)

3a. President asks key-holders to come up and unlock the box

3b.  The 3 key-holders come up one at a time and unlock the 3 locks on the  
3-lock-box. Each key-holder should keep her key with her, the locks should  
stay on or near the open box so they don’t get lost.

Individual Savings Deposits

9.  President asks Members wanting to Deposit to Individual Savings to come up 
one by one.

10a.  [for a new member] Secretary write member name and number on Passbook 
– copy this from the Member Register (Form G) where all approved Member 
Applications must be recorded. Member will then hand their Passbook to the 
Treasurer.

10b.  Treasurer looks at Passbook cover and copies member name and number  
to a new Form H (Member Ledger).

10c. Depositor tells Treasurer how much money they have to deposit.

10d The depositor gives their money to the first Money-Counter

11a.  First Money-Counter counts the money, while second Money-counter 
watches. 

11b. First Money-counter tells Treasurer the amount

11c.  Second Money-counter counts the money while first Money-counter watches, 
and tells Treasurer the amount. The two money-counters should say the same 
number. [if they don’t get the same amount, recount until it is the same].

Meeting Agenda continued on next page
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12a.  When the two money-counters have confirmed the amount, the Treasurer 
records this number in member’s Passbook ‘Savings’ page: write today’s 
date in the left-hand column. Write the amount of the deposit under ‘Paid 
In’. Add today’s deposit amount to the existing total under ‘Balance’ on the 
row before. Treasurer signs in final column. 

12b.  Treasurer records the amount in Form H under ‘Amount Deposited’. 
Treasurer records the date in the left-hand column. Add the number written 
under ‘Amount Deposited’ to any existing ‘Total Savings’ on the line above, 
and write the new total under ‘Total Savings’.

12c.  Treasurer records the amount in Form A: write today’s date in the second 
column and Passbook number then Member Name beside that. Record the 
amount under Column A ‘Savings Deposit’. In the first (left-hand) column 
write a number to follow on the number from the previous row (e.g. if the 
last row was entry no. 5, then this row is no.6). Calculate the new Total 
(Column G) = Total of previous row PLUS new amount under Column A. 
Write the new Total in Column G.

12d.  Once the information is recorded in 3 places, Treasurer returns the 
Passbook to the member. 

13.  Money-Counter2 put the money into the ‘Individual Savings’ room in 
3-lock Cash Box.

14. Repeat #10-13 for every Deposit

 …

Closing the Meeting

48a. President asks the 3 Key-holders to come up and lock the box

48b.  The 3 key-holders come up one at a time and lock the 3 locks on the 
3-lock-box. The key-holder should keep their keys with them.

 …

50a. President gives any announcements or reminders

50b. President asks if anyone has any comments or questions

51. President reminds members of the date of the next meeting

52. Closing Prayer

*  If the total in the box doesn’t match the Treasurer’s record, the actual total in 
the box should be announced to the members, and recorded. The money must 
be put back in the box and the box re-locked. The meeting must be stopped, 
and the records checked (by the Management Committee and outside help if 
needed), to find out why there is a mismatch and correct it. If the mistake can’t 
be identified and corrected, the Club needs to carry out an Action Audit.

Meeting Agenda continued from previous page
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Explain: This is the Meeting Agenda we will follow for this first meeting of the  
Savings Club. For today we will have deposits to Individual Savings as the only activity.

Ask the Box-Keeper to place the 3-lock Cash Box in the middle of the meeting space 
where everyone can see it. If possible put it on a table or bench.

Ask the President, Secretary, Treasurer and Money-Counters to come up and sit at the 
front near the 3-lock Box [if they are not sure where they should sit, suggest they look 
at the meeting picture on the Poster to get an idea. Money-Counters need to sit near the 
3-lock Box, and Treasurer needs to sit where she can see and hear them. President and 
Secretary should also be able to see the Money-Counters and Treasurer if possible].

Guide the group to run through each step in the Meeting Agenda. Let them try to work 
out the procedure for themselves – referring to the Meeting Agenda, the Poster, and what 
was learned in previous Sessions. If they need it, provide guidance.

You may ask at the end of each step: what is the next step?

Check especially that the recording steps are followed correctly, that the correct  
Office-Holder is doing the recording, and that all the Member deposits are recorded  
in 3 places: the Member’s Passbook; Form H; and Form A.

Make sure that the Total in Form A is calculated with every new deposit.

SC 8.3 After the meeting is finished: (15mins)

Congratulate participants on successfully running their first Women’s Savings Club 
meeting! Well done!!

Ask participants how they found the process and if they have any questions. If the 
questions are about things in future Sessions you can mention that we will cover this later. 

If the questions are about things we have covered in previous Sessions, ask if anyone in the 
group can answer the question, and if necessary help participants to work out the answer 
– you might want to look back to the relevant Session in this Training Guide.
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SC SESSION 9 

General Fund (Deposits)

Time Needed 3hrs 30mins

Expected Learning 
Outcomes

1. Participants understand the General Fund and how  
a deposit to the Club’s General Fund is made.

2. Participants discuss ideas for how funds might be  
raised for the General Fund 

3. Participants practice recording a deposit transaction  
for the General Fund.

What the Facilitator 
Needs to Prepare

 A Fake Cash box (either a cardboard box with 4 sections, or 
a drawing on flipchart of a rectangle divided in 4 ‘rooms’.)

 A Copy on flipchart of Form A for Jan & Feb as shown  
on pg 90 (‘Partial Form A for Jan and Feb’).

 A Copy on flipchart of ‘Partial Form A x2’ and  
‘Partial Form A x3’ (see Annex 14 for examples  
of what is needed).

 A Fake money – at least 10 x $5 and 2x $300 for each  
10 participants (eg. if you have 20 participants, you will 
need at least 20 x $5 and 4 x $300 of fake money)

 A Flipchart with ‘Recording Deposits to the General Fund’ 
(as below - pg 89)

 A Flipchart page with a drawing of a page from the  
General Fund Record Book (find this at the end  
of Annex 9).

 A At least 10 pieces of blank A4 size paper
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 FACILITATOR GUIDANCE FOR THE SESSION:

SC 9.1 Introduction to General Fund (55mins incl Activity)

Explain: 

In addition to Individual Savings, the TTFT model allows members to take loans from  
a General Fund. Savings Club members fundraise and make contributions to grow  
the General Fund. 

The General Fund is separate from the Individual Savings of Members. 

Members can borrow from the group General Fund. When a member borrows (takes a 
loan) from the General Fund, they agree to pay the loan back, with interest. The interest 
rate is agreed by the club members. The interest goes back into the General Fund.

Money can come from a contribution to the General Fund by individual members. Or it can 
be raised by the club through fundraising. If the Savings Club runs an income-generating 
activity such as renting out their meeting hall, income from this can also go to the General 
Fund.

Ask: what are the three ways I have said the Savings Club can get money for the  
General Fund?

[Answer: Member Contributions, Fundraising, Income-Generation]

Activity: Charades – Fundraising Ideas (45mins)

Ask participants to divide into small groups (approx. 4-5 women per group). 

Explain: Each group is to think of an idea for a fundraising activity – but don’t let other 
groups hear your idea! When you have thought of an idea, the group must plan together  
a way to act out the idea. You are not allowed to talk during the acting. Say: You will have 
15 minutes to think of the idea and plan how to act it out.

Say: The rest of the participants have to guess what your group’s fundraising activity is.

Allow 15 minutes for the groups to think of their idea and plan how they will act it.

Note: While the groups are thinking of their idea, the Facilitator must go around the groups 
and check what they are coming up with. If any group is doing the same thing as another, 
ask them to try to think of a different idea – so if possible you should get one different idea 
from each group.

After 15 minutes, ask the first group to come up and act out their idea, until the other 
participants guess it correctly. Then ask the next group to come up and act out their idea, 
and so on until all groups have had their turn, and their ideas have been guessed.
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“

... continued to next page

When the activity is finished, read out loud this ‘real life story’ with participants to give 
them an idea of how one Savings Club organised their Fundraising for the General Fund.

SC 9.2 Practical Exercise - Recording Deposits  
to the General Fund (1hr 15mins) 
Put up on the wall the flipchart with ‘Recording Deposits to the General Fund’.

Ask for one of the participants to read through the steps of the process (if no-one 
volunteers, you could also do this yourself).

Recording Deposits to the General Fund

15.   Treasurer write today’s date in the General Fund Record Book under the next 
empty column. 

16. Members holding fundraising contributions bring these up one by one.

17a.  Treasurer write type of deposit being recorded (eg. Lavalava Dance Fundraising, 
Income from Rent) [picture]

17b. Member hands money to the first Money-Counter.

18a.  Money counters count the money (first Money-Counter counts while second 
Money-Counter watches. Then the second Money-Counter counts again 
while the first Money-Counter watches). If the two Money-Counters don’t get 
the same count, they have to count again until they get the same result. 

18b.  Money-Counters2 puts the money in separate basket or a spare room in the 
3-lock Cash Box

Real-life story from TTFT experience:

Bolitei Unknown Women’s Savings Club meets every week. They decided 
that the first 3 meetings of the month would be for Individual Savings, 
and that the last meeting of every month would be for Fundraising for 
the General Fund. On the week of the Fundraising meeting, the group 
organises a Fundraising activity and has the meeting straight after this. 

This way the funds from Fundraising can be transferred safely straight to 
the General Fund section of the 3-Lock Box.
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Meeting Process for General Fund Deposits continued from previous page

... continued to next page

19a.  Treasurer records the amount in the General Fund Record Book in the ‘Total’ row.

19b.  Treasurer records the Total amount in Form A: write today’s Date. If there is a 
Receipt for the deposit, write this under Receipt or Passbook Number. Under 
Other Detail write the type of deposit (eg. Lavalava Dance Fundraising or Income 
from Rent). Record the amount under Column F ‘Other Income’. In the first  
(left-hand) column write a number to follow on the number from the previous 
row (e.g. if the last row was entry no. 5, then this row is no.6).

19c.  Finally, in Form A, Treasurer calculates the new Total (Column G) = Total  
of previous row PLUS new amount under Column F. Write the new  
Total in Column G.

If there is a member Contribution today:

20a.  Treasurer write Today’s date and ‘Member Contribution’ in the next free  
column in the General Fund Record Book [picture]

20b.  President request Members holding fundraising contributions bring these up  
one by one.

21. Member hands money to the first Money-Counter.

22.  For each deposit: money counters count the money (first Money-Counter 
counts while second Money-Counter watches. Then the second Money-
Counter counts again while the first Money-Counter watches). If the two  
Money-Counters don’t get the same count, they have to count again  
until they get the same result.

23.  When two Money-Counters agree on the number, Treasurer records the a 
mount in the General Fund Record Book in the row beside Member Name.

  Money-Counters put the money into a separate basket or spare room in the 
3-lock Box.

24. Repeat #21-23 for each Member Contribution

25a.  When all Contributions have been given, Treasurer calculates the Total of all 
today’s Contributions and writes this number at the bottom of the column in 
General Fund Record Book.

25b.  Treasurer records the Total amount in Form A: write today’s Date. Under Receipt 
or Passbook Number, write ‘GF Record Book’. Under Other Detail write ‘Member 
Contributions’. Record the Total for today’s Contributions from General Fund 
Record Book under Column F ‘Other Income’. In the first (left-hand) column 
write a number to follow on the number from the previous row (e.g. if the last 
row was entry no. 5, then this row is no.6).

25c.  Finally in Form A, Treasurer calculates the new Total (Column G) = Total  
of previous row PLUS new amount under Column F. Write the new Total in 
Column G.
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Meeting Process for General Fund Deposits continued from previous page

26.  Money-Counter1 counts total Contributions + Fundraising + Income deposited 
today. Money-Counter2 counts to confirm. 

27.  Money-Counters announce out loud the total deposits to the General Fund.

28.  Treasurer check that the Money-Counters’ total matches the Totals she has 
recorded in the General Fund Record Book

29. Money-Counter2 put money in the 3-lock Cash-box in General Fund room.

Practical Exercise Part 1 (all together)

Explain: we will practice recording of General Fund Deposits, first together,  
then in small groups.

Ask: what are three ways the Savings Club can get its funds for the General Fund?  
[Answer: Fundraising, Member Contribution and Income Generation]

Put up the flipchart with a drawing of a page from the General Fund Record Book  
and fill in with first two columns (Jan and Feb) as below:

GENERAL FUND RECORD BOOK

Name Jan

Contribution

15/1/15

$5.00

Feb

Fundraise

Bring and 
Buy

12/2/15

March April May June July

Matilda T $5.00

Ilene $5.00

Rebeca $5.00

Lily Waa $5.00

Rose Wawari $5.00

Mary Dari $5.00

Total $30.00 $450.00

Tell participants: this is a General Fund Record Book page for 2015 from ‘Session 9’ 
Women’s Savings Club.
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Put up ‘partial Form A from Jan and Feb’. 

Say: These are parts of Form A for Jan and Feb - remember, the Club should start a new 
Form A every month.

PARTIAL FORM A FOR JAN AND FEB

………Session 9 … SAVINGS CLUB
FORM A

ALL MONEY COMING IN EACH MONTH
MONTH …………January ………… YEAR………2015……….

Sheet Number: A B C D E F G

INCOME
Entry 

No. for 
this 

month

Date Receipt or 
Passbook 
Number

Member  
Name 

or  
Other Detail

Savings 
Deposit

Loan 
Repayment

Loan 
Interest

Bank 
Interest

Membership 
Fees

Other 
Income (incl 

Contributions 
& Fundraising)

TOTAL

… 340
17 15 Jan GF Record 

Book
Member 

Contributions 
30 370

18

………Session 9 … SAVINGS CLUB
FORM A

ALL MONEY COMING IN EACH MONTH
MONTH ………… February ………… YEAR………2015……….

Sheet Number: A B C D E F G
INCOME

Entry 
No. for 

this 
month

Date Receipt or 
Passbook 
Number

Member  
Name 

or  
Other Detail

Savings 
Deposit

Loan 
Repayment

Loan 
Interest

Bank 
Interest

Membership 
Fees

Other 
Income (incl 

Contributions 
& Fundraising)

TOTAL

… 275
24 12 Feb GF Record 

Book
Bring & Buy 
Fundraising

450 725

25

Explain: you will see there is already a number in Column G ‘Total’ before we enter 
information - this is a made-up number we are using to practice using the running total.
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Say: This Savings Club has agreed to meet once a month. Some months they will do 
fundraising activities, and some months they will take Member Contributions.

Say: This Savings Club has also built a Meeting Hall that they can rent out. The money 
(income) from renting the hall also gets paid into the Club’s General Fund.

Say: You can see that this Savings Club has already collected contributions in January and 
this is recorded in the General Fund Record Book, and then in Form A for that month. [point 
to the January column on the General Fund Record Book flipchart, and the part of Form A 
for Jan]

Say: In February, the Club did a ‘Bring and Buy’ Fundraising Activity and raised $450.  
[Show where this is recorded in the General Fund Record Book flipchart and the Form A  
for Feb on the flipchart].

Say: Now we will look at the next two months. In March, the Club again took Contributions 
of $5 from each Member

Ask the participants to tell you what the steps are to record these Contributions, and as they 
tell you, fill in the March column on the flipchart version of General Fund Record Book, and 
the March Form A.

When you have completed recording the March Contribution, 

Say: in April, the Club rented out their meeting hall for a training activity in the village. From 
this they got Income of $370 on 6th April. The Secretary is holding this money. As a result, 
they decided not to do any additional activity for the General Fund at the meeting on 9th April 

Ask the participants to tell you what the steps are to record this income, and as they tell you, 
fill in the April column on the flipchart version of General Fund Record Book, then Form A 
for April. 

When you have finished the completed General Fund Record Book should look like this:

GENERAL FUND RECORD BOOK

Name Jan

Contribution

15/1/15

$5.00

Feb

Fundraise

Bring and 
Buy

12/2/15

March

Contribution

12/3/15

April

Income

Meeting 
Hall rent 
out

6/4/15

May June July

Matilda T $5.00 $5.00

Ilene $5.00 $5.00

Rebeca $5.00 $5.00

Lily Waa $5.00 $5.00

Rose Wawari $5.00 $5.00

Mary Dari $5.00 $5.00

Total $30.00 $450.00 $30.00 $370.00
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Say: Form A March and April should look like this:

………Session 9 … SAVINGS CLUB
FORM A

ALL MONEY COMING IN EACH MONTH
MONTH …………March………… YEAR………2015……….

Sheet Number: A B C D E F G
INCOME

Entry 
No. for 

this 
month

Date Receipt or 
Passbook 
Number

Member  
Name 

or  
Other Detail

Savings 
Deposit

Loan 
Repayment

Loan 
Interest

Bank 
Interest

Membership 
Fees

Other 
Income (incl 

Contributions 
& Fundraising)

TOTAL

… 180
32 12 Mar GF Record 

Book
Member 

Contributions
30 210

33

………Session 9 … SAVINGS CLUB
FORM A

ALL MONEY COMING IN EACH MONTH
MONTH …………April………… YEAR………2015……….

Sheet Number: A B C D E F G
INCOME

Entry 
No. for 

this 
month

Date Receipt or 
Passbook 
Number

Member  
Name 

or  
Other Detail

Savings 
Deposit

Loan 
Repayment

Loan 
Interest

Bank 
Interest

Membership 
Fees

Other 
Income (incl 

Contributions 
& Fundraising)

TOTAL

… 150
13 6 Apr GF Record 

Book
Income – 

Meeting Hall 
Rent

370 520

14
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SC 9.3 Practical Exercise Part 2  
Small Group Work (1hr)

Say: now we are going to practice in small groups

 A Divide participants into small groups of 5-6 women

 A Hand out 2x $5 to each woman.

 A Hand out fake money to each group (at least $300 each group).

 A Give each group 2 pieces of blank paper.

Ask each group to use one piece of paper to draw up a page from the General Fund 
Record Book - copy the one on the flipchart.

Then ask each group to draw up Form A. Say: we will use this one form for all 3 months 
entries, but usually you will use a new Form A each month.

When this is done, ask each group to choose one person to act as the Treasurer, and two 
people to act as the two Money-Counters

Say: In May $300 was raised from the Lavalava dance fundraising, one of the members is 
holding this.

Ask each group to record this according to the General Fund Deposit Book, and Form A.

When all groups have done this,

Say: In June the Club again took a $5 Contribution from each Member.

Ask the groups to follow the steps one-by-one to record the contributions of each 
Member.

When all groups have done this,

Say: in July, the Savings Club did a ‘Neck to Neck’ Fundraising Activity and raised $250.

Ask the groups to follow the steps one-by-one to record this deposit from Fundraising.

When all the groups have finished, ask each group to explain what they have written.  
If they have any mistakes, ask other participants to help you identify and correct these. 
When you have the correct instructions, write up 
the 3 months deposits on the flipchart version of 
the General Fund Record Book and Form A [use 
one Form A and write the new month above each 
new entry - explain to participants we are doing 
this to save space, but in real life a new Form A 
must be started each month].

When you are finished, the General Fund Record 
Book page should look like this (over page):
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GENERAL FUND RECORD BOOK

Name Jan

Contribution

15/1/15

$5.00

Feb

Fundraise

Bring and 
Buy

12/2/15

March

Contribution

12/3/15

April

Income

Meeting 
Hall rent 
out

6/4/15

May

Fundraising

Lavalava 
dance

14/5/15

June

Contribution

11/6/15

July

Fundraising

Neck to 
Neck

9/7/15

Matilda T $5.00 $5.00 $5.00

Ilene $5.00 $5.00 $5.00

Rebeca $5.00 $5.00 $5.00

Lily Waa $5.00 $5.00 $5.00

Rose Wawari $5.00 $5.00 $5.00

Mary Dari $5.00 $5.00 $5.00

Total $30.00 $450.00 $30.00 $370.00 $300.00 $30.00 $250.00

Form A for the 3 months May-July should look like this:

MONTH …………June………… YEAR………2015……….

27 11 June GF Record 
Book

Member 
Contributions

 30

28

MONTH …………July………… YEAR………2015……….

18 9 July GF Record 
Book

Neck to Neck 
Fundraising

 250

19

………Session 9 … SAVINGS CLUB
FORM A

ALL MONEY COMING IN EACH MONTH
MONTH …………May………… YEAR………2015……….

Sheet Number: A B C D E F G
INCOME

Entry 
No. for 

this 
month

Date Receipt or 
Passbook 
Number

Member  
Name 

or  
Other Detail

Savings 
Deposit

Loan 
Repayment

Loan 
Interest

Bank 
Interest

Membership 
Fees

Other 
Income (incl 

Contributions 
& Fundraising)

TOTAL

23 14 May GF Record 
Book

Lava Lava 
Fundraising

300

24
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SC 9.4 Session Wrap-Up (20mins)

Explain: we have now learned how to record a Deposit to the General Fund, whether it 
is from Contributions, Fundraising or Income. In the Meeting Agenda, the recording of 
Deposits to the General Fund is the next step after recording Deposits to Individual Savings.

Say: Remember: while Individual Savings Deposits are recorded in the Member’s Passbook 
and Form H, as well as Form A, Deposits to the General Fund are recorded first in the 
General Fund Record Book and then the totals are copied to Form A.

Say: On the Poster (Back), the steps we have covered are the first 3 activities of the 
complete Meeting Agenda, as well as the final step:

 A Opening

 A Recording Individual Savings Deposits

 A Recording General Fund Deposits

 A Closing

Write these 4 headings on a flipchart as you say them.

Then ask the participants to come up and look at the Poster (Back side) so they can see 
where the Meeting Agenda is on the Poster

Say: The Club must follow these 4 activities in the Meeting Agenda once it is ready  
to start a General Fund.

Suggest that the group should keep the flipcharts from Session 8 ‘Savings Club Meeting 
Agenda (Individual Savings Deposits) and the flipchart from this Session ‘Recording  
a Deposit to the General Fund’ as these have the detailed steps. [You could also organise 
for copies to be made of Annex 7 with the complete Meeting Agenda]. 
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SC SESSION 10

Preparing the  
End of Month Report

Time Needed 1hr 15mins

Expected Learning 
Outcomes

1. Participants understand why the End of Month Report  
is an essential balancing activity

2. Participants practice reading and understanding 
completed Forms A, B and C

3. Participants get practice at filling out the  
End of Month Report

What the Facilitator 
Needs to Prepare

 A Completed Form A for April (1 copy drawn on  
a flipchart, or 5 copies as handouts) – see Annex 15

 A Completed Form B for April (1 copy drawn  
on a flipchart, or 5 copies as handouts) – see Annex 15

 A Completed Form C for March (1 copy drawn on a 
flipchart, or 5 copies as handouts) – see Annex 15

 A Flipchart page with empty Form C (find this in Annex 9)

 FACILITATOR GUIDANCE FOR THE SESSION:

SC 10.1 Form C – Monthly Financial Report (30mins)

Put up flipchart with empty Form C – Monthly Financial Report

Explain: Preparing Form C is an essential Balancing activity.

The completed Form C should be shared with all Savings Club Members. It shows how 
much has been saved, withdrawn, loaned and repaid, and the balance for the month. It is 
also an opportunity to check that the actual money in the 3-lock Box matches the records.

Say: It is the Treasurer’s role to prepare the Monthly Financial Report at the end of every 
calendar month. But it is important that Members of the Club understand and can read and 
check the Monthly Financial Report. So we are all going to learn about it.
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Where to get the Information From, and Getting Familiar  
with the Forms

Explain: We are going to complete Form C for Kwaimela Women’s Savings Club for  
April 2015. To complete Form C for any month, we need the Form A and Form B  
for the same month. We also need the completed Form C from the previous month.

Say: So there are 3 different completed forms we need in order to fill in Form C.

Put up flipcharts (or distribute handouts) of: Form A for April, Form B for April, Form C  
for March.

Say: to start with we will have a look at Form C. Say: Form C has 5 Sections. Who can tell 
me what the 5 Sections are? 

Participants should be able to tell you that the sections are:

 A (Part 1) Flow of Money

 A (Part 2) Balancing the Money (Funds Reconciliation)

 A (Part 3) Total Savings and Loans

 A (Part 4) Profit and Loss Statement

 A Final check to make sure everything balances

Explain: each of these sections is helping us get summary information and check that  
the records make sense.

Read out the title of Columns A- F in Form A and ensure participants understand what 
each one is, noting that there is a total at the bottom for the whole month. Explain that  
the final Total in Column G should be the combined total of each of the Column Totals  
for Columns A-F. This means it is the total of all money received by the Savings Club from 
any source for the whole month. 

Add up the Totals for Columns A-F in Form A to check that this combined total in Column 
G is correct.

Read out the title of Columns A- F in Form B and ensure participants understand what 
each one is, noting that there is a total at the bottom for the whole month. Explain that 
the final Total in Column G should be the combined total of each of the Column Totals for 
Columns A-F. This means it is the total of all money paid out by the Savings Club for any 
reason for the whole month. 

Add up the Totals for Columns A-F in 
Form B to check that this combined 
total is correct.
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SC 10.2 Filling out Form C (45mins)

Say, now we will fill out Form C for April together.

Work through Form C step by step. Ask participants to give you instructions on what to 
write where, looking at the Form A and B for April and Form C for March on the flipcharts/ 
given out as handouts.

Emphasise that it is particularly important that the Final step is completed and that (y) 
equals (z). If this final step (or any previous step) does not balance, then the calculation 
needs to be redone, and it may be necessary to go back and check the record-keeping  
in Forms A and B.

The final completed form should look like the one on the next page (pg 101).

Once you have completed this activity, remind participants that although this Treasurer 
has the primary responsibility to complete Form C every month, it must be checked by at 
least two others, and it is best if as many Members as possible can understand and check it.

Say: just to remind you again: Form C MUST be completed every month. If this is missed, 
errors could exist in the record-keeping that you don’t find out about until it is too late.

[Note: you may find it is useful also to spend some ‘one on one’ time just with the Treasurer 
if further help is needed to ensure that Form C can be filled out correctly.]
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…Kwaimela … SAVINGS CLUB

FORM C

ALL MONTHLY FINANCIAL REPORT
MONTH … April …  YEAR……2015…….

(Part 1) FLOW OF MONEY
Money Coming In 

1 Current Month: Use Form A (Total of Column G) to get this information 670

Money Going Out
2 Current Month: Use Form B (Total of Column G) to get this information 750

3 NET FLOW OF MONTHLY FUNDS: Total In (1) MINUS Total Out (2) -80
4 Total Funds From Previous Month (row 8 from Form C of previous month) 11,997
5 Total Funds Available (row 3 + row 4) 11,917

(Part 2) BALANCING THE MONEY (FUNDS RECONCILIATION)
6 Money on Hand (in the 3-lock Cash Box (Individual Savings and General Fund) and Cheques) – 

must be counted and confirmed by TWO Money-Counters
7 Money in Bank:
7a Total Money in Bank (add up all bank accounts)
7b Total of all cheques written but not showing in Bank Accounts
7c 7a less 7b = Money in Bank
8 Total Funds (row 6+7c)
9 Total Funds Available (use the total amount from row 5 in this form) 11,917
10 Difference (row 8 MINUS row 9)               This should be 0 

Note: provide explanation for any difference if not 0

(Part 3) TOTAL SAVINGS & LOANS
Savings Loans

11 Total Deposits (Form A, total of column A) 255 Total Loans (Form B, total of column A) 500
12 Less, Total Savings Withdrawn  

(Form B, column B)
200 Less loan repayment  

(Form A column B)
50

13 Total Current Month (row 11 - row 12) 55 Total Current Month (11 less12) 450
14 Balance end of Previous Month  

(Use Previous Month Form C: Row 15)
8,780 Balance Previous month  

(usePrevious month Form C: Row 15)
325

15 Net Member Savings (row 13 + 14) 8,835 Net Member Loans (13+14) 775

(Part 4) PROFIT & LOSS STATEMENT 
TOTAL INCOME (Form A) EXPENSE (Form B)

17 Loan Interest (Form A, Column C) 5 Stationery/Printing/Postage (C) 50
Loan repayment (Form A, Column B) 50 Total Loan (Form B, Column A) 500

18 Bank Interest (Col. D) 0 Phone/Fax/Travel (Column D) 0
19 Membership Fees (Column E) 10 Bank Charges (Column E) 0
20 Other Income incl Fundraising (Col F) 350 Other (Column F) 0
21 TOTAL (SUM rows 17 - 20) 415 TOTAL (SUM rows 17 - 20) 550
22 NET PROFIT/LOSS (current month) Total Income MINUS Total Expense (Row 21) -135
23 plus Balance at end of Previous Month (Use Form C for the Previous Month, Row 24) 3,197
24 TOTAL PROFIT/LOSS  (row 22 plus row 23) 3,062

Final check to make sure everything balances: (y) MUST equal (z)
Net Savings  
(row 15)

8,835 plus Profit /Loss  
(row 24)

3,062 = 11,897  (y) Total Funds 
(row 8)

=                 (z)

Signed by: Treasurer: Asst Treas. Committee Member: 
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PHASE 

IV

Savings Club Sessions 11-16: 
Withdrawals and Loans;  
Risk Management
Savings Club Sessions 11 to 16 should be introduced after the club has  
been running for a while and is successfully saving, and keeping  
accurate records – usually at least 3-6 months after the Club first starts. 
Sessions 11-16 deal with Withdrawals from Individual Savings and Loans  
from the General Fund. 

It is possible to run only Session 11, 14, 15 and 16, and leave Session 12 
and 13 until later if the Club is not yet ready to offer Loans.

Sessions 15 and 16 are very important. Being aware of risks and how to manage 
them is essential for the Savings Club to be successful and keep running. 

Note that Session 14 involves a ‘Real-Time’ Activity – the first Savings Club 
Meeting where Withdrawals (and possibly also Loans) are processed.  
Please read the ‘What the Facilitator Needs to Prepare’ carefully and  
make sure this Session is discussed and planned with the Savings Club 
Management Committee ahead of time. It should happen on a normal  
Savings Club Meeting Day.
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Note: if the Savings Club is not ready for Loans training (Session 12 & 13) on this visit, simply miss out 
the Day 2 schedule and this can be done another time when the Club is ready to start offering Loans

DAY SESSION TIME

DAY 1

Afternoon Session 11 Withdrawal from Individual Savings
SC 11.1 30min

SC 11.2 1hr

Tea/ Stretch Break 15mins

Afternoon cont… SC 11.3 1hr

DAY 2

Morning. Session 12 General Fund (Loans and Repayments)
SC 12.1 45min

SC 12.2 45min

Tea/ Stretch break 15mins

Morning cont… SC 12.3 15min

SC 12.4 1hr

Lunch 1hr

Afternoon Session 13 Recording a Loan from the General Fund
SC 13.1 1hr20mins

Tea/ Stretch Break 15mins

Afternoon cont… SC 13.2 1hr10mins

DAY 3

Morning until 
finished (2-4hrs)

Session 14 Running a Savings Club Meeting
SC 14.1 (Real-Time Savings Club Meeting) 2-4hrs

Lunch 1hr

Afternoon SC 14,2 (Meeting Management Committee) 30mins

DAY 4

Morning. Session 15 Risk Management
SC 15.1 50mins

SC 15.2 10mins

Tea/ Stretch break 15mins

Morning cont… Session 16 Introduction to Action Audit
SC 16.1

25mins

SC 16.2 25mins

SC 16.3 10mins

End of this training visit

Example Training Schedule Savings Club 
Sessions 11-16 (over 4 days – with a half 
day on Day 1 and Day 4)

PHASE 

IV
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SC SESSION 11 

Withdrawal from  
Individual Savings

Time Needed 2hrs 30mins

Expected Learning 
Outcomes

1. Participants understand how to withdraw from  
an Individual Savings Account

2. Participants practice recording a withdrawal  
transaction for Individual Savings Account

What the Facilitator 
Needs to Prepare

 A Individual Savings Diagram (below) drawn up  
on a flipchart page

 A ‘Steps for Recording a Withdrawal’ already written  
on a flipchart page (see Pg 109)

 A Copy of Passbook page ‘Savings’ on a flipchart page  
(find this in Annex 10)

 A Copy of Form B on a flipchart page (find in Annex 9)

 A One copy of 3x top part of Form H on a flipchart page 
(see below, pg 108)

 A At least 4 copies each of Form B (find in Annex 9)

 A At least 8 copies of Passbook ‘Savings’ page  
(find in Annex 10)

 A At least 8 copies of Form H (find in Annex 9)

 A At least 4 Pencils (for writing on forms)

 A At least 4 Pens (for writing on forms)

 A Flipchart and pens

 A Fake money ($800 made up of $20, $50 and $100 notes) 

 A Fake 3-lock Cash Box (either a cardboard box with  
4 sections or a piece of paper with 4 sections drawn)
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FACILITATOR GUIDANCE FOR THE SESSION:

SC 11.1 Understanding Withdrawals  
from Individual Savings (30mins)

Ask participants to look at the flipchart diagram of the Individual Savings process

Say: This is the process for Individual Savings. You have been practicing the first part of this 
diagram – Deposits to Individual Savings (point to this part of the diagram).

Say: now we are going to look at the other part of the Individual Savings process – 
Withdrawals

'INDIVIDUAL SAVINGS' DIAGRAM

WITHDRAWAL 
FROM INDIVIDUAL 
SAVINGS
• Passbook - Savings
• Form B
• Form H

INDIVIDUAL 
SAVINGS

SAVINGS  
GOALS

INCOME

ind iv idual 
savings

DEPOSIT TO  
INDIVIDUAL SAVINGS
• Passbook - Savings
• Form A
• Form H

WITHDRAWAL

106 Women’s Saving Club Training GuideSC SESSION 11  SC 11.1



Explain: A member can only withdraw as much as they have saved or less.

This means that if I have saved $500, I can withdraw $300, but I can’t withdraw $550.

Say: remember that we said that Individual Savings is like a garden. If I only plant 3 Taro 
plants, then the maximum I can take out of the garden is 3 Taro. If I take more it means  
I will be taking from someone else’s garden.

Quick quiz:

Ask participants (don’t give them the answer):

 A If I have saved $300, can I withdraw $55? (Answer: yes – 55 is less than 300)

 A If I have saved $450, can I withdraw $500 (Answer: no – 450 is not less than 500)

Make sure everyone understands this concept. If not, see if one of the participants  
can explain it to the others.

When everyone understands the concept  
of withdrawing no more than you have saved,

Ask: Who can tell me which ‘room’ the Individual 
Savings money is kept in? (Point to this on the flipchart 
picture or on the Poster)

Say: Money for a Withdrawal from Individual Savings 
must be taken from the Individual Savings room. 

Explain: As with Deposits, Withdrawals are recorded in 
3 places:

1. in the Passbook

2. on Form B – All Money Going Out

3. on Form H – Member Ledger

Hold up the passbook and the two forms as you say their names. Point out that, like a 
deposit, a withdrawal is recorded in both the Passbook and the Member Ledger (Form H). 

Write on a flipchart the 3 places that a withdrawal is recorded (as above), and repeat  
the names.

Say: As we know from recording Deposits to Individual Savings, the Passbook and the 
Member Ledger record the same information, but the Passbook is kept by the individual 
member, and the Member Ledger is kept by the club. 

Say: You know that Deposits are recorded on Form A (All Money Coming In). Remember 
that Withdrawals are recorded on Form B (All Money Going Out).
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SC 11.2 Practical Exercise: Recording a Withdrawal 
from an Individual Savings Account
Say: Now we are going to practice recording withdrawals from an Individual Savings account

Put the fake 3-lock Box and the Forms on a table.

Put up the three flipchart pages with copies of Passbook page ‘Savings’, Form B and Form H x3 

 ………………………………….……… SAVINGS CLUB

FORM H

MEMBER LEDGER 

Member Name Member No.

Date SAVINGS LOANS
Amount 

Deposited
Amount 

Withdrew
Total 

Savings
Amount 

Borrowed 
(Loan 

amount)

Amount 
Repaid

Interest 
Paid

Loan 
Balance 
(what is 
owed)

 ………………………………….……… SAVINGS CLUB

FORM H

MEMBER LEDGER 

Member Name Member No.

Date SAVINGS LOANS
Amount 

Deposited
Amount 

Withdrew
Total 

Savings
Amount 

Borrowed 
(Loan 

amount)

Amount 
Repaid

Interest 
Paid

Loan 
Balance 
(what is 
owed)

 ………………………………….……… SAVINGS CLUB

FORM H

MEMBER LEDGER 

Member Name Member No.

Date SAVINGS LOANS
Amount 

Deposited
Amount 

Withdrew
Total 

Savings
Amount 

Borrowed 
(Loan 

amount)

Amount 
Repaid

Interest 
Paid

Loan 
Balance 
(what is 
owed)
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Ask Treasurer, Secretary, Money-Counter to come up and sit at the table with the Forms. 

Ask for 3 volunteers to be the Withdrawers. Ask the Withdrawers to come forward and 
stand near the table.

Ask everyone to gather around to watch the practical demonstration.

Give the fake money to the Treasurer to put in the fake 3-lock Box (make sure she puts  
it in the correct room)

Ask participants to look at the flipchart with ‘Steps for Recording a Withdrawal from 
Individual Savings’. Ask for a volunteer to read out each step (if no one volunteers read 
these out yourself), pointing to each step as it is read out.

Steps for Recording a Withdrawal from Individual Savings

36.  Member tells Treasurer the amount they wish to Withdraw. Treasurer 
checks member Passbook and Form H to make sure the member has 
enough Individual Savings to make the Withdrawal.

37a.  When confirmed the member has enough money for the Withdrawal, 
Treasurer records the Withdrawal in member Passbook ‘Savings’  
Page: write the date, then write the amount under the ‘Withdrawn’ 
column. Calculate the new Balance = previous row Balance  
MINUS the amount Withdrawn.

37b.  Treasurer then records information on Form H (Member Ledger):  
first write the Date, then the Withdrawal amount under ‘Amount 
Withdrawn’ column. Calculate the new Total Savings = previous row  
Total Savings MINUS the Amount Withdrawn.

37c.  Thirdly, Treasurer records information on Form B (All Money Going Out): 
On the next empty row, write the Date, Member Passbook Number 
and Member Name. Then write the amount under ‘Savings Withdrawal’ 
(Column B). Calculate the new Total (Column G) – the Total (Column G) 
from the previous row MINUS the Savings Withdrawal amount. Write this 
new Total in Column G.

38.  First Money-counter takes money from the Individual Savings room,  
and counts out the amount of the Withdrawal. Second-money counter 
counts the amount to confirm. 

39.  Once the amount is confirmed, Second Money-counter hands  
the money to the member. Treasurer returns the member’s Passbook  
with the Withdrawal recorded.

40. Repeat steps 36-39 for each Withdrawal.
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Mary – Withdrawal request $200

Ask the woman playing Withdrawer #1 to step forward. 

Say: The first Member wanting to withdraw is Mary. Mary deposited $10 as her first deposit. 
The Savings Club has now been running for 6 months. Mary’s Savings Goal was to buy a 
new set of cooking pots. Mary has saved $10 every week for 6 months. She now has $260. 
She wants to withdraw $200 to buy a set of pots that she has seen at a special price.

Write this information on a flipchart:

Mary – total Individual Savings = $260

Withdrawal request = $200

Explain: we will work through the steps outlined in the flipchart for Mary’s withdrawal. 

Tell participants that for each step the Treasurer or Secretary need to write something, 
you will write it first on the flipchart version of the forms, so everyone can see.

When the group reaches Step 37a, Say: Now I want you to tell me what to write and where 
to write it, based on the ‘Steps for Recording a Withdrawal from Individual Savings’.

As the participants give you instructions, ensure they are giving correct instructions –  
if not, provide some guidance, reminding them to follow the steps written up on 
the flipchart. When you have the correct instructions, write the information into the 
appropriate Forms on the flipcharts.

When you have recorded the information in the 3 different places (Steps 37a to 37c),  
ask the Treasurer to copy it into the version of the Passbook and Forms that she has.

Say, we will process two more transactions.

Janet – Withdrawal request $1350

Write (on the same flipchart where you wrote the details of Mary’s withdrawal):

Janet – Individual Savings = $1200

Withdrawal request = $1350

Ask the woman playing Withdrawer #3 to step forward. Say: Withdrawer #3 is Janet.

Say: Janet has saved $1200, she wants to withdraw $1350 to help by a solar panel. 

Ask: Can she make this Withdrawal? (Answer: no – because $1350 is more than $1200). 

Say: The Treasurer tells Janet that she cannot withdraw more than $1200. Janet decides  
to wait until she has saved enough.
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Henless – Withdrawal request $340

Write (on the same flipchart where you wrote the details of Mary’s and Janet’s 
withdrawal request):

Henless – Individual Savings = $810

Withdrawal request = $340

Ask the woman playing Withdrawer #3 to step forward. Say: Withdrawer #3 is Henless

Say: Henless has saved $810. She wants to withdraw $340 to buy some medicine for her 
husband. Can she withdraw this much? [Answer: Yes – the withdrawal amount ($340) is 
less than Henless Individual Savings balance ($810)]

Say: I want you to tell me what to write and where to write it, for Henless Withdrawal 
request.

When you have recorded the information in the 3 different places, ask the Treasurer  
to copy it into the version of the Passbook and Forms that she has. Then ask the  
actors to continue 

SC 11.3 Small group work (1hr)

Explain: we will do this two more times, but now I want you to do the recording  
in your small groups.

Divide participants into small groups of 5-6 women.

Tell participants: In your small group, decide who will play the role of Treasurer,  
Secretary and Money-Counter in your group.

Explain: the group can help each of these actors with their role so they don’t have  
to do it by themselves.

While the groups are working out who will play what role, Facilitator hands out  
to each group:

 A One copy of Form B

 A Two copies of Passbook Savings page

 A Two copies of Form H

Ask each group to fill in Form B with the information already recorded  
(on the Flipchart Form B)

Enif – Withdrawal request $500

Oleen – Withdrawal request $150

Now, tell the group that their next Withdrawers are Enif and Oleen
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Say: In the last 6 months, Enif has saved $750. She wants to withdraw $500 to use for her 
daughter’s schools costs.

Write on the flipchart:

Enif – Individual Savings = $750

Withdrawal request = $500

Say: Oleen has saved $600. She wants to withdraw $150 for some medical expenses.

Write on the flipchart:

Oleen – Individual Savings = $600

Withdrawal request = $150

Ask the group to follow the steps to record the two transactions in Members Passbook and 
Forms H, and in Form B. Make sure they remember to calculate the running Totals.

Once everyone has finished, ask the groups to tell you one by one what steps they 
followed. As they do, write the information on the flipchart forms so everyone can see.

If there are areas where groups have been confused, make sure you discuss this again so 
everyone understands. Pay attention especially the running to the Totals.

At the end of this exercise Form B should look like this:

TOTAL
A B C D E F G

………Session 9 … SAVINGS CLUB
FORM B

ALL MONEY GOING OUT EACH MONTH
MONTH …………January ………… YEAR………2015……….

Sheet Number: A B C D E F G
OPERATING EXPENSES

Entry 
No. for 

this 
month

Date Payment or 
Passbook 

Entry 
Number

Member  
Name 

or  
Other Detail

Member 
Loan 

Funded

Savings 
Withdrawal

Stationery 
Printing 
Postage

Bank 
Interest

Bank 
Charges

Other TOTAL

… 250
16 21 July PB 004 Mary 200 450
17 21 July PB 012 Henless 340 790
18 21 July PB 011 Enif 500 1,290
19 21 July PB 002 Oleen 150 1,440
20
21
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SC SESSION 12

General Fund  
(Loans and Repayments)

Note to facilitator

This Session should only be done when there is some money saved in the General 
Fund to start loaning, and once the Savings Club has agreed that they want to start 
offering loans.

It should not be done until the Savings Club has been operating effectively with 
deposits to Individual Savings for at least 6 months.

If the Club is not yet ready to begin offering loans, this Session and SC Session 13  
can be skipped and done later when the Club is ready.

Time Needed 2hrs 45mins

Expected Learning 
Outcomes

1. Participants understand how General Fund Loans work, 
including Interest and Repayments.

2. Participants understand how to fill in Form I - Loan 
Application to get a loan from the General Fund

3. Participants practice filling Form I - Loan Application.

What the Facilitator 
Needs to Prepare

 A General Fund Diagram (below - pg 115) drawn  
on a flipchart (or if less than 16 participants,  
can use Poster Back)

 A Copy of Form I - Loan Application drawn up  
on flipchart page 

 A 6 copies of Form I – Loan Application  
(for small group work).
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FACILITATOR GUIDANCE FOR THE SESSION:

SC 12.1 Introduction to Loans (45mins)

Say: In this Session we are going to talk about Loans from the General Fund.

Say: Loans from the General Fund can allow Members to meet small short-term financial 
needs for social obligations, emergencies and income-generating activities, without having 
to withdraw from their savings, borrow from a money-lender or rely on their relatives. 
Members can also withdraw from their Individual Savings if they want to.

Say: Having Loans available from the General Fund has been an important social security 
support for many communities with Savings Clubs. TTFT Savings Club Members have used 
Loans for emergency needs such as medical expenses, or for investing in activities from 
which they can make additional lncome such as setting up a Canteen or buying materials 
to make a Cocoa Dryer.

Read out loud the quote below:

Put up flipchart page with the General Fund diagram

Ask participants to look at the diagram – they can come up the front to see better  
if they need to. Allow 5 minutes for participants to look and familiarise themselves  
with the diagram.

Say: This Club has been collecting money for the General Fund (point to the part of the 
diagram that shows money going in to General Fund). This may be from Contributions, 
Fundraising or Income.

Ask Treasurer: how much money does this Savings Club have in General Fund?

Say: in this Session we are going to talk about how Loans can be given from the  
General Fund. We will also practice filling out a Loan Application (Form I).

Member of a TTFT Women’s Savings Club

“
Since we have the General Fund we can easily get 
Loans in the village. Any need arise we can just fill 
the form and get a loan from our Savings Club we 

do not need wait or travel to get it.
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‘GENERAL FUND’ DIAGRAM

FUNDRAISING

REPAYMENT
• Form A
• Form H
• Passbook - Loans

LOAN
• Form I
• Passbook - Loans
• Form H
• Form B 
• Form F

GENERAL FUND

LOAN PURPOSE

LOAN 
REPAYMENT

general fund  
and loans

GENERAL FUND DEPOSIT
• Form A
• General Fund Record Book

LOAN
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Explain: you already know that there are two ‘baskets’ of savings, kept in two different 
rooms in the 3-lock Cash Box: Individual Savings and General Fund. Members can save  
to their Individual Savings accounts, and withdraw from their Individual Savings when  
they need to.

Say: The group together raises money for the General Fund. This may be done in 3 ways. 
Ask: Can you tell me what the 3 ways are to get money for the General Fund?  
[Answer: Member Contributions; Fundraising Activities; Income-Generation].

Say: Individual Savings belong to the Individual.

Ask: who does the General Fund money belong to? [Answer: it belongs to all the Members 
together – to the Savings Club]

Explain: Members who already have an Individual Savings Account can borrow from  
the group General Fund. That is, they can take a LOAN from the General Fund. 

Write on a flipchart:

LOANS from General Fund

1. Must be paid back in agreed time, with regular repayments.

2. Paid back with Interest

3. No more than 80% of Individual Savings

Say: these are 3 important conditions for any Loan from the General Fund.

Say: Number 1 is that the loan has to be paid back within an agreed time. When the Loan 
is approved, the Member agrees how long they will take to pay it back. This is part of the 
Loan Application. They need to agree on a regular repayment amount in order to meet this 
timeframe. For example: a Member may agree to pay the Loan back in 6 months, with  
a regular repayment every month.

Explain: it is possible that a Member may pay back the Loan more quickly, but the agreed 
time for repayment is the latest they can finish paying back.

Say: Number 2, is that the Loan must be paid back with Interest. Interest is an extra 
payment in addition to the Loan amount. The Interest Rate is agreed by the Club members 
and written in the Savings Club Policy.

Say: Based on the TTFT experience, Live & Learn recommends a fixed interest rate of 10%. 
Explain: This means all Loans are repaid with 10% interest, no matter how long the loan 
is for. This is based on the experience with TTFT Savings Clubs. Explain: More than 10% 
interest has been found to be too hard to repay. 10% is also an easier rate to calculate.

Say: 10% means that for every $100 the Member Loans they must pay back the Loan 
amount PLUS an extra $10.

Say: We will talk more about calculating interest later in this Session and next Session.
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Say: Number 3 is that the member’s Individual Savings act as Security for the loan.  
This means that if a Member does not repay their Loan, the money owed can be taken 
from their Individual Savings. For this reason, a member can Loan from the General Fund  
only up to 80% of the amount they have in their Individual Savings Account.

Say, now we will look at a Case Study to understand these points better.

SC 12.2 Case Study: Mary’s Loan Request (45mins)

Write on a flipchart [we will use this flipchart in the next activity as well, so write clearly]:

Mary:

Member Number: 014

Individual Savings = $700

Savings Goal: children’s school costs

Loan Amount Requested: $500

Proposed Repayment Amount: $100 each month

Loan Reason: medical costs for sister

Savings Club:

General Fund = $8,000

Say: 

Mary has $700 in her Individual Savings Account, which she plans to use for her  
children’s school costs this year. 

The Savings Club has S8,000 in the General Fund that has been raised by Club  
fundraising activities. 

Mary needs to pay to help her sister to get medical treatment but she doesn’t want  
to take money from her Savings. 

Mary submits a Loan Application requestion to borrow $500 from the General Fund.  
She says that from her marketing and also the small canteen she runs, she can repay  
$100 each month, in addition to the $20 each month that she is already putting into  
her Individual Savings.

Say: The Management Committee considers her request.

Explain out loud the following steps, as you write the calculations on the flipchart:

Mary has $700 in Individual Savings. 80% of $700 = $560. [To work this out: 80% means 
$80 out of every $100; $700 is 7x$100. So 80% of this is 7x$80 = $560. If you use a 
calculator, 80% of a number is the same as that number x 0.8. 0.8 x 700 = $560]
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Write:

Amount Mary can borrow: 

80% x $700 = $560

Say: The Management Committee explain to Mary that she cannot Loan more than $560. 
As she has asked for $500 this is under the maximum so she is able to Loan this amount, 
with her Individual Savings as Security.

Say: The Treasurer calculates that 10% Interest on $500 is $50 [10% interest means $10 out 
of every $100. $500 = 5 x100. So 10% = 5x10 = $50. Using a calculator: 0.1 x 500 = $50].

[Note: The Loan Repayment Calculation Tables in Annex 16 can also help with these 
calculations]

Write:

Interest on $500: 

$500 x 10% = $50

Total repayment + interest = $500 + $50 = $550

Say: So the total repayment amount is: $500 (original Loan) PLUS $50 (Interest) = $550.

The Management Committee asks Mary if she can repay $110 every month. Then it would 
take her 5 months to repay $550.

Write:

Repayments (monthly): 

$110 x 5 = $550

Say: Mary considers this and agrees that she can make a repayment of $110 every month 
for 5 months.

Say: The Treasurer explains that if Mary has not paid back the $550 by the date agreed, 
then the Club can take the amount not yet paid back from her Savings account to transfer 
to the General Account. Mary confirms that she understands this.

Say: The Management Committee approves Mary’s Loan Application. She will be able  
to collect the Loan money at the next Savings Club meeting, which is on Thursday.

Ask: is everyone clear about these steps for approving a Loan?

If participants are not clear, you may want to go through some or all of the steps again, 
until everyone understands. 
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SC 12.3 Key points about Loans (15mins)

Say: so now we have covered the key points about Loans and Repayments.  
Ask participants: Who can tell me some of the key points we have covered?

If any of the points below are missing, say these once the participants have given  
you the key points they can remember:

 A Money from club fundraising activities is contributed to the General Fund. 

 A The General Fund belongs equally to all members. 

 A Members can take Loans from the General Fund

 A The Member must agree on a time limit to repay the Loan, with regular Repayments.

 A The Member must have enough Individual Savings to provide Security for the Loan –  
so a Loan cannot be more than 80% of the Member’s Individual Savings.

 A Loans must be paid back with Interest. Live & Learn recommends a 10%  
Fixed Interest Rate.

 A The Loan Repayment and the Interest payment go back into the General Fund

Note to facilitator

Insert a Break or an Energiser here before moving to the second part of this Session.
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SC 12.4 Practical Exercise: How to Fill Form I – 
Loan Application
Time Needed: 1 hour.

Explain: A Member needs to submit a Loan Application at least 2 days before the actual 
meeting day. 

Put up the flipchart copy of Form I – Loan Application

Say: we will now do a small group exercise to practice filling out a Loan Application  
(Form I)

Explain: You will pretend that your small group are members of the Management 
Committee of your Savings Club, who Mary has asked for help to fill out her Loan 
Application. You will go through the Loan Application and help her fill it out.

Say: a Member wanting to apply for a Loan needs to know: 

 A their Individual Savings balance, 

 A how much they would want to loan, 

 A reason for loaning, and 

 A what the repayment schedule would be

Divide participants into small groups of 4-6 women each.

Give each group a copy of Form I – Loan Application and a pencil.

Say: I have given each group a copy of the Loan Application, which is also on the flipchart.

We will go through the parts of the form step by step, then I will ask you to fill out the form 
in your groups.

Go through the Loan Application form on the flipchart and point out each part that has to 
be filled by the Member (Mary) and then by the Management Committee. Ask a participant 
to read out the text in each part (or read it out yourself).

If there is any part that participants don’t understand, explain this again (you may need to 
go back to some of the points in the earlier part of this Session).

When you have read out loud each part of Form I and pointed out what each part is,  
say: we have already been through the Case 
Study of Mary and her Loan request. 

Say: Based on what is already written on the 
flipchart, and what we have discussed, I want 
you to in your groups to fill out the Loan 
Application (Form I)

Say: you will have 20 minutes to do this in 
your group. Then we will go through the 
form together.
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Allow 20 minutes for the groups to fill out the form. Walk around to see how they are 
doing and provide some guidance if needed, but don’t do it for them!

After 20 minutes, say: we will now check our work together, and fill out the information 
on the flipchart form.

Ask each group to contribute one by one as you go through each part of the form, and 
fill the correct information in the flipchart version of the Loan Application.

Your final form should look like this:

When you have completed the form, say: now you know how to complete the Loan 
Application Form. In the next Session we will practice recording this Loan and Repayments 
in the Savings Club meeting.

………(you can make up a name……… Savings Club 

LOAN APPLICATION FORM
(Form I - For Savings Secured Loans)

MEMBER NAME Mary Membership Number: 014

I want a loan of $ …500………… to be fully repaid, with interest, in………5……… months

I can make repayments of $ …110..………. every - week / fortnight / month

 Please circle               one of these choices.

I want this loan for the following reason(s):  help with sister medical expenses

I agree that if I am not able to repay the loan (plus the interest) in the maximum time agreed and 
by making the regular repayments as agreed on this form, my Individual Savings will be reduced 
in order to pay any amount that has not been repaid plus interest that I owe.

I have carefully checked the income I get and what I need to regularly spend during the time it will 
take to repay this loan and I confidently state that I can make the repayments as well as continue 
to make minimum savings with the Savings Club

Signed Mary Sisilu Date 26 April 2015

For Savings Club 
Official's Use

The member has sufficient savings? YES/NO

Date Received:  
26 April 2015

Member 
Savings 
Balance

$ 700 Member  
Loan  
Balance

$ 0

If Loan is Not Approved 
The Reason(s) is

n/a

Date of Management 
Committee Meeting

26  /  April  /  2015

Management  Committee 
Signatures

1.  2. 3.

Date loan given to 
Member: 
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SC SESSION 13

Recording a Loan from the 
General Fund

Time Needed 2hrs 30min

Expected Learning 
Outcomes

1. Participants practice recording a Loan from  
the General Fund.

2. Participants practice recording a Loan  
Repayment transaction, including Interest

What the Facilitator 
Needs to Prepare

 A Copy of Form B (All Money Out)  
on a flipchart page (see Annex 9)

 A Copy of Form F (Loan Register)  
on a flipchart page (see Annex 9)

 A Copy of Form H (Member Ledger)  
on a flipchart page (see Annex 9)

 A Copy of Passbook ‘Loans’ page  
on a flipchart page (see Annex 10)

 A Copy of Form A (All Money In)  
on a flipchart page (see Annex 9)

 A 4 copies of Form B (All Money Out)  
as handouts (see Annex 9)

 A 4 copies of Form F (Loan Register)  
as handouts (see Annex 9)

 A 4 copies of Form H (Member Ledger)  
as handouts (see Annex 9)

 A 4 copies of Passbook ‘Loans’ page  
as handouts (see Annex 10)

 A 4 copies of Form A (All Money In)  
as handouts (see Annex 9)

 A ‘General Fund’ Diagram drawn on a flipchart (see pg 125) 
- if less than 16 participants, can use Poster Back

 A ‘Steps for Recording a Loan from the General Fund’ 
copied on a flipchart (see pg123)

 A ‘Steps for Recording a Loan Repayment,  
Including Interest’ copied on a flipchart (see pg 126)

 A At least one copy of Annex 16 (Loan Repayment 
Calculations) - this is to be left with the Savings Club after 
the training.
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 FACILITATOR GUIDANCE FOR THE SESSION:

SC 13.1 Practical Exercise - Recording a Loan  
from the General Fund (1hr 20mins)

Explain: In the last Session you learned about how Loans from the General Fund work,  
and practiced filling out a Loan Application (Form I) for Mary.

In this Session we are going to go to the next step – the Savings Club Meeting where Mary 
receives her Loan. We will work through the steps for Recording a Loan, and then the steps 
for Mary’s first Repayment.

Put up the flipchart with the completed Loan Application (Form I) for Mary – from the last 
Session (if not still up). Also put up again (if not still up from previous session) the flipchart 
with the numbers related to Mary’s Loan request from the previous Session.

Put up the Flipcharts with Forms B, H, F. Write Mary’s name and Member Number in the 
appropriate places on Form H.

Put up the flipchart with Passbook ‘Loans’ page. 

Put up the flipchart with ‘Steps for Recording a Loan from the General Fund’

Steps for Recording a Loan from the General Fund

42. Member checks Form I details are correct.

43a.  Treasurer records loan in member Passbook (‘Loans’ page): Write date.  
Write Loan amount under Loan column. Calculate new Balance = any existing 
Balance in row above, PLUS the new Loan amount. Treasurer signs.

43b.  Treasurer records information in Form H – Member Ledger: Write date.  
Write Loan amount under Amount Borrowed. Calculate new Balance =  
any existing Balance in row above, PLUS the new Amount Borrowed.

43c.  Treasurer records information in Form F – Loan Register: Write Date Loan Approved 
(this is the same as ‘Date of Management Committee Meeting’ on the completed 
Loan Application – Form I). Write Member’s Name. Write Loan amount under 
Amount Loaned and beside this write the Loan Purpose (the reason given by  
the Member in Loan Application – Form I). Write the agreed Term in months  
(from Loan Application second line).

43d.  Treasurer records information in Form B - All Money Going Out: On the next  
empty row, write Date, Member Passbook Number and Member Name. Write  
the loan amount under ‘Member Loan Funded’ (Column A). Calculate the new  
Total (Column G) – the Total (Column G) from the previous row PLUS the  
Member Loan Funded amount. Write this new Total in Column G.

44. Money-Counter1 takes money out from General Fund room in the 3-lock Cash Box.

45.  Money-Counter1 counts out the amount requested and puts any remaining money 
back in the 3-lock Box, General Fund room. Money-Counter2 counts to confirm. 

46.  Money-Counter2 gives money to the member. Treasurer gives Passbook back to 
member with Loan recorded.
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Divide the participants into groups of 5-6 women. 

Say: In your group, decide who will be the Treasurer and who will be the two  
Money-Counter’s, and who will be Mary.

Give the each group handout copies of Form B, H, F and the Passbook ‘Loans’ page

Say: we will together work through each step for recording the Loan.

Read out the first step (Step 42) and ask: why does the Member need to check Form I? 
[Answer: to make sure the details are as agreed and she understands the agreement]

Read out Step 43a. Ask participants to follow the instructions in their group as you  
read them out. When you have given them time to do this, ask them to tell you one  
by one what they have done, so you can do the same.

If you need to provide guidance to correct anything, do so. Write the correct information 
into the flipchart version of the forms. 

Do the same for Steps 43b and 43c – read the instructions out loud, ask participants  
to follow the instructions in their small group, then as them to guide you do fill in the 
flipchart forms – helping correct any mistakes as you do this.

When you reach Step 44, read out this and each subsequent step and ask the participants 
in their small groups to act (‘mime’) these Steps, pretending that they have the 3-lock  
Cash Box and Money. Do this for Steps 44 to 46. Watch as the groups do this to make  
sure they are following each Step as you read it.

When you have completed Step 46, say: now you have practiced all the steps  
for Recording a Loan from the General Fund. In the next Session we will practice  
this again as part of the meeting process.

Say: In the next exercise, we will practice steps for Recording a Loan Repayment,  
Including Interest. Say: We will continue to work in the same small groups, and  
you will re-use some of the Forms from this exercise, so please keep hold of them. 

Note to facilitator

Insert a Break or an Energiser here, before the next exercise
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SC 13.2 Practical Exercise - Recording a Loan 
Repayment, Including Interest (1hr 10mins)

Ask participants to look again at the ‘General Fund’ diagram (on the flipchart  
or Poster Back).

‘GENERAL FUND’ DIAGRAM

FUNDRAISING

REPAYMENT
• Form A
• Form H
• Passbook - Loans

LOAN
• Form I
• Passbook - Loans
• Form H
• Form B 
• Form F

GENERAL FUND

LOAN PURPOSE

LOAN 
REPAYMENT

general fund  
and loans

GENERAL FUND DEPOSIT
• Form A
• General Fund Record Book

LOAN
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Say: You have practised filling out a Loan Application Form (Form I), and in the last exercise 
you practised Recording a Loan. Point to where these activities happen in the diagram as 
you say this. 

Say: In this exercise we will look at the final stage of the General Fund Loan process – 
Repayment of the Loan and Interest. Point to the part of the diagram that says ‘Loan 
Repayment’.

Say: we will still be using the calculations we made for Mary’s Loan request in the  
Case Study last Session. [Make sure this flipchart is still up from the previous Session.]

Put up the flipchart with ‘Steps for Recording a Loan Repayment, Including Interest’.

Steps for Recording a Loan Repayment, Including Interest:

31a.  Member hands repayment money to first Money-Counter. First  
Money-Counter counts the money, while second Money-counter  
watches. First Money-counter tells Treasurer the amount

31b.  Second Money-counter counts the money while first Money-counter watches, 
and tells Treasurer the amount. The two money-counters should say the same 
number. [if they don’t get the same amount, recount until it is the same].

32. When the two Money-Counters have the same number, they call it out loud.

33a.  Treasurer records the amount in the member’s Passbook (‘Loans’ page):  
write the Date, then write the amount under ‘Repaid’. Calculate the  
new Loan Balance = previous row Balance MINUS the amount Repaid. 
Treasurer signs.

33b.  Treasurer records amount to Form H (Member Ledger): first write the Date. 
Under ‘Loans’ side write amount under ‘Repayment Amount’ and ‘Interest 
Paid’).

33c.  Calculate the new Loan Balance = previous row Balance MINUS the 
Repayment Amount and the Interest Paid.

33d.  Thirdly, Treasurer records information on Form A: Fill date, Member Passbook 
Number, Member Name. Write Repayment Amount (from Form H) under  
‘Loan Repayment’ (Column B). Write Interest Paid amount (from Form H)  
under ‘Loan Interest’ (Column C).

33e.  Still on Form A, Treasurer then calculates new Total (Column G) = Total  
from the previous row PLUS the Loan Repayment and the Loan Interest.  
Write this new Total in Column G.

34.  Money-Counter2 puts money into the 3-lock Cash Box in the 
General Fund room. 
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In addition to flipchart Forms H and Passbook ‘Loans’ page on the flipchart which are already 
up (form the last exercise), put up flipchart Form A

Tell participants: we will do this once again in small groups, as for the last exercise. 

Ask participants to get back into their groups from the last exercise (5-6 women in each group).

Say: For this exercise, we will imagine we are in the next Savings Club meeting. Mary is ready 
to make the first repayment on her Loan.

Tell participants: In your group, decide who will be the Treasurer and who will be the  
two Money-Counter’s, and who will be Mary – this can be the same people as last time  
if you like.

Give the each group handout copies of Form A and H and the Passbook ‘Loans’ page

Say: we will together work through each step for recording the Loan.

Ask: from the information we have, how much do we expect that Mary’s Repayment Amount 
and Interest Repayment will be?

[Answer: Repayment will be $100 – this is on the Loan Application – Form I. Interest amount 
will be $10 – we worked this out when we went through the Case Study of Mary’s Loan 
request in the previous session – show the participants where we worked this out on the 
flipchart if they have forgotten – or refer to pg 117-118 in Session 12, SC 12.2 if you want to do  
a refresher of this point].

Read out Step 31a, 31b and 32. Ask participants to follow the instructions in their group  
as you read them out. Watch and listen as they do this to make sure they are getting it right.

If you need to provide guidance to correct anything, do so. 

Read out Step 33a. Ask participants to follow the instructions in their group. When they have 
done so, ask them to tell you what they have done and fill out the correct information on the 
flipchart version of the Passbook Loans page. [Note that you will be drawing on the information 
already in this form from the previous exercise, in order to calculate the new Loan Balance].

Do the same for Steps 33b up to 33e – read the instructions out loud, ask participants to 
follow the instructions in their small group, then as them to guide you do fill in the flipchart 
forms – helping correct any mistakes as you do this.

When you reach Step 44, read out this step and ask the participants in their small groups  
to act (‘mime’) this steps, pretending that they have the 3-lock Cash Box and Money. 

When you have completed Step 44, say: now you have practiced all the steps for 
Recording a Loan Repayment with Interest. 

Say: we have calculated the interest and repayments using a calculator. To make these 
calculations easier, you can also use a pre-prepared Loan Repayment Calculations table. 
Hand around the copy of Annex 16 – Loan Repayment Calculation Tables for all the 
participants to look at.

Say: I will leave this copy with the Saving Club Management Committee for the Club to use. 
Copies are available from Live & Learn Office in Honiara.
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SC SESSION 14

Running a Savings Club 
Meeting 2  
(Withdrawals & Loans)

Note to facilitator

Savings Club should only include Loans in this Real-Time exercise if the Savings Club 
has agreed they want to start offering Loans, has completed Sessions 12 and 13, and 
has at least one approved Loan Application to process. If the Club is not ready to 
process Loans, miss out Steps 41-47 and Step 49a

Guide the Savings Club through Withdrawals only, and leave the Loans steps until 
the Savings Club is ready to start this. However it is still useful to take note of where 
the ‘Loans from General Fund’ and ‘Repayment of Loans’ sections fit in the Complete 
Agenda

Time Needed 2hr- 4hrs depending on size group (+ 30mins follow-up 
meeting with Management Committee).

Expected Learning 
Outcomes

1. Participants put into practice the learning from previous 
Sessions as part of a Real-Time Savings Club meeting 
where Withdrawals from Individual Savings are made, and 
possibly also Loans from the General Fund - if the Savings 
Club has decided to start allowing Loans.

What the Facilitator 
Needs to Prepare

Ask the Savings Club management to make sure that 
participants bring the following:

 A Savings Club members to bring their Passbooks.

 A Box-keeper to bring the 3-lock-Cashbox

 A Ensure 3 Key-holders are coming, and bring their keys

 A Secretary and Treasurer to bring all Forms.

 A Facilitator prepare flipchart with the Complete  
Meeting Agenda (Annex 7) written on it OR make  
at least 10 photocopies of the Complete Meeting  
Agenda in Annex 7.

 A Poster

... continued to next page
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What the Facilitator 
Needs to Prepare 
(continued)

Preparation with the Management Committee:

Facilitator will need to explain this Session to the 
Management Committee beforehand, and get their 
permission for the way it is to be run.

Explain: This Session is not like others as the Facilitator is not 
doing much except saying a few things at the beginning. The 
Facilitator will then hand over to the Savings Club President 
who will run the meeting as usual, but with the additional 
sections of the Meeting Agenda (for Withdrawals and, if 
applicable, Loans). From this point on the Facilitator is an 
Observer and a ‘Coach’. If the Management Committee and 
Treasurer are happy with it, the Facilitator can sit beside the 
Treasurer for the new sections of the Agenda (Withdrawals 
from Individual Savings and onward) to help guide the 
record-keeping, only if it is needed.

Explain that the Facilitator will otherwise be an Observer 
and take notes if there is anything that he/she thinks 
the Management Committee could strengthen. After 
the meeting, the Facilitator would like to meet with the 
Management Committee to provide feedback and discuss 
anything with them that needs clarification after the 
experience of running the meeting with the new sections.
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FACILITATOR GUIDANCE FOR THE SESSION:

SC 14.1 Savings Club Meeting with Withdrawals 
and Loans (2hrs 15mins - 4hrs) 

Say: Today is the day of your Savings Club meeting.

Say: This Club has been running meetings for several months now including processing 
Deposits to Individual Savings and to the General Fund.

Say: in this meeting, we will introduce Withdrawals from Individual Savings.  
[If it is applicable, say: we will also practice recording Loans from the General Fund.  
As today will be the first time Loans are taken, there are no Repayments due yet,  
but we will note where Recording Repayments comes in the Meeting Agenda].

Ask participants to look at the Meeting Agenda written up on flipcharts. Note that it is 
very long, as it includes each step in detail. Ask participants if someone will volunteer to 
read out the ‘headlines’ (in bold text) of the Meeting Agenda (eg. ‘Opening the Meeting’; 
‘If it is the meeting for the Monthly Report’; ‘Individual Savings Deposits’ etc). If no-one 
volunteers, you can do this yourself.

Say: these headings tell you the order of the different steps. Ask: where do the steps  
for Withdrawals from Individual Savings and Loans from the General Fund come?  
[Answer: after Individual Deposits and General Fund Deposits]

Ask: where do the steps for Repayment of a Loan come? [Answer: after ‘Deposits to 
Individual Savings’ and ‘Deposits to the General Fund’, but before ‘Withdrawals from 
Individual Savings’.]

Say: you can see that all the steps for money getting paid into the Savings Club funds  
are done first, then all the steps for money getting paid out of Savings Clubs funds are  
done second.

Remind participants that the Meeting Agenda is also on the Back of the ‘Running a 
Woman’s Savings Club’ Poster, but that is a summary version with less detail. Say: but you 
will see that the numbers are the same. Each Step on the Poster, matches the same step or 
steps in this detailed version.

Say: now I will let you start the meeting and run through your usual steps for Deposits – 
you may like to check against the Complete Meeting Agenda as a reminder to make sure 
you are following these steps correctly. 

Say: when you reach the steps for Withdrawals from Individual Savings, I will be here as an 
observer to guide you as you work through this and [if applicable], the Loans from General 
Fund section.

Say: I will now hand over to the President to continue with your meeting.

Ask the President to take over and lead the meeting as she normally would. 
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Note to facilitator

Guidance for Facilitator as Observer–Coach for the Real-Time 
Meeting practice

For Facilitator: At this point, step to the side, and watch the meeting as an Observer.  
For the steps from Opening up to Deposits to General Fund, just watch. You should 
particularly observe how the Treasurer is recording information to the forms – making 
sure she is following the correct steps, and all forms are correctly filled. If you see 
anything that is not quite right, unless you think it is creating serious risk, don’t say 
anything, but let the meeting run. Write a note for yourself about the point, so that 
you can discuss it with the Management Committee later.

Once the meeting reaches the section on ‘Individual Savings Withdrawals’, 
continue to watch, but it is at this point (if you have already agreed with the 
Management Committee) that you may want to sit beside the Treasurer so you can 
help guide her if needed as she runs through the new record-keeping steps.

As for the previous steps, try to step back as much as possible, as it is important that 
the Savings Club Members are able to work through the steps themselves. They will 
not have you there at future meetings!

SC 14.2 Once the meeting is Closed: (30mins)

[Note: this can be done straight after the meeting, or the next day. Decide which is best 
based on what is most convenient for the Managing Committee]. 

Meet with the Management Committee and provide them feedback (in a positive way) 
about any suggestions you have for improving the process, or anything you think they 
need to be extra careful of – particularly making sure records and money-counting are 
done properly.

Ask them if they have any questions that you can help with, and provide them with 
guidance if you can (refer them to information on the poster, or consider the possibility  
of Refresher sessions if you think it is necessary).

Tell the Management Committee: this is the final Session on normal operating and  
record-keeping of the Savings Club. [Unless you have agreed to do the Sessions on  
Loans at a later stage].

Say: The remaining Sessions focus on additional information that will help the Club 
manage risk.

Thank the Management Committee for their support in running this Real-Time Exercise.
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SC SESSION 15

Risk Management 

Time Needed 1hr

Expected Learning 
Outcomes

1. Participants understand some of the key risks involved 
in running a Savings Club, and have the opportunity to 
discuss ideas about how to manage these, including 
learning from how other clubs have dealt with these risks

What the Facilitator 
Needs to Prepare

 A Flipchart and Pens

 A Prepared flipchart page(s) with Table of ‘Risks and Risk 
Management Ideas – from the Experience of TTFT 
Savings Clubs’ (Annex 5) OR at least 5 photocopies  
of Annex 5 as handouts.

132 Women’s Saving Club Training GuideSC SESSION 15



FACILITATOR GUIDANCE FOR THE SESSION:

SC 15.1 Identifying Possible Risks  
and Risk Management Ideas (50mins)

Explain: A Savings Club, especially as it grows, involves risks. A Savings Club can continue 
to run successfully for many years if it is effective in recognising and managing these risks.

Ask: What do you think the risks might be for the Savings Club?

Write participant ideas on a flipchart. Allow space beside each to write in management 
ideas later. Number each point as you add it. [You may need more than one flipchart page]

If any of the points below are not included on the list, add them. 

1. Mistakes in record-keeping

2. People might forget to write everything in all the necessary forms and 
pass-books and the club won’t know how much money it has or who it 
belongs to

3. Somebody might try to steal the cashbox

4. Somebody might try to steal the cash out of the cashbox

5. Somebody in an important role might move, or for some other reason no 
longer be able to do the role

6. Somebody might borrow money from the cashbox without asking and 
not pay it back

7. People might not come to meetings so the club can’t operate

8. Members may not put money into their current account so the club 
becomes inactive

9. The club may not be able to raise money for the General Fund

10. Somebody might take a loan from the General Fund then not be able to 
pay it back

Read out loud all the points on the flipchart (those from participants as well as those you 
have added).
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Small Group Activity 

Tell participants: we are now going to talk about how these risks are managed.

Divide participants into 5 smaller groups of 3-6 people. [If you have more than  
30 participants, you may need more groups]. Assign each group 3 risks from the list.  
[If there are more than 5 groups, it is also possible to give the same risks to more than  
one group, and combine their ideas together when identifying solutions at the end].

Explain: each group is to discuss and come up with ideas for how to manage each of the 
3 risks they are assigned. 

Explain: you will have 20 minutes to do this activity in your group. At the end each group 
will share their ideas with the rest of the participants. Say: the group can choose to write or 
draw your ideas on a flipchart or just remember and present orally.

Allow 20 minutes for the groups to complete the activity. Walk around the groups while 
they are working, and make sure they have all understood what to do. Provide some hints  
if they need help.

After 20 minutes ask each group to come up one-by-one and give their ideas for 
managing their 3 risks. As they present, write dot-points for their risk-management ideas 
beside each risk on the flipchart.

When you have written up participant ideas, also put up the flipchart pages of ‘Risks and 
Risk Management Ideas – from the Experience of TTFT Savings Clubs.

Check if there is anything in the TTFT list that is not already in participants list. Discuss any 
of these additional ideas. 

Make sure all participants understand the various Risk Management Ideas that have been 
presented.

SC 15.2 Closing the Session (10mins) 

Suggest that the Club keep the flipcharts from this Session in a safe place, and possibly 
copy the list of risks and risk management ideas onto smaller sheets of paper so they can 
keep them as a reference.

Say: Remember: all Savings Clubs have risks, this cannot be avoided. Managing risks 
well is the key to a successful Savings Club.
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SC SESSION 16

Introduction to Action Audit

Time Needed 1hr

Expected Learning 
Outcomes

1. Participants understand the purpose of an Action Audit 
including how to initiate it, and when it is a good idea to 
do an Action Audit

What the Facilitator 
Needs to Prepare

 A Flipchart and Pens

 FACILITATOR GUIDANCE FOR THE SESSION:

SC 16.1 What is an Action Audit  
and When Should it be Done? (25mins)

Ask: does anyone already know about or have experience of an Action Audit?

If an participant say yes, ask them to share briefly what they know. If they describe some 
of the key points below, write these points on a flipchart. Then write any of the points that 
are missing.

Say: here are some key points to understand about an Action Audit, and read out loud:

 A It is a way of limiting risks related to weak record-keeping. 

 A It means checking that records and actual money in the 3-lock Box [and 
bank] match and making sure everyone knows this by giving this money 
back to the members.

 A It MUST be done if there is a serious mismatch between records and actual 
money counted in the 3-lock Box, and the reason for this mismatch can’t 
be found and fixed.

... continued to next page

135Women’s Saving Club Training Guide SC SESSION 16  SC 16.1



 A It CAN be done at any time as a way of checking that the money is where it 
should be and reassuring all members of this.

 A It helps to keep Members trust in the Savings Club because everyone can 
see what is done, and can get their money back immediately.

 A An Action Audit looks a bit like a regular meeting except there are no 
deposits, withdrawals or loans. Instead the meeting is used to count the 
money and check the records. During this meeting all the money is shared 
back to the Members, based on their share of Savings less any Loans owed, 
and an even distribution of the General Fund.

 A As for a regular meeting, all Savings Club Members should be present for 
the Action Audit.

Say: there are two main reasons to do an Action Audit:

1. An Action Audit MUST be done if at any stage the money in the 3-lock Box is 
significantly different from (eg. more than a few dollars) the records, and the reason for 
the mismatch can’t be identified. This is something that may be found at the time of 
the Monthly Report. It can be because there is a suspicion that some money has gone 
missing or that there has been a mistake in record-keeping.

2. An Action Audit CAN also be done not because there is a problem, but as good practice 
when the Club has been operating for a while. An Action Audit helps all members see 
clearly that the money that is supposed to be there is actually there, that their Individual 
Savings and the General Fund are safe and the record-keeping is accurate.

Explain: In some Savings Club models (for example the World Vision model used in 
Solomon Islands), an Action Audit is compulsory, for example at the end of every year.  
In the TTFT model an Action Audit is not compulsory, but it is recommended, especially 
if it is not easy for the Savings Club to do the balancing, or there is only one person in the 
Savings Club who can do this.

Initiating an Action Audit

Explain: once it is decided that an Action Audit is needed, no more meeting activity should 
take place until the Action Audit meeting. The amount of money in the Individual Savings 
and General Fund rooms should be announced to Members and recorded at the time of 
the decision. Then the 3-lock Box should be locked and kept in a safe place until the time 
of the Action Audit meeting.

Say: it is important that a date for the Action Audit meeting should be set immediately if 
possible, or at least very quickly. This should be a date as soon as possible, and no more 
than 2 months away. It is a good idea if this is on the usual Savings Club meeting day, to 
ensure that all Members can attend.
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SC 16.2 The Action Audit Process (25mins)

Explain: One thing that is important to understand In the Action Audit meeting,  
all money will be redistributed back to members, including the General Fund, which  
will be shared equally.

Say: The Savings Club can restart again after the Action Audit so that members can put 
their money back in to Individual Savings, and even contribute back into the General Fund.

Preparing for the Action Audit Meeting

Say: To hold the Action Audit, members will hold a special meeting – an Action Audit 
meeting. All the members should come to this meeting.

Say: Some things about the Action Audit meeting are different from a normal meeting.

Write on a flipchart a heading: ‘Different from normal meeting’.  
Under this heading, write the following points:

Different from normal meeting:

1. Special Chair – if possible from outside

2. Observers from outside

3. All completed and current records must be brought to the meeting

Say: One thing that is different is that this special meeting may have some non-members 
involved, in fact it is recommended that it does so.

Explain: The group will need to elect or select a Chair for the Action Audit process.  
All Members should agree who is to be the Chair. It is best if the Action Audit Meeting Chair  
is NOT the same as the normal Savings Club chair. Say: If possible, it could be someone 
outside the Savings Club who is familiar with how the Savings Club works. This could  
even be the Facilitator of the training, or an experienced Management Committee  
member from another Club.

Say: You may want to invite some 
important leaders in the community 
to the meeting as observers.

Say: In addition ALL the past forms 
since the last Action Audit should be 
brought to the meeting.
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Write on a flipchart a heading: ‘Same as normal meeting’. Under this heading, write the 
following points:

Same as normal meeting: 

4. Bring 3-lock Cash Box

5. Bring 3 keys

6. Members should all bring their Passbooks

7. All Members attend

Say: Some things are also the same as a normal meeting: as with any other meeting,  
the 3-lock Cash Box, and 3 Keys have to be brought.

Say: Members should all bring their Passbooks.

Say: All members should attend the Action Audit meeting if possible.

The Meeting Process

Explain: During the Action Audit all the documents will be checked to ensure that records 
are up to date and accurate, or to identify where mistakes have been made if there is a 
mistake. This includes the Member Register, and all other Forms A to I. Passbooks may be 
checked to ensure they match the information recorded in the Member Ledgers (Form H), 
and to know how much money each Member should get back.

Say: The amount of savings and amount of outstanding loan balances of every member 
will be checked, as well as the general fund amount. The amount written in the records will 
then be checked against the actual money in the 3-lock box.

Say: Based on what is found, money from the Individual Savings room will be returned to 
each Member based on their Savings less any Loans owed. Money from the General Fund 
room will be shared out evenly between Members.

SC 16.3 Finding out more (10mins)

Explain: if the Savings Club wants or needs to do an Action Audit, there is a Session at the 
end of the Savings Club Training Guide for a ‘Real-Time’ Action Audit Process. The Savings 
Club can ask a Facilitator to come to help with this.

Say: if you want to know more about how the Action Audit process works before your 
Club does it, you can ask to run this Session as a role-play. 

Say: You could also ask women who are members of Savings Clubs with a regular Action 
Audit how this works, or even better, ask if members of your Savings Club could come 
as observers to an Action Audit meeting of another Savings Club – for example a World 
Vision-supported Savings Club.
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PHASE 

V

Savings Club  
Sessions 17 and 18
These two Sessions can be run when needed. SC Session 17 can be 
run together with Sessions 11-16, but it may be useful to let the club 
get experience in both deposits and withdrawals (and possibly loans) 
before delivering this Session. Session 17 may also be run just after or 
just before the first Action Audit. 

SC Session 18 is designed to be delivered as a ‘Real-Time’ Session 
when a Club is ready for an Action Audit.
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Note: Session 17 could be delivered before or after the Action Audit, but it may be more suitable to 
do this earlier with previous Sessions or separately, so only the timing breakdown of each Session is 
provided here. 

SC Session 17 Maintaining and Developing the Club 

Session Time

Introduction + SC 17.1 10mins

SC 17.2 20mins

SC 17.3 15mins

SC 17.4 5mins

SC 17.5 10mins

SC 17.6 15mins

End of this Session

SC Session 18 Carrying out an Action Audit 

Session Time

SC 18.1 Real-Time Action Audit meeting 2-3hrs

End of the Action Audit Meeting Session

Timing Breakdown of Savings Club 
Sessions 17 & 18

PHASE 

V
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SC SESSION 17 

Maintaining and Developing 
the Club

Time Needed 1hr 15mins  
(or more if participants have additional ideas to discuss)

Expected Learning 
Outcomes

1. Participants are aware of some of the key things they 
may need or want to consider once the Savings Club 
is established in order to sustain or further develop the 
Savings Club

What the Facilitator 
Needs to Prepare

 A Flipchart and Pens

 FACILITATOR GUIDANCE FOR THE SESSION:

Explain: in this session we are going to cover a few points that may be useful as the 
Savings Club continues to grow and develop. These points are based on learning from 
the Savings Clubs set up under the TTFT program. We will also have time to discuss any 
additional ideas you have.

Say: The topics we will cover are:

1. Learning from Other Savings Clubs

2. Opening a Savings Club Bank Account

3. Rotation of the Managing Committee and Office-Holders

4. Raising Money for the General Fund

5. Savings Club Link to Private Income-Generation Activities

Write these 5 headings up on a flipchart as you say them out loud. Leave a bit  
of space under each heading to write two or three dot-points as you go through  
each point in more detail.
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SC 17.1 Learning from other Savings Clubs (5mins)

Explain: Recently established Savings Club are recommended to ask for support from 
experienced Savings Clubs – for example the clubs established through Live & Learn  
(TTFT Project) - to help them develop understanding on how the model works and  
how it can be adapted to different community settings. 

Say: This is particularly useful when the Club is taking steps into new activities or doing 
something for the first time (eg. Action Audit). It can also be helpful if the Club is facing  
a challenge it doesn’t know how to deal with, and wants to find out how a more 
experienced Savings Club might have dealt with this problem. 

Ask: what other Savings Clubs do you know of nearby that your Club could share 
experience with? [If you know of any yourself you could also share these with the 
participants]. (all italics in square bracket)

SC 17.2 Opening A Savings Club Bank Account (20mins)

Explain: Bank accounts are generally a safer way to store money than a 3-lock Cash Box. 
Savings Clubs usually use a 3-lock Cash Box because there is no banking facility easily 
accessible to the community. However, if the Savings Club is successful it may start  
to hold a large amount of money in the 3-lock Cash Box. 

Say: In this case it is worth considering if some of this money can be transferred to a bank 
account. If doing this, the Savings Club should keep enough money in the 3-lock Box to 
serve the expected Withdrawals and Loans and send the rest of the money to the bank.

Say: It may be necessary to physically carry the money to a bank, or it may be possible  
to use ‘Mobile Banking’ services, with an agent in or near the village. 

Say: Transferring money from the 3-lock Box to the bank is the most risky part of this. If 
transferring money to a bank account, here are some suggestions for managing this safely:

[Write each of these steps on a flipchart. Say each one out loud as you write it.]

1. Inform all members of the amount will be deposited into the account. On the day 
before going to the bank, Money-Counters with Treasurer count out the money  
to be deposited. 

2. Put the money into a smaller cash box with a lock. 

3. At least two Management Committee Members should go together to deposit the 
money, and if possible three. (eg. the Treasurer, Secretary and a Money-Counter).

4. After depositing come back with the Deposit Slip and show it to the members straight 
away in the next Savings Club meeting. Give Deposit Slip to the Secretary to keep safe. 

5. Make sure the Money in the Bank is included in the next Monthly Report (Form C).

Say: The same steps should be followed if withdrawing money from the bank account.
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Say: Remember: 

 A Only open a bank account if you think it would be safe to transfer cash from cash box 
to the bank without risking it.

 A All members must know how much is being removed from the 3 lock Box to be 
deposited into the bank.

 A The Deposit Slip must be presented to all Members in the meeting after the deposit is 
made. 

 A Make sure money in the Bank as well as the 3-lock Cash Box is included in the Monthly 
Report (Form C).

SC 17.3 Rotation of the Managing Committee  
and Office-Holders (15mins)

Say: Live & Learn recommends that the Management Committee and Office-Holder roles 
of the Savings Club should rotate.

Explain: This is important for two reasons:

1. so that different Members are given the opportunity to learn and get experience  
in the roles, and so that no one woman has to hold this responsibility for too long.

2. Because it is shown that rotation of roles is important for safety and security  
of the Savings Club – so that it is harder for someone to take advantage of one  
Office-Holder and so that more members understand the records and the process  
and can double-check.

[write these two reasons on the flipchart]

Say: The term for one person to stay in each Office-Holder role should be included in the 
Savings Club Policy. 

Say::

For example KAWA Savings Club has 
in its Policy that President for the 

Savings Club would be for one year 
term only. After one year, another 

Member is elected to this role.

“
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SC 17.4 Raising Money for the General Fund (5mins)

Explain: The community is one of the major sources of support to Savings Clubs  
through Fundraising for the General Fund. This is the main way many Clubs raise  
money for the General Fund. 

Say: Some clubs have gone further and started Income-Generating activities for  
the Club, maybe using money from the General Fund to start up, but then getting  
income from the activity to increase the General Fund. This can also help provide  
services for the community. 

Say: 

For example: Bolitei Unknown Women’s Savings 
Club built a Meeting Hall for the Club. The 

Meeting Hall is also rented out to other groups in 
the community and visitors, and income from the 

rent goes back into the General Fund.

144 Women’s Saving Club Training GuideSC SESSION 17  SC 17.4



“

SC 17.5 Savings Club Link to Private  
Income-Generating Activities (10mins)

Say: In addition to Income-Generating activities to raise funds for the General Fund,  
both Individual Savings and Loans can also be used by Individual Members to develop 
private Income-Generating activities. 

Explain: Increased Income-Generating activity by Members supports the Member’s 
individual and family well-being but also can bring in needed services for the community.  
It also supports the Savings Club to grow because Members will earn more money to save.

Say: 

For example in Foulofo, a member got a loan from the 
General Fund to start a canteen, which was a way of 

investing their funds and also proving a service for the 
community. The income from the canteen is used to pay 

back the Loan. Once the Loan is paid back, the Member can 
deposit extra income in her Individual Savings.

Say: the Savings Club or Individual Members may be able to get technical and even 
financial support from other institutions to help set up Income Generating activities  
for the Club or for private initiatives. Say: It may be worth talking to:

 A Ministry of Agriculture and Livestock (including the Rural Development Program)

 A Commodities Export Marketing Authority (Cocoa Production and others)

 A Ministry of Fisheries and Marine Resources

 A Provincial Member (Community Development Fund)

 A NGOs working in your area that support Income-Generating activities

Ask participants for any other suggestions of places to get help to develop Income-
Generating activities.

SC 17.6 Other Ideas (15+ minutes)

Ask participants if they have any other ideas or questions about Maintaining  
and Developing the Savings Club. 

If they do, write these up on a flipchart.

Discuss the ideas/ questions one-by-one as a group. Use the combined knowledge  
of the group members and the Facilitator to come up with good solutions to challenges.

When all the remaining ideas and questions have been discussed, say: this is the end  
of the Session on Maintaining and Developing a Savings Club.
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SC SESSION 18

Carrying out an Action Audit

Note to facilitator

Preparation with the Action Audit meeting Chair

Like Session 8 and 14 earlier in the training, this Session is designed to be delivered  
in ‘Real-Time’. It is intended to be a guided process to carry out an actual Action Audit 
Meeting. 

[It is possible that the training Facilitator has been invited to Chair the meeting in which 
case they will need to go through this Session guidance carefully and make sure they 
are prepared to play the role of Chair.]

An introduction to the reason and preparation for an Action Audit Meeting was 
outlined in Session 16. If it has been some time since that Session was delivered, the 
Facilitator may like to go through Session 16 again with all Savings Club members 
including the Management Committee before the actual Action Audit meeting, in 
order to prepare them. 

The key person leading the Action Audit meeting is the Action Audit Meeting Chair 
- this may be a person from outside the Savings Club rather than the usual Chair/ 
President (ref SC 16.2, pg 137). It is essential that the preparation for this session is done 
with the Action Audit Meeting Chair beforehand. It is important to provide the Action 
Audit Meeting Chair with a copy of the Action Audit Meeting Agenda and SC 18.2 well 
ahead of the meeting.

Time Needed 2-3hrs

Expected Learning 
Outcomes

1. Participants will be guided through an Action Audit 
meeting.

What the Facilitator 
Needs to Prepare

 A Flipchart and Pens

 A The Action Audit Meeting - ‘Record of Individual Savings 
after Loans and Interest’ (see below on p149) already 
drawn up on a piece of paper (probably A4)
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 FACILITATOR GUIDANCE FOR THE SESSION:

SC 18.1 Real-Time Action Audit Meeting (2-3 hrs) 

As this Session is a Real-Time Action Audit Meeting, the Facilitator role for this Session 
[unless the Facilitator is acting as Chair for the meeting] is only to act as a Observer and 
provide support to the Chair if needed.

The Chair should lead the meeting, following the Agenda below.

Action Audit Meeting Agenda

Opening the meeting

1. Meeting Chair welcomes everyone

2. Opening Prayer

3. Introduce Action Audit meeting – what the purpose of this meeting is and how it is 
different from a normal Savings Club Meeting.

4. President asks key-holders to come up and unlock the box

5. The 3 key-holders come up one at a time and unlock the 3 locks on the 3-lock-box. 
Each key-holder should keep her key with her, the locks should stay on or near the 
open box so they don’t get lost.

Checking Member Register

6. Chair reads list of Members from the Member Register

7. Chair asks: “Is there any name missing from this list, that should be there?”

8. If the member register has not been kept up to date, there may be missing names.

9. If a woman is missing from the Member Register, they can stand and explain why they 
believe they are a Member and should be on the Member Register [To be a Member,  
a woman must have an Individual Savings Account in which they have been depositing 
money. They should have paid a Membership Fee and should have a Passbook]. 
The Chair can facilitate a discussion amongst the group to verify this if needed. The 
Member Register can be updated with any names that should be on it (but this is not 
a time to add new members). If a person has an Individual Savings Account and has 
been saving but has not paid the Membership Fee, make sure that this is paid at the 
same time.

10. Chair asks: “Is there any name that should not 
be on this list, but is?” 

11. If there is any name on the Member Register  
of someone who is not a Member – or is  
no longer a Member their name should be 
taken off. 

12. If adjustments have been made, Chair  
once again reads the complete updated 
Member Register.
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Checking Individual Savings

13. Chair asks: “Can the Treasurer please up-date the Club on the amount of savings 
owed by the Club to each member?” [ie. the amount that each member has in their 
Individual Savings Account]

14. Treasurer reads from the Member Ledgers the name and Individual Savings amount  
of each Member. 

15. Chair asks: “Does any Member disagree with the amount read by the Treasurer?”

16. If there is a disagreement, the Member needs to bring up their Passbook to be 
compared with their Member Ledgers. If necessary the issue may have to be resolved 
by voting. 

17. Once any disputes have been resolved, 

18. Chair says, “Treasurer, please announce the Total (combined) Savings in the Individual 
Savings Accounts of the Members.”

19. Note: there are two ways for the Treasurer to check the Total Net Savings of all 
members: 

20. Complete Part 2 of Form C. The new total in Line 15 under Savings is the Total Net 
Member Savings.

21. Alternatively, the ‘Total Savings’ figures for every Member can be added together –  
the SUM of these combined Total Savings figures should be the same as the total in 
Line 15 – this can also be a good way to double-check the record-keeping.

Checking Loans

22. Chair asks: “If there is any Member who has an outstanding Loans and wants to make  
a repayment, please come up with your repayment now.”

23. Borrowers come up and make their repayments [follow steps 30 to 34 in the complete 
agenda].

24. Chair asks: “Treasurer, have all the Loans owing to the Club been repaid?”

25. If the answer is ‘yes’, then the Cash Count (Step 31) followed by the distribution  
of money, can begin. If the answer is ‘no’ then the Chair continues with Step 26.

26. Chair reads out loud the list of Members who have outstanding loans, and the amount 
of their outstanding loan plus interest owed. 

27. Chair says: if any Members disagree with the information read out by the Chair 
then they can come up now, with their Passbooks and explain why they think the 
information in the Member Ledger is wrong. 

Once any disputes are resolved, 

28. Chair says: “Because we will return all money to members as part of the Action Audit, 
the amount owing by these Members, including outstanding loan and interest owed, 
will be taken from their Individual Savings.”

29. The Secretary and the Chair prepare a list of the individual borrowers and amounts 
that are still outstanding, using the Member Ledger for information. This should be 
documented on a separate sheet of paper. The list should include: Member Name, 
Member Number, Amount of Loan outstanding, plus interest owed, Amount of 
Individual Savings. Total of Individual Savings MINUS (Loan still owed + interest still 
owed)]. – see example of sheet layout over page.
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Action Audit Meeting - Record of Individual Savings after Loans and Interest Repaid

Date: ………………………………

A B C D E F Paid 
outMember Name Member 

No.
Individual 
Savings

Loan still 
owed

Interest 
still Owed

Member 
Net Savings 
Balance (= 
C-D-E)

……

…….

Total

30. The Treasurer and Secretary work together on this task. When they are completed, 
they pass their work to the Chair, who reads the Net Savings Balance (Column F)  
for every Member out loud.

Cash Count

31. Chair says: now we will count and record the actual amount of money in the  
General Fund room and the Individual Savings room.

32. Chair says: “Could the money-counters please count the money in the General  
Fund room?”

33. First Money-Counter takes the money out from the General Fund room only.  
Money-Counter1 counts, then Money-Counter2 counts to check. Once they agree  
on the total the Second Money-Counter announces this out loud to all the Members. 
The Secretary writes down the amount of total money in the General Fund room

34. Money-Counter2 puts this money back into the General Fund room.

35. Chair: “Could the money-counters please count the money in the Individual Savings 
room?”

36. Two Money-Counters count the money. Once they agree on the total the Second 
Money-Counter announces this out loud to all the Members. The Secretary writes  
this number down.

37. Treasurer to check that the amount counted matches the number calculated  
as total Individual Savings (the sum of the total savings of each Member as recorded  
in their Member Ledger).

38. If the actual money in the Individual Savings Room doesn’t match the calculation,  
this could mean that a) there is a mistake in the record-keeping or b) money has  
been taken from the Individual Savings room and not recorded. 
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38. If the actual money in the 3-lock Box and the calculation don’t match, the Chair, 
Secretary and at least one other member who has some reading and maths skills need 
to work with the Treasurer to review the records to see if a mistake can be identified, 
or find out how money could have been taken out of the Individual Savings Room 
without being recorded.

39. If this mismatch can’t be resolved, the meeting should continue with ‘Recording  
of Repayment of Loans’ step below, then move to ‘Individual Savings Distribution’  
Step 45 Option b).

Recording Repayment of Loans

40. Chair asks Members with outstanding loans to come up one by one (Chair can read 
the names off the list). Member gives their Passbook to Treasurer. Treasurer looks at 
the list prepared by the Chair and Secretary (Step 30) and tells the Member: how much 
their Total Savings is; how much they still have outstanding on their Loan; how much 
Interest they still need to pay on their Loan; the total amount that will be taken from 
their Individual Savings to pay back what they owe (the outstanding Loan amount plus 
the Interest amount).

41. Member confirms that they understand.

42. Treasurer records a Withdrawal for the total amount (Loan + Interest) in Member 
Passbook on BOTH ‘Savings’ and ‘Loans’ pages: under Withdrawn on ‘Savings’ page 
and under Interest and Repaid on ‘Loans’ page.

43. Treasurer records the amount in Member Ledger on the ‘Savings’ side under  
Amount Withdrew and under Amount Repaid and Interest Paid on the ‘Loans’ side. 

44. Treasurer records the date of the Loan repayment on Form F beside the Member’s 
name under ‘Date Repaid’ column.

Once all the Loan repayments from Individual Savings are complete:

Individual Savings Distribution

45. Distribution proportional to savings 

a. If the money in the Individual Savings Room matched the records of total  
Net Member Savings:

The Chair asks each Member to come up to collect their Individual Savings:  
The Money-Counters count out (two Money-Counters count and make sure  
they agree on the number) and the Second Money-Counter gives to the Member 
the amount of their ‘Net Savings Balance’ (after any Loan and Interest repayment), 
as in the Record form, Column F. Once the money has been given to the Member, 
the Treasurer should put a mark beside the Member’s name in the Record.  
After this is complete, go to Step 47 ‘General Fund Distribution’ below.

150 Women’s Saving Club Training GuideSC SESSION 18  SC 18.1



b. If the money in the Individual Savings Room is less than the total of the 
combined Total Individual Savings of Members, and it has not been possible  
to identify why, or it has been identified and it is believed that money has  
been taken: 

Make sure the actual total of money in the Individual Savings Room is recorded. 
Step 37). Take out the money and combine this with the money from the 
Individual Savings room. Count this again. [It should match the total of the  
two counts in Step 33 and Step 36]. Combine the money from the two rooms.  
Is there now enough money to pay the total Individual Savings owed?

If yes: distribute the Individual Savings owed to Members as per Step 45a  
above. Once this is done, if there is any money left, go to Step 46 ‘General  
Fund Distribution’ below.

If no: you will need to calculate the proportion of the money that each Member 
should get, based on their savings and pay this to them. See 45c) below.

c. Calculating the proportion of money owed to each Member, when there is not 
enough money to pay out full Individual Savings owed:

Total money in combined Individual Savings & General Fund rooms/ Total 
combined Net Member Savings = Member Claim Value per $1

For example, if the Club has cash of $8,734, and the members combined  
Total Net Savings is $10,424, the member claim value per dollar is:  
8,734 / 10,424 = $0.83787

The Treasurer and the Secretary then multiple this number by the Total  
Net Individual Savings Balance of each member. For example, Janet has  
Total Net Savings Balance (Column F) of $1,615.

$1,615 X $0.83787 = $1,353.17. So Janet will be paid $$1,353 as her 
proportion of the money available.

General Fund Distribution

46. Whatever money is left in General Fund is distributed evenly among the Members  
[eg. if there is $100 in the General Fund and there are 10 Members then each  
Member gets $10; if there is 1200 in the General Fund and there are 16 Members,  
then each Member gets $75]

Closing the Meeting

47. Once the members have been paid, the Chair tells the group that the Action Audit 
process is now complete. [See notes below on other points the Action Audit Meeting 
Chair may want to consider in closing the Action Audit Meeting]
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SC 18.2 Notes for Step 47 
Note for Action Audit Meeting Chair: it may be necessary in Step 48 to speak about the 
function of an Action Audit, especially if the Action Audit has resulted in not all money 
being returned to Members because there money missing from the 3-lock Cash Box.  
The Chair, or the Facilitator could explain to Members something like the paragraph below 
(from the ‘Savings Club Guide’ prepared by Brett Matthews, an international expert on 
Savings Clubs):

“Action Audits will not always result in the members getting all their Individual Savings back, 
if there has been some problem with money being taken from the 3-lock Box and not 
recorded. But keeping a group operating when there are problems does not increase the 
likelihood of solving these problems. The longer the club continues -- without identifying 
or fixing problems either with record-keeping or with money in the 3-lock Cash Box -- 
the less likely it becomes that mistake will be able to be found and fixed. An Action Audit 
creates a very public pressure to identify any problems. If there are problems it also stops 
these and ensures that Members get as much as possible of their Savings back before the 
problem gets worse.

The reason an Action Audit can be difficult is when it requires people to admit a fact that 
they don’t want to admit – that they have lost money in their Savings Club. None of us like 
to admit to losses of any sort, but we all know that sometimes, losses happen. Accepting 
them lets us put them behind us. Accepting them gives us a chance for a fresh start.”
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ANNEXES



ANNEX 1 

Glossary

Term Definition

3-lock Cash Box Where Savings Club money is kept - essential  
for all Savings Clubs

A Action Audit A way to check the money in the 3-lock Cash Box. 
Should be done if the records are not balancing or 
if it is suspected some money has been taken out 
and not recorded.

B Balance Also called Total. How much is left after all the 
adding and subtracting. Also an action - “At the end 
of every month we have to Balance the records”

Box-Holder An Office-Holder role. See SC Session 2 on  
Office-Holder roles for more information.

C Closing Balance The Balance - or Total - at the end of all 
transactions or at the close of the meeting or the 
close of the month.

Contribution An amount given without anything in return.  
For example: Member Contribution to the  
General Fund.

D Deposit Money put in (to Individual Savings or to the 
General Fund)

F Forms Where the Records of the Savings Club Activities 
have to be written. There are 9 Forms - from A to I.

Fundraising Group activities to get money for the General Fund 
- usually from the community
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G General Fund Money owned by all the Members together.  
Used for Loans.

Goal The aim, or the reason for Individual Savings.  
What you want to do with the money.

I Inclusive Giving everyone a chance to participate 
meaningfully - women, men, girls, boys,  
people with disabilities etc

Income-Generating 
Activities

Activities that generate income (ie. a profit) for  
an individual or group. The money brought in 
must be more than what it costs to set up and run 
the activity. Eg. Marketing; renting out a Meeting 
Hall; running a Canteen; drying and selling Cocoa; 
running a Fuel Depot.

Individual One person

Individual Savings The Savings of one woman in the Savings Club

Interest Extra money repaid together with the loan

Interest Rate Tells you how much will be added on to the loan 
repayment (eg. 10% interest rate = $10 added for 
every $100 borrowed)

K Key-Holder An Office-Holder role. See SC Session 2 on  
Office-Holder roles for more information.

L Loan Money from the General Fund that belongs  
to the group and has to be paid back.

Loan Purpose The reason for the loan. What you want to use  
the loan for.

M Management Committee Elected Members (between 7-10) who have some 
extra responsibilities in the Savings Club

Money-Counter An Office-Holder role. See SC Session 2 on  
Office-Holder roles for more information.
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O Office-Holders Members who have a particular role in running 
meetings and other activities (see SC Session 2  
for details).

Ordinary Members Members who are not part of the Management 
Committee

P Personal Savings Another term for ‘Individual Savings’

Policy The Rules that guide the activities of the Savings 
Club - all Members must agree on the Policy

President An Office-Holder role. See SC Session 2 on  
Office-Holder roles for more information.

R Refresher A training of something already learned before,  
but to remember and get extra details that may 
have been forgotten

S Savings Goal What you want to use your Savings money for.

Secretary An Office-Holder role. See SC Session 2 on  
Office-Holder roles for more information.

Security This means somewhere else the Club can get the 
money from, if a Loan is not repaid. It gives the Club 
‘security’ that it will get the Loan money back. In the 
TTFT model, Individual Savings is Security for a Loan 
– so if a Loan is not repaid, the amount due will be 
taken from the Member’s Individual Savings.

T Total Also called Balance. How much is left after all the 
adding and subtracting. Also an action - “At the 
end of every meeting we have to check the Total 
Savings”

Transaction One event involving exchange of money (eg. one 
deposit from a member is one transaction; one 
payment of stationery purchase is one transaction)

Treasurer An Office-Holder role. See SC Session 2 on  
Office-Holder roles for more information.

W Withdrawal Taking money out of Individual Savings
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ANNEX 2 

Frequently Asked Questions

This Annex provides a quick reference to some of the common questions 
asked about Savings Clubs (these are also covered in the Training Guide):

Q1  How much does it cost to set up a Savings Club?

It will cost approximately $1300-$1500 to set up the Women’s Savings Club. This includes 
the cost of a 3-lock Cash Box, Locks and Keys, Forms and Passbooks. The group will need 
to raise money to pay for these set up costs. (see Savings Club Session 3 – SC 3.2 on page 
52 – for more discussion on this).

Q2
 Will we get some money to start the Savings Club?

No. The TTFT Women’s Savings Club model is built on a ‘Strengths-Based Approach’. TTFT 
experience has shown that women are able to successfully establish and run Savings Clubs 
without needing someone from outside to give them money. Women are able to raise 
the small start-up costs themselves, and the running of the Savings Club costs very little 
(only new Forms needed sometimes). Women save the money they get from their existing 
activities, such as marketing – and sometimes also save money that their husbands or 
families give them to keep it safe.

Q3
 Do I have to have a school education to join a Savings Club?

A woman does not have to have school education to be part of a Savings Club. But the 
Club will need at least a few people who are able to do basic maths, reading and writing. 
There should be at least two or three women with Grade 4 level skills in maths and writing. 
(See Community Mobilisation Session B – CM B.2, pg 36 – for more discussion on this).

Q5
 Who can be part of a Savings Club?

A women’s Savings Club is inclusive of all women. A woman can be a member of a Savings 
Club who wants to be able to save money and can deposit (put in) some money – even 
a small amount – regularly. (See Community Mobilisation Sessions CM A.3 (pg 28) and 
Community Mobilisation Session B – CM B.2, pg 36 – for more discussion on this).

Q6
  Why does TTFT support women-only Savings Clubs and not mixed or 
men’s Savings Clubs?

Men are free to set up their own Savings Club and the TTFT model could still be used 
as a starting point. However if the group wants to build women’s leadership as well as 
savings practice, our experience shows that a woman-only rather than a mixed group is 
needed. The TTFT model has been developed based on the experience of supporting set 
up and running of women-only Savings Clubs. (See Community Mobilisation Sessions for 
discussion of this)
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ANNEX 3 

3-lock Box Specifications

AA LENGTH: 30CM

AA WIDTH: 20CM

AA HEIGHT: 20CM

AA Must be metal and welded together (not wood or cardboard)

AA Must have 3 locks with 3 keys

30cm

20cm

20cm
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ANNEX 4 

Sample Savings Club Policy

SAMPLE Women’s Savings Club Policy 

1. Membership is only for women and girls.

2. Club meets twice a month.

3. Savings Club day is Thursdays.

4. Each members target for fundraising is $20 per month

5. Members can loan against maximum 80% of their savings.

6. All loans must be repaid quarterly with interest. Repayments 
and interest are paid back into General Fund.

7. Only Members can borrow, by completing a Loan 
Application. No exceptions.

8. Report must be produced monthly.

9. Cash must be counted in front of members.

10. 3-lock Cash Box must only be unlocked during Savings Club 
meetings. No exceptions
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ANNEX 5 

Risks and Risk Management 
Ideas – from the Experience  
of TTFT Savings Clubs

Risk Ideas for Managing the Risk

Mistakes are made  
in records.

  All money going in and coming out must be recorded. 
Recording must always be done at the same time as 
the transaction. No exceptions. 

 Always double check each transaction.

 Always have 2 people to check the records.

People might forget to 
write everything in all 
the necessary Forms 
and Passbooks and the 
club won’t know how 
much money it has or 
who it belongs to.

  Follow the Agenda step by step. Make sure each 
transaction is recorded in all the necessary Forms.

  Treasurer must record every transaction in the 
appropriate forms, at the same time as the transaction 
happens, during the meeting.

Somebody might try  
to steal the cashbox.

  Do not let non-members know where 3-lock Box is 
kept.

  Box-Keeper can change the location of the 3-lock Box 
so that it is not kept in one place.

  Build a concrete safe station with 3 locks to place the 
3 lock box inside.

Somebody might try to 
steal the cash out of the 
3-lock Box.

  Use 3-lock Box with 3 Key-holders. Follow the other 
rules above (eg. Only open 3-lock Box at meetings).

  When the Savings Club starts to get a large amount of 
money, try to put some of the money in a bank. Keep 
enough in the 3-lock Box for Savings Club withdrawal 
and loan needs.
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Risk Ideas for Managing the Risk

Somebody in an 
important role might 
move, or for some 
other reason no longer 
be able to do the role.

  Ask Office-Holders to tell the Management 
Committee if they are for any reason no longer able  
to do the role. Elect a new person for that role at the 
next Savings Club meeting.

Someone in an  
Office-holder role may 
be away on the day of 
the meeting.

  Have a ‘vice’ for key roles. For example Treasurer and 
Vice Treasurer so that the Vice-Treasurer can take on 
the role when the Treasurer is away. 

  Make sure Office-holders tell the Management 
Committee when they are going to be away during  
a meeting

Members may not 
put money into their 
Individual Savings 
Account so the club 
becomes inactive.

 Hold meetings regularly 

  Explain and encourage Members to attend and save 
money.

  Policy can include a minimum requirement for 
Members to deposit to Individual Savings (eg. At least 
once every 2 months), even if it is a small amount like 
$2 or $5. If members do not meet this minimum, the 
club can ask them to leave. They can rejoin the club 
when they want to start saving again.

The club may not be 
able to raise money for 
the General Fund.

  Management Committee organises a meeting  
of members to explain the importance of the  
General Fund and also discuss ways to raise funds and 
address challenges group might face in raising funds.

Somebody might take 
a loan from the General 
Fund then not be able 
to pay it back.

  Explain that if there is no repayment, Individual Savings 
will be used to repay the outstanding loan.

  Make sure that this rule is followed. Do not let a 
member fail to repay a loan for a long time – this sets 
a bad example to other members and is not fair.
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Risk Ideas for Managing the Risk

Somebody might 
borrow money from 
the 3-lock Cash Box 
without asking and  
not pay it back.

  Use a 3-lock Box, and only the 3 key holders keep  
the keys.

  No one is allowed to open the 3-lock Box except  
in a Savings Club meeting, ever. No exceptions.

  No one – member or non-member is ever allowed  
to borrow from the Savings Club money, except when 
a Member applies from a loan from the General Fund 
which is recorded according to the Meeting Agenda. 
Non-Members cannot borrow from the Savings Club 
money, ever. No exceptions.

  Update cash and balance every meeting. Have 
meetings regularly.

  Carry out an Action Audit if the money in the  
3-lock Box is not matching with the records.

Outgoing members 
claim on General 
Fund to withdraw 
contribution.

  Policy includes a point on this – General Fund is the 
property of the club, and once contributions are made 
they cannot be returned (except in an Action Audit).

  Explain this clearly when setting up the Club and to all 
new Members.

Treasurer changes 
record using ink.

 Always do recording in front of all Members.

  If it is possible, lock the records into the 3-lock Box 
together with the money.

Management don’t 
know their bank 
statement.

 Go to the bank to get statement.

  Every new bank statement balance should be shared 
with the members in the next meeting.
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ANNEX 6 

Other resources

Savings Clubs can seek support from a variety of Organisations and Institutions that may be 
helpful for the Club to engage with depending on their needs. These include set-up needs as 
well as places they can get relevant training related to leadership, governance and business. 

Set-Up Needs:
Passbooks can no longer be bought from SICUL, but you can get these from the West 
Are Are Rokotanikeni (WARA) Office or the Live & Learn Office in Honiara. The current cost 
(2016) is $10 each.

In 2016, 3-lock Cash Boxes can be bought from the World Vision Office in Honaira

Learning more about TTFT Women’s Savings Clubs:
Bolitei Savings Club video – this is a 12min long video, about the experience of the Bolitei 
Unknown Women’s Savings Club which was established under TTFT. It is available on 
YouTube at: https://www.youtube.com/watch?v=8Ho0ABL_w10

You can also get a copy from Live & Learn Office in Honaira (you need a flashdrive with at 
least 8 GB).

Leadership & Governance Skills, Business Skills and Information:
The Live & Learn ‘Gud Disisons, Gud Lidasip’ Training Manual was a core training tool 
for TTFT Savings Clubs to strengthen Members’ essential skills in leadership and conflict 
management. Community Facilitators from the TTFT program are able to provide training 
with this manual. Copies and guidance may also be available from the Live & Learn office in 
Honiara

Solomon Islands Women in Business Association (SIWIBA) offers business training for 
women. SIWIBA have offices in Honiara and in Provincial centres.

Technical support for various kinds of Income-Generation activities may be available 
from relevant Ministries and Line Departments, for example:

AA Ministry of Agriculture and Livestock (including the Rural Development Program)

AA Commodities Export Marketing Authority (Cocoa Production and others)

AA Ministry of Fisheries and Marine Resources

AA Provincial Member (Community Development Fund)

NGOs working in your area may also be able to provide technical support to develop 
Income-Generation activities.
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ANNEX 7 

Complete Meeting Agenda 
(Details)

Opening the meeting

1a. President welcomes everyone

1b. Opening Prayer

1c. General announcements

2.  If it is the meeting for the Monthly Report, President asks Treasurer to provide her 
report. Treasurer provides a summary of the Monthly Report (prepared in Form C):

AA Total Funds Available (Form C, Row 5)

AA Net Member Savings (Form C, Row 15 under Savings)

AA Net Member Loans (Form C, Row 15 under Loans)

AA Total Profit or Loss for the month (Form C, Row 24)

3a. President asks key-holders to come up and unlock the box

3b.  The 3 key-holders come up one at a time and unlock the 3 locks on the 3-lock-box. 
Each key-holder should keep her key with her, the locks should stay on or near the 
open box so they don’t get lost.

 [If it is time for the Monthly Report – Steps 4a-8. Otherwise go to Step 9]

4a. First money-counter counts the money in Individual Savings room – tells total loud

4b.  Second money-counter counts to check – tells the total out loud [if different from 
Money-Counter1, the two Money-Counters recount until they get the same total]

4c. Secretary records this number as total of Individual Savings

5.  Treasurer checks that total of money in Individual Savings Room counted by Money-
Counters matches ‘Net Member Savings’ (Form C, Row 15 under ‘Savings’) as reported.

6a. First money-counter counts the money in General Fund room – tells total loud

6b.  Second money-counter counts to check – tells the total out loud. [if different from 
Money-Counter1, the two Money-Counters recount until they get the same total]

6c. Secretary records this number as total of General Fund

7a.  Treasurer adds the Money-Counter’s General Fund total to Individual Savings total and 
calls this number out loud.
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7b.  Treasurer writes the Money-Counters’ combined total in Form C, Row 6,  
and completes Part 2 of Form C. Treasurer confirms out loud that the total  
money counted matches ‘Total Funds Available’ as reported (in Step 2). 
*Treasurer signs Form C for this month.

8.  Two other Committee Members check and sign Form C. Completed Form C i 
s passed around so all Members can see it, then returned to Treasurer.

Individual Savings Deposits

9.  President asks Members wanting to Deposit to Individual Savings to come up  
one by one.

10a.  [for a new member] Secretary write member name and number on Passbook – copy 
this from the Member Register (Form G) where all approved Member Applications 
must be recorded. Member will then hand their Passbook to the Treasurer.

10b.  Treasurer looks at Passbook cover and copies member name and number to a new 
Form H (Member Ledger).

10c. Depositor tells Treasurer how much money they have to deposit.

10d The depositor gives their money to the first Money-Counter

11a.  First Money-Counter counts the money, while second Money-counter watches. 

11b. First Money-counter tells Treasurer the amount

11c.  Second Money-counter counts the money while first Money-counter watches, and 
tells Treasurer the amount. The two money-counters should say the same number.  
[if they don’t get the same amount, recount until it is the same].

12a.  When the two money-counters have confirmed the amount, the Treasurer  
records this number in member’s Passbook ‘Savings’ page: write today’s date in 
the left-hand column. Write the amount of the deposit under ‘Paid In’. Add today’s 
deposit amount to the existing total under ‘Balance’ on the row before. Treasurer 
signs in final column. 

12b.  Treasurer records the amount in Form H under ‘Amount Deposited’. Treasurer records 
the date in the left-hand column. Add the number written under ‘Amount Deposited’ 
to any existing ‘Total Savings’ on the line above, and write the new total under  
‘Total Savings’.

12c.  Treasurer records the amount in Form A: write today’s date in the second column 
and Passbook number then Member Name beside that. Record the amount under 
Column A ‘Savings Deposit’. In the first (left-hand) column write a number to follow 
on the number from the previous row (e.g. if the last row was entry no. 5, then this 
row is no.6). Calculate the new Total (Column G) = Total of previous row PLUS new 
amount under Column A. Write the new Total in Column G.

12d.  Once the information is recorded in 3 places, Treasurer returns the Passbook  
to the member. 

13.  Money-Counter2 put the money into the ‘Individual Savings’ room in 3-lock  
Cash Box.

14. Repeat #10-13 for every Deposit
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General Fund Deposits

15.  Treasurer write today’s date in the General Fund Record Book under the next  
empty column. 

16. Members holding fundraising contributions bring these up one by one.

17a.  Treasurer write type of deposit being recorded (eg. Lavalava Dance Fundraising, 
Income from Rent)

17b. Member hands money to the first Money-Counter.

18a.  Money counters count the money (first Money-Counter counts while second 
Money-Counter watches. Then the second Money-Counter counts again while the 
first Money-Counter watches). If the two Money-Counters don’t get the same count, 
they have to count again until they get the same result. 

18b.  Money-Counters2 puts the money in separate basket or a spare room in the 3-lock 
Cash Box

19a. Treasurer records the amount in the General Fund Record Book in the ‘Total’ row.

19b.  Treasurer records the Total amount in Form A: write today’s Date. If there is a Receipt 
for the deposit, write this under Receipt or Passbook Number. Under Other Detail 
write the type of deposit (eg. Lavalava Dance Fundraising or Income from Rent). 
Record the amount under Column F ‘Other Income’. In the first (left-hand) column 
write a number to follow on the number from the previous row (e.g. if the last row 
was entry no. 5, then this row is no.6).

19c.  Finally, in Form A, Treasurer calculates the new Total (Column G) = Total of previous 
row PLUS new amount under Column F. Write the new Total in Column G.

If there is a member Contribution today:

20a.  Treasurer write Today’s date and ‘Member Contribution’ in the next free column in the 
General Fund Record Book

20b.  President request Members holding fundraising contributions bring these up one by 
one.

21. Member hands money to the first Money-Counter.

22.  For each deposit: money counters count the money (first Money-Counter counts 
while second Money-Counter watches. Then the second Money-Counter counts 
again while the first Money-Counter watches). If the two Money-Counters don’t  
get the same count, they have to count again until they get the same result.

23.  When two Money-Counters agree on the number, Treasurer records the amount  
in the General Fund Record Book in the row beside Member Name.

  Money-Counters put the money into a separate basket or spare room in the  
3-lock Box.

24. Repeat #21-23 for each Member Contribution

25a.  When all Contributions have been given, Treasurer calculates the Total of all today’s 
Contributions and writes this number at the bottom of the column in General Fund 
Record Book.
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25b.  Treasurer records the Total amount in Form A: write today’s Date. Under Receipt 
or Passbook Number, write ‘GF Record Book’. Under Other Detail write ‘Member 
Contributions’. Record the Total for today’s Contributions from General Fund Record 
Book under Column F ‘Other Income’. In the first (left-hand) column write a number 
to follow on the number from the previous row (e.g. if the last row was entry no. 5, 
then this row is no.6).

25c.  Finally in Form A, Treasurer calculates the new Total (Column G) = Total of previous 
row PLUS new amount under Column F. Write the new Total in Column G.

26.  Money-Counter1 counts total Contributions + Fundraising + Income deposited 
today. Money-Counter2 counts to confirm. 

27. Money-Counters announce out loud the total deposits to the General Fund.

28.  Treasurer check that the Money-Counters’ total matches the Totals she has recorded 
in the General Fund Record Book

29. Money-Counter2 put money in the 3-lock Cash-box in General Fund room.

Loan Repayments

30. President asks members to bring in loan repayments one by one.

31a. Member hands repayment money to first Money-Counter

  First Money-Counter counts the money, while second Money-counter watches.  
First Money-counter tells Treasurer the amount

31b.  Second Money-counter counts the money while first Money-counter watches, and 
tells Treasurer the amount. The two money-counters should say the same number.  
[if they don’t get the same amount, recount until it is the same].

32. When the two Money-Counters have the same number, they call it out loud.

33a.  Treasurer records the amount in the member’s Passbook (‘Loans’ page): write the 
Date, then write the amount under ‘Repaid’. Calculate the new Loan Balance = 
previous row Balance MINUS the amount Repaid. Treasurer signs.

33b.  Treasurer records amount to Form H (Member Ledger): first write the Date. Under 
‘Loans’ side write amount under ‘Repayment Amount’ and ‘Interest Paid’).

33c.  Calculate the new Loan Balance = previous row Balance MINUS the Repayment 
Amount and the Interest Paid.

33d.  Thirdly, Treasurer records information on Form A: Fill date, Member Passbook 
Number, Member Name. Write Repayment Amount (from Form H) under ‘Loan 
Repayment’ (Column B). Write Interest Paid amount (from Form H) under ‘Loan 
Interest’ (Column C).

33e.  Still on Form A, Treasurer then calculates new Total (Column G) = Total from the 
previous row PLUS the Loan Repayment and the Loan Interest. Write this new Total  
in Column G.

34. Money-Counter2 puts money into the 3-lock Cash Box in the General Fund room. 
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Individual Savings Withdrawals

35. President asks all members wanting to make a Withdrawal to come up one by one.

36.  Member tells Treasurer the amount they wish to Withdraw. Treasurer checks member 
Passbook and Form H to make sure the member has enough Individual Savings to 
make the Withdrawal.

37a.  When confirmed the member has enough money for the Withdrawal, Treasurer 
records the Withdrawal in member Passbook ‘Savings’ Page: write the date, then 
write the amount under the ‘Withdrawn’ column. Calculate the new Balance = 
previous row Balance MINUS the amount Withdrawn.

37b.  Treasurer then records information on Form H (Member Ledger): first write the Date, 
then the Withdrawal amount under ‘Amount Withdrawn’ column. Calculate the new 
Total Savings = previous row Total Savings MINUS the Amount Withdrawn.

37c.  Thirdly, Treasurer records information on Form B (All Money Going Out): On the 
next empty row, write the Date, Member Passbook Number and Member Name. 
Then write the amount under ‘Savings Withdrawal’ (Column B). Calculate the new 
Total (Column G) – the Total (Column G) from the previous row MINUS the Savings 
Withdrawal amount. Write this new Total in Column G.

38.  First Money-counter takes money from the Individual Savings room, and counts  
out the amount of the Withdrawal. Second-money counter counts the amount  
to confirm. 

39.  Once the amount is confirmed, Second Money-counter hands the money to the 
member. Treasurer returns the member’s Passbook with the Withdrawal recorded.

40. Repeat steps #36-39 for each Withdrawal.

Loans from General Fund

41.  President calls out the name of all Members who have an approved Loan Application. 
President asks Members approved for loans to come up one by one.

For each loan:

42. Member checks Form I details are correct.

43a.  Treasurer records loan in member Passbook (‘Loans’ page): Write date. Write Loan 
amount under Loan column. Calculate new Balance = any existing Balance in row 
above, PLUS the new Loan amount. Treasurer signs.

43b.  Treasurer records information in Form H – Member Ledger: Write date. Write Loan 
amount under Amount Borrowed. Calculate new Balance = any existing Balance in 
row above, PLUS the new Amount Borrowed.

43c.  Treasurer records information in Form F – Loan Register: Write Date Loan Approved 
(this is the same as ‘Date of Management Committee Meeting’ on the completed 
Loan Application – Form I). Write Member’s Name. Write Loan amount under 
Amount Loaned and beside this write the Loan Purpose (the reason given by the 
Member in Loan Application – Form I). Write the agreed Term in months (from Loan 
Application second line).
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43d.  Treasurer records information in Form B - All Money Going Out: On the next empty 
row, write Date, Member Passbook Number and Member Name. Write the loan 
amount under ‘Member Loan Funded’ (Column A). Calculate the new Total  
(Column G) – the Total (Column G) from the previous row PLUS the Member Loan 
Funded amount. Write this new Total in Column G.

44. Money-Counter1 takes money out from General Fund room in the 3-lock Cash Box.

45.  Money-Counter1 counts out the amount requested and puts any remaining money 
back in the 3-lock Box, General Fund room. Money-Counter2 counts to confirm. 

46.  Money-Counter2 gives money to the member. Treasurer gives Passbook back to 
member with Loan recorded.

47. Repeat Steps #42-46 for each Loan

Closing the Meeting

48a. President asks the 3 Key-holders to come up and lock the box

48b.  The 3 key-holders come up one at a time and lock the 3 locks on the 3-lock-box. 
The key-holder should keep their keys with them.

49a.  President asks that any members with a new Loan Application form bring this up 
now and give to Secretary. The Management Committee will consider the Loan 
Application and it will be processed at a future meeting.

49b.  After all new Loan Applications have been handed to the Secretary, President 
announces to the group that today’s Savings Club meeting is now finished

50a. President gives any announcements or reminders

50b. President asks if anyone has any comments or questions

51. President reminds members of the date of the next meeting

52. Closing Prayer

* If the total in the box is significantly different from Treasurer’s record, the actual total  
in the box should be announced to the members, and recorded. The money must be put 
back in the box and the box re-locked. The meeting must be stopped, and the records 
checked (by the Management Committee and outside help if needed), to find out why 
there is a mismatch (eg. record-keeping error or money missing from Cash Box) and 
correct it. If the mistake can’t be identified and corrected, the Club needs to carry out  
an Action Audit.
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ANNEX 8 

Record keeping rules

If you want to make sure that the Savings Club records are up-to-date and accurate, 
then follow some of the simple and basic rules in record keeping.

Rule 1 Always record every transaction (deposit, withdrawal, loan, loan 
repayment). 

All transactions – whether money paid in or money paid out – need to be 
recorded, usually in at least 3 places (except for General Fund deposits that 
need to be recorded in 2 places). Recording must be done at the time of the 
transaction. At the end of each meeting, make sure that the totals are accurate 
in all of the record-keeping forms.

Rule 2 Write all records in ink

All records should be kept in ink, once the calculations have been  
double-checked in the meeting. This helps reduce the chance that  
records can be changed.

Rule 3 Make sure a second person checks all calculations, especially 
balances/ totals.

Make sure all calculations, especially totals at the end of the day, and all the 
calculations on Monthly Report (Form C) are double-checked by a second 
person. This helps reduce the chances of mistakes in record-keeping.

Rule 4 Lock money in 3-lock Box and keep the 3-lock Box safe. Do not 
open the 3-lock Box except at Savings Club meetings. 

Make sure that all the money is recorded and locked in the 3-lock Box at the end 
of Savings Club meeting days. The Box-Keeper is responsible for keeping the 
3-lock Box safe. No one can open the 3-lock Box outside of a meeting – this 
includes Management Committee. There are NO EXCEPTIONS to this rule.  
If it is possible to bank some of the money this can help keep it safer. 

If moving money from the 3-lock Box to a bank account, follow the security 
recommendations in SC Session 17.2 to ensure that the money is kept safe.
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Rule 5 Balance the money every month (Monthly Report – Form C)

Filling in the monthly financial report (Form C) must be done at the end  
of each month. 

Part 2 (Balancing the Money) of Form C requires that the actual money in the 
3-lock Box (and in a bank account if the Club has one) is checked against the 
records. This is essential to ensure that the records are correct and that the 
money is still safely in the 3-lock Box.

Rule 6 Keep records safe (from fire, water, theft etc)

Make sure that all your records are kept in a safe and secure place and 
protected from theft, fire and water damage. At the end of each year, put 
all your records for the past year in one file and place them in a safe and 
waterproof place.

Rule 7 Action Audit regularly

An Action Audit MUST be done if at any stage the money in the 3-lock Box 
doesn’t match the records, and the reason for the mismatch can’t be identified. 
However, an Action Audit CAN also be done not because there is a problem, 
but as good practice when the Club has been operating for a while. An Action 
Audit helps all members see clearly that the money that is supposed to be there 
is actually there, that their Individual Savings and the General Fund are safe and 
the record-keeping is accurate. For this reason it is recommended that Action 
Audit is done regularly even when there don’t seem to be any problems.

Rule 8 If depositing money in a bank, keep all deposit slips  
and statements safe

Keep copies of all deposit slips or if using bank passbooks, make sure that  
the correct amount has been recorded. Share all new deposit slips and 
statements with all Members so they know what is happening with the  
Savings Club money. Do not bank the Savings Club money in any other 
account other than the Savings Clubs account. 
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ANNEX 9 

Forms for Recording  
& Reporting

In order to operate the Savings Club successfully, the Savings Club must keep proper 
records of savings and other activities and be able to produce financial reports to its 
members regularly. Therefore the Management Committee and members will require 
financial reports from the Treasurer to make sure that the club is running smoothly and 
everything is under control. The records must be regularly checked against the actual  
cash in the 3-lock Box.

It is very important that the record keeping of the Savings Club is correct, up-to-date  
and available at any time it is needed. The Forms needed for Recording and Reporting are 
included in this Annex. There are 9 Forms. In addition the club needs to prepare a General 
Fund Record Book. This layout for this book is also included here, after the other forms.

The financial reports that the Savings Club must prepare  
are related to: 

Control of Cash & Income

All money coming in and going out of the Savings Club is properly recorded and 
accounted for. The proper handling of cash is very important. The Treasurer must make 
sure that all the cash received is cross checked by money counters and is safely locked in 
the 3-lock Cash Box and if there is a bank account it should be banked as soon as possible. 
The records of the cash received must be reconciled with the actual cash in the 3-lock Box 
and bank every month and monthly financial report must be presented to members.

Control of Credit & Expenses

All the money that is been given as withdrawals is checked and recorded. Money given out 
as loans to members must be properly approved, checked and recorded, since members 
money from the General Fund is used to fund the loans. The Management Committee 
must make sure to follow-up members who do not make their loan repayments on time. 
This may be done first by the Treasurer and if needed, follow up by the President. If this is 
not done then this can lead to the situation where the Savings Club does not have enough 
money to give to others who might need to loan. A loan repayment schedule should also 
be given to borrowers stating the date of repayment and the amount. Expenses of the club 
are paid by the General Fund and it should also be recorded properly
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Assessment of Operations

The Management Committee has to make sure that the Savings Club is active and running 
to provide the services to its members Otherwise it might not have enough money to pay 
for the expenses or money to give out as loans to members.

One of the most important things to remember is that all expenses have to be paid from 
the income of the Savings Club through the General Fund. The Management Committee 
must make sure that member’s savings are not being used to pay for operating cost. In 
order to see how the Savings Club is doing the management committee should prepare 
and present records or reports at the end of each month.

Monthly Financial Report (Form C): Check all four parts of this form carefully

1. Monthly Bank Passbook or Statements

2. Summary of Annual Financial Result (Form D)

3. Loan Register (Form F)

4. Loan repayment schedule.

5. List of all members who have not made their loan repayments on time.

Due to the small size of Savings Clubs, a set of very simple single entry record keeping 
forms has been developed to assist you in making sure that all the money coming in and 
going out of the Savings Club is properly recorded and accounted for. These forms were 
originally developed by SICUL. Live & Learn has made some adjustments to make these 
more suitable for TTFT Women’s Savings Clubs.

Normally the Savings Club Treasurer is the lead person responsible for making sure that 
all the money in the Savings Club is properly recorded and that all the record keeping 
forms are up-to-date and properly filled out. However, all members and especially the 
Management Committee are responsible for checking the Treasurer’s Reports and ensuring 
that these are completed regularly.

It is expected that the Treasurer has a basic understanding of record keeping and has the 
time to carry out his or her responsibilities. 

A set of record keeping guidelines is provided for each form. This is to help you understand 
the forms and also assist you in filling them. 

Summary of Forms and When Each Is Used
Form A - All Money Coming In Each Month

This form is to be filled out every time the Savings Club gets money (money coming in). So, 
it records all the money that is paid into the Savings Club each month. This could include:

AA Members making deposit to Individual Savings.

AA Members making repayment of loans

AA Members paying the interest on loans.

AA Interest paid in by bank on club money being deposited or invested.

AA Membership fee paid in by new members.

AA Other income from fundraising or donations.
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Form B - All Money Going Out Each Month

This form is to be filled out every time the Savings Club pays out any money  
(money going out). Money paid out could be for the following reasons:

AA Loan given to members

AA Members withdrawing their savings.

AA Money paid out for operating costs (stationeries, photocopy, phone bank charges, 
printing etc.) 

Form C - Monthly Financial Report

This form is to be completed at the end of each month. Form C has four important parts 
and will give you a complete picture of the financial health of the Savings Club at the end 
of each month. It is filled using information from Form A, Form B and previous month  
Form C. There are four parts:

Part 1. Flow of money

Part 2. Balancing money 

Part 3. Withdraw, savings & Loans 

Part 4. Profit & Loss 

Form D - Annual Summary – Final Financial Result for the Year

This form is to give you an overall picture of how the Savings Club is doing throughout the 
year. It records all the information on form C at the end of each month. It should reconcile 
at the end of the year. It records:

AA Total members savings

AA Total members withdrawals

AA Total members loans

AA Total income

AA Total expenses

Form E - Membership Application

This form is to record all the important details of a member when he or she makes  
an application to join the Savings Club. The information recorded is:

i. Member’s Full Name

ii. Address

iii. Telephone Contacts

iv. Date of Birth

v. Next of Kin: who to contact apart from the member

vi. Occupation/Job

vii. Undertaking of Responsibilities as a Member: this is to make sure that the member 
understands her responsibilities in the Savings Club
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There is also a section that needs to be filled out by the Savings Club officials which 
records the important details regarding the approval of the membership by the club’s 
committee.

The Secretary must make sure that all membership application forms are kept in a file in a 
safe place.

Form F - Loan Register

This form is used to record all the loans given out to members of the Savings Club.  
Details recorded include:

i. Date Loan Approved – all loans have to be approved by the Savings Club  
Management Committee

ii. Member’s Name

iii. Amount loaned

iv. Loan Purpose- e.g. school fee, buying house material, weeding, business  
(bakery, store fuel depot).

v.  Term of loan-the number of months the member will take to repay the loan in full.

vi. Date loan fully repaid.

Note:

(1) The information to fill out Form F is taken from Member Loan Application Form (Form I) 

It is important to make a copy of the Loan Register and keep it in a different place in 
case the original is lost

Form G - Member Register

This form records the date each member joins the Savings Club and the important 
members’ details, including when the member withdraws. It should be securely kept  
by the secretary.

Includes:

i. Member’s number.

ii. Members full name

iii. Gender male/female

iv. Date join the Savings Club (approved)

v. Date withdraw membership
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Form H - Member Ledger

This form is a record of all the savings and loans of a member. It records all savings 
deposits, savings withdrawals, loans taken by member, repayments made and interest  
paid on loans. Columns include:

i. The amount deposited as savings

ii. Savings withdrawn

iii. Total savings

iv. The amount borrowed as loans

v. The loan amount repaid

vi. The total loan outstanding

vii. The interest paid on loans

Form I - Loan Application

A loan application form is filled out whenever a member wants to take a loan from the 
Savings Club. It records important details such as loan amount, what is the loan for, loan 
repayment amount, etc.

Note that Annex 16 ‘Loan Repayments Calculator’ can also be useful to fill Form I, and  
to share with Savings Clubs to help calculate regular repayments and interest.

General Fund Record Book 

Text: The General Fund Record Book can be drawn up by the Saving Club. The layout  
of a page in the General Fund Record Book is included here, after Form I. 

The Club can buy a hard-cover book with lines, in A4 or B5 size. The form can be drawn up 
across two pages.

The General Fund Record Book is filled in whenever deposits are being made to the 
General Fund. This includes deposits from:

AA Club fundraising

AA Income from Club business activities

AA Member contributions

AA Donations

Once all the deposits of a single kind are recorded in the General Fund Record Book, the 
sum of the deposits for the meeting must also be recorded in Form A. (See Savings Club 
Session 9 on pg 89 for more information on recording General Fund deposits).

ANNEXES 176 Women’s Saving Club Training Guide



…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

 S
AV

IN
G

S 
C

LU
B

FO
R

M
 A

A
LL

 M
O

N
EY

 C
O

M
IN

G
 IN

 E
A

C
H

 M
O

N
TH

M
O

N
TH

 …
…

…
…

…
…

…
…

…
 

YE
A

R
…

…
…

…
…

…
…

…
…

S
he

et
 N

um
be

r:
1

A
B

C
D

E
F

G
IN

C
O

M
E

En
tr

y 
N

o.
 fo

r 
th

is
 

m
on

th

D
at

e
R

ec
ei

pt
 o

r 
Pa

ss
bo

ok
 

N
um

be
r

M
em

be
r N

am
e 

or
 

O
th

er
 D

et
ai

l

S
av

in
gs

 
D

ep
os

it
Lo

an
 

R
ep

ay
m

en
t

Lo
an

 In
te

re
st

B
an

k 
In

te
re

st
M

em
be

rs
hi

p 
Fe

es
O

th
er

 
In

co
m

e 
(in

cl
 

C
on

tri
bu

tio
ns

 
&

 F
un

dr
ai

si
ng

)
TO

TA
L

TO
TA

L
A

B
C

D
E

F
G

ANNEXES 177Women’s Saving Club Training Guide



…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

…
…

 S
AV

IN
G

S 
C

LU
B

FO
R

M
 B

A
LL

 M
O

N
EY

 G
O

IN
G

 O
U

T 
EA

C
H

 M
O

N
TH

M
O

N
TH

 …
…

…
…

…
…

…
…

…
 

YE
A

R
…

…
…

…
…

…
…

…
…

S
he

et
 N

um
be

r:
1

A
B

C
D

E
F

G
O

P
E

R
AT

IN
G

 E
X

P
E

N
S

E
S

En
tr

y 
N

o.
 fo

r 
th

is
 

m
on

th

D
at

e
Pa

ym
en

t 
or

 
Pa

ss
bo

ok
 

En
tr

y 
N

um
be

r

M
em

be
r N

am
e 

or
 

O
th

er
 D

et
ai

l

M
em

be
r 

Lo
an

 F
un

de
d

S
av

in
gs

 
W

ith
dr

aw
al

S
ta

tio
ne

ry
 

P
rin

tin
g 

P
os

ta
ge

P
ho

ne

Tr
av

el

B
an

k 
C

ha
rg

es
O

th
er

TO
TA

L

TO
TA

L
A

B
C

D
E

F
G

ANNEXES 178 Women’s Saving Club Training Guide



…………………………………………………………………… SAVINGS CLUB

FORM C

ALL MONTHLY FINANCIAL REPORT
MONTH ………………  YEAR………………

(Part 1) FLOW OF MONEY
Money Coming In 

1 Current Month: Use Form A (Total of Column G) to get this information

Money Going Out
2 Current Month: Use Form B (Total of Column G) to get this information

3 NET FLOW OF MONTHLY FUNDS: Total In (1) MINUS Total Out (2)
4 Total Funds From Previous Month (row 8 from Form C of previous month)
5 Total Funds Available (row 3 + row 4)

(Part 2) BALANCING THE MONEY (FUNDS RECONCILIATION)
6 Money on Hand (in the 3-lock Cash Box (Individual Savings and General Fund) and Cheques) – 

must be counted and confirmed by TWO Money-Counters
7 Money in Bank:
7a Total Money in Bank (add up all bank accounts)
7b Total of all cheques written but not showing in Bank Accounts
7c 7a less 7b = Money in Bank
8 Total Funds (row 6+7c)
9 Total Funds Available (use the total amount from row 5 in this form)
10 Difference (row 8 MINUS row 9)               This should be 0 

Note: provide explanation for any difference if not 0

(Part 3) TOTAL SAVINGS & LOANS
Savings Loans

11 Total Deposits (Form A, total of column A) Total Loans (Form B, total of column A)
12 Less, Total Savings Withdrawn  

(Form B, column B)
Less loan repayment  
(Form A column B)

13 Total Current Month (row 11 - row 12) Total Current Month (11 less12)
14 Balance end of Previous Month  

(Use Previous Month Form C: Row 15)
Balance Previous month  
(usePrevious month Form C: Row 15)

15 Net Member Savings (row 13 + 14) Net Member Loans (13+14)

(Part 4) PROFIT & LOSS STATEMENT 
TOTAL INCOME (Form A) EXPENSE (Form B)

17 Loan Interest (Form A, Column C) Stationery/Printing/Postage (C)
Loan repayment (Form A, Column B) Total Loan (Form B, Column A)

18 Bank Interest (Col. D) Phone/Fax/Travel (Column D)
19 Membership Fees (Column E) Bank Charges (Column E)
20 Other Income incl Fundraising (Col F) Other (Column F)
21 TOTAL (SUM rows 17 - 20) TOTAL (SUM rows 17 - 20)
22 NET PROFIT/LOSS (current month) Total Income MINUS Total Expense (Row 21)
23 plus Balance at end of Previous Month (Use Form C for the Previous Month, Row 24)
24 TOTAL PROFIT/LOSS  (row 22 plus row 23)

Final check to make sure everything balances: (y) MUST equal (z)
Net Savings  
(row 15)

8,780.00 plus Profit /Loss  
(row 24)

Total Funds 
(row 8)

Signed by: 

Treasurer: Asst Treas. Committee Member: 
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…………………………………………………………………… SAVINGS CLUB

FORM E

MEMBERSHIP APPLICATION

FULL NAME: Member No.*

ADDRESS:(Village)

TELEPHONE: 
(if available)

DATE OF BIRTH:

OCCUPATION/JOB:

Undertaking Of Responsibilities As A Member:

I apply to become members of the Savings Club and agree to:
i. follow the Policy of the Savings Club,
ii. participate in the democratic process of the Savings Club,
iii. from time to time provide voluntary assistance in the running of the Savings Club,
iv. read/ listen to the reports received and monitor the operation of the Savings Club.

Signed By 
Applicant:

Date:

For Savings Club Management Committee Use Only

Membership Fee Received: (date) Receipt Number:

Committee Approval (date): Passbook Issued (date):

*Membership Number: Approval Entered In Member 
Register (date):

Other Member Information (including next of kin details):

Date Comments Member’s Signature

ANNEXES 181Women’s Saving Club Training Guide



…………………………………………………………………… SAVINGS CLUB

FORM F

LOAN REGISTER

Date Loan 
Approved

Member’s Name Amount 
Loaned

Loan Purpose 
(Reason)

Term 
(Months)

Date  
Repaid

Date Back Up Copy made by the Secretary: ...............................................
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……………………………….………………….…………… SAVINGS CLUB

FORM G

MEMBER REGISTER
NOTE: When the page is full a copy of the register is to be made and be securely stored by the Secretary.

Member 
Number

Member’s Full Name Gender: 
Male/  

Female

Date 
Joined 

(approved)

Date  
Withdrew 

Membership

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

F

* Date Back Up Copy made by the Secretary: ...............................................  Draft1
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 ……………………………….………………….…………… SAVINGS CLUB

FORM H

MEMBER LEDGER 

Member Name Member No.

Date SAVINGS LOANS

Amount 
Deposited

Amount 
Withdrew

Total 
Savings

Amount 
Borrowed 

(Loan amount)

Amount 
Repaid

Interest 
Paid

Loan 
Balance 
(what is 
owed)

Page Number:
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……………………………….………………….…………… SAVINGS CLUB

LOAN APPLICATION FORM
(Form I - For Savings Secured Loans)

MEMBER NAME Membership 
Number:

I want a loan of $ …………… to be fully repaid, with interest, in……………… months

I can make repayments of $ …..………. every -  week / fortnight / month

 Please circle    one of these choices.

I want this loan for the following reason(s): 

I agree that if I am not able to repay the loan (plus the interest) in the maximum time agreed and by making the 
regular repayments as agreed on this form, my Individual Savings will be reduced in order to pay any amount that 
has not been repaid plus interest that I owe.

I have carefully checked the income I get and what I need to regularly spend during the time it will take to repay this 
loan and I confidently state that I can make the repayments as well as continue to make minimum savings with the 
Savings Club

Signed Date

For Savings Club Official's 
Use

The member has sufficient savings? YES/NO

Date Received:  Member 
Savings 
Balance

$ Member  
Loan  
Balance

$ 

If Loan is Not Approved 
The Reason(s) is

Date of Management 
Committee Meeting

Management Committee 
Signatures

1.  2. 3.

Date loan given to 
Member: 
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ANNEX 10 

Passbook Pages

ANNEXES 187Women’s Saving Club Training Guide



ANNEXES 188 Women’s Saving Club Training Guide



ANNEX 11 

Ideas for Energisers

1. Spell Coconut

The facilitator shows the group how to spell out C-O-C-O-N-U-T by using full 
movements of the arms and the body. All participants then try this together. You can 
call out loud each letter as you spell it.

2. Fishers of Men

For this exercise participants sing the chorus of ‘I Will Make You Fishers of Men’ [check 
that at least some of the group know the song - any who don’t know it can copy 
once the activity starts]. Everyone starts sitting down. When a word beginning with 
‘F’ – for female – is sung, all females should stand up – and then sit again. When a 
word beginning ‘M’ – for male – is sung, all males should stand up – and then sit down 
again.

3. Taxi Rides 

This is a useful game for randomly dividing participants into groups.

Ask participants to pretend that they are getting into taxis. The taxis can only hold 
a certain number of people, such as two, four, or eight. When the taxis stop, the 
participants have to run to get into the right sized groups. 

4. ‘A’s and ‘B’s

Ask everyone to choose silently someone in the room that is their ‘A’ person and 
another person who is their ‘B’ person. There are no particular criteria on which to base 
their choices – selections are entirely up to individuals. Once everyone has made their 
choices, tell them to get as close to their respective ‘A’ person as possible, while getting 
as far away from their ‘B’ person. People can move quickly but should not grab or hold 
anyone. After a few minutes, participants stop and reverse the process, getting close to 
their ‘B’ persons and avoiding their ‘A’ persons.

5. Prrr and Pukutu

Ask everyone to imagine two birds. One calls ‘prrr’ and the other calls ‘pukutu’. If you 
call out ‘prrr’, all the participants need to stand on their toes and move their elbows out 
sideways, as if they were a bird ruffling its wings. If you call out ‘pukutu’, everyone has 
to stay still and not move a feather.

6. Touch something blue

Ask participants to stand up. Explain that you will tell everyone to find something blue, 
and that they have to go and touch it. This could be a blue shirt, pen, shoe or whatever. 
Continue the game in this way, asking participants to call out their own suggestions for 
things to touch.
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7. The King is Dead

The first player turns to their neighbour and says, “The king is dead!” The neighbour 
asks, “How did he die?”, and the first player responds, “He died doing this”, and starts  
a simple gesture or movement. All participants repeat this gesture continuously.  
The second player repeats the statement and the third player asks, “How did he die?” 
The second player adds another gesture or movement. The whole group then copies 
these two movements. The process continues around the circle until there are too 
many movements to remember.

8. Banana Game

A banana or other object such as a bunch of keys is selected. The participants stand 
in a circle with their hands behind their backs. One person volunteers to stand in the 
middle. The facilitator walks around the outside of the circle and secretly slips the 
banana into someone’s hand. The banana is then secretly passed round the circle 
behind the participant’s backs. The job of the volunteer in the middle is to study 
people’s faces and work out who has the banana. When successful, the volunteer  
takes that place in the circle and the game continues with a new person in the middle.

9. I Like You Because…

Ask participants to sit in a circle and say what they like about the person on their right. 
Give them time to think about it first!

10. Knots

Participants stand in a circle and join hands. Keeping their hands joined, they move 
in any way that they want, twisting and turning and creating a ‘knot’. They must then 
unravel this knot, without letting go of one another’s hands.

11. Orchestra Without Instruments

Explain to the group that they are going to create an ‘orchestra’ without instruments. 
The orchestra will only use sounds that can be made by the human body. Players can 
use hands, feet, voice etc, but no words; for example, they could whistle, hum, sigh or 
stomp their feet. Each player should select a sound. Choose a well-known tune and 
ask everyone to play along, using the ‘instrument’ that they have chosen. Alternatively, 
don’t give a tune and let the group surprise itself by creating a unique sound.

12. Rainstorm

Everyone sits quietly in a circle, with their eyes closed, waiting for the facilitator’s first 
movement. The facilitator rubs their palms together to create the sound of rain. The 
person to their right makes this sound, and then the next person until everyone in the 
group is making the same sound. Once everyone is rubbing palms, the facilitator makes 
the rain sound louder by snapping his/her fingers, and that sound in turn is passed 
around the circle. Then the facilitator claps both hands together, and that sound is 
passed around the circle to create a rainstorm. Then the facilitator slaps their thighs, 
and the group follows. When the facilitator and the group stomp their feet, the rain 
becomes a hurricane. To indicate the storm is stopping, the facilitator reverses the 
order, thigh slapping, then hand clapping, finger snapping, and palm rubbing, ending  
in silence.
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ANNEX 12 

Example Schedules 

Example Schedule 1:  
complete training over 1 year – learning Withdrawals and Loans together

Month 1 Visit 1 (1 day) Community Mobilisation Sessions A & B (Phase I)

Month 2 Visit 2 (2 days) SC Sessions 1-6 (Phase II)

Month 3

Month 4 Visit 3 (3 days) SC Sessions 7-10 (Phase III) – Basic Activities

Month 5

Month 6

Month 7

Month 8

Month 9

Month 10 Visit 4 (4 days) SC Sessions 11-17 (Phase IV & V - Loans, Intro to Action 
Audit + Maintaining and Developing)

Month 11

Month 12 Visit 5 (1 day) SC Session 18 (Action Audit)

Example Schedule 2:  
complete training over 1 year – learning Withdrawals and Loans separately

Month 1 Visit 1 (1 day) Community Mobilisation Sessions A & B (Phase I)

Month 2 Visit 2 (2 days) SC Sessions 1-6 (Phase II)

Month 3

Month 4 Visit 3 (3 days) SC Sessions 7-10 (Phase III) – Basic Activities

Month 5

Month 6

Month 7 Visit 4 (2 days) SC Sessions 11, 14, 15 (Phase IV - Withdrawals, not 
Loans)

Month 8

Month 9 Visit 5 (2 days) SC Sessions 12&13, 16, 17 (Phase IV & V – Loans, 
Maintaining & Developing, Intro to Action Audit)

Month 10

Month 11

Month 12 Visit 6 (1 day) SC Session 18 (Action Audit)
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Example Schedule 3:  
complete training over 25 months – learning Withdrawals and Loans 
separately

Month 1 Visit 1 (1 day) Community Mobilisation Sessions A & B (Phase I)

Month 2

Month 3 Visit 2 (2 days) SC Sessions 1-6 (Phase II)

Month 4

Month 5

Month 6 Visit 3 (3 days) SC Sessions 7-10 (Phase III) – Basic Activities

Month 7

Month 8

Month 9 Visit 4 (2 days) SC Sessions 11, 14, 15 (Phase IV – Withdrawals, not 
Loans)

Month 10

Month 11 Visit 5 (1 day) SC Sessions 16, 17 (Phase V –Maintaining & Developing, 
Intro to Action Audit)

Month 12

Month 13 Visit 6 (1 day) SC Session 18 (Action Audit)

Month 14

Month 15

Month 16

Month 17 Visit 7 (1 day) SC Sessions 12 & 13 (Phase IV – Loans)

Month 18

Month 19

Month 20 (there could also be refreshers during this time if 
needed)

Month 21

Month 22

Month 23

Month 24

Month 25 Visit 8 (1 day) SC Session 18 (Action Audit) - this may not need 
Facilitator support, could be organised independently 
by the Savings Club, using the Action Audit Meeting 
Agenda and an external Action Audit Meeting Chair

ANNEXES 192 Women’s Saving Club Training Guide



ANNEX 13 

Forms for Session 7 Exercises

 …………………… ’Session 7’.…………….……… SAVINGS CLUB

FORM H
MEMBER LEDGER 

Member Name Member No.

Date SAVINGS LOANS
Amount 

Deposited
Amount 

Withdrew
Total 

Savings
Amount 

Borrowed 
(Loan 

amount)

Amount 
Repaid

Interest 
Paid

Loan 
Balance 
(what is 
owed)

ANNEXES 193Women’s Saving Club Training Guide



ANNEX 14

Forms for Session 9 Exercises

………Session 9 … SAVINGS CLUB
FORM A

ALL MONEY COMING IN EACH MONTH
MONTH …………March………… YEAR………2015……….

Sheet Number: A B C D E F G
INCOME

Entry 
No. for 

this 
month

Date Receipt or 
Passbook 
Number

Member  
Name 

or  
Other Detail

Savings 
Deposit

Loan 
Repayment

Loan 
Interest

Bank 
Interest

Membership 
Fees

Other 
Income (incl 

Contributions 
& Fundraising)

TOTAL

… 180
32
33

………Session 9 … SAVINGS CLUB
FORM A

ALL MONEY COMING IN EACH MONTH
MONTH …………April………… YEAR………2015……….

Sheet Number: A B C D E F G
INCOME

Entry 
No. for 

this 
month

Date Receipt or 
Passbook 
Number

Member  
Name 

or  
Other Detail

Savings 
Deposit

Loan 
Repayment

Loan 
Interest

Bank 
Interest

Membership 
Fees

Other 
Income (incl 

Contributions 
& Fundraising)

TOTAL

… 150
13
14

Partial Form A x2 March & April
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Partial Form A x3 May-July

MONTH …………June………… YEAR………2015……….

27
28

MONTH …………July………… YEAR………2015……….

18
19

………Session 9 … SAVINGS CLUB
FORM A

ALL MONEY COMING IN EACH MONTH
MONTH …………May………… YEAR………2015……….

Sheet Number: A B C D E F G
INCOME

Entry 
No. for 

this 
month

Date Receipt or 
Passbook 
Number

Member  
Name 

or  
Other Detail

Savings 
Deposit

Loan 
Repayment

Loan 
Interest

Bank 
Interest

Membership 
Fees

Other 
Income (incl 

Contributions 
& Fundraising)

TOTAL

23
24
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ANNEX 15

Forms for Session 10 Exercises
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…Kwaimela … SAVINGS CLUB

FORM C

ALL  MONTHLY FINANCIAL REPORT
MONTH … March …  YEAR……2015…….

(Part 1) FLOW OF MONEY
Money Coming In 

1 Current Month: Use Form A (Total of Column G) to get this information 422.00

Money Going Out
2 Current Month: Use Form B (Total of Column G) to get this information 225.00

3 NET FLOW OF MONTHLY FUNDS: Total In (1) MINUS Total Out (2) 197.00
4 Total Funds From Previous Month (row 8 from Form C of previous month) 11,800.00
5 Total Funds Available (row 3 + row 4) 11,997.00

(Part 2) BALANCING THE MONEY (FUNDS RECONCILIATION)
6 Money on Hand (in the 3-lock Cash Box (Individual Savings and General Fund) and Cheques) – 

must be counted and confirmed by TWO Money-Counters
11,997.00

7 Money in Bank:
7a Total Money in Bank (add up all bank accounts) n/a
7b Total of all cheques written but not showing in Bank Accounts
7c 7a less 7b = Money in Bank
8 Total Funds (row 6+7c) 11,997.00
9 Total Funds Available (use the total amount from row 5 in this form) 11,997.00
10 Difference (row 8 MINUS row 9)               This should be 0 

Note: provide explanation for any difference if not 0
0

(Part 3) TOTAL SAVINGS & LOANS
Savings Loans

11 Total Deposits (Form A, total of column A) 200.00 Total Loans (Form B, total of column A) 145.00
12 Less, Total Savings Withdrawn  

(Form B, column B)
80.00 Less loan repayment  

(Form A column B)
20.00

13 Total Current Month (row 11 - row 12) 120.00 Total Current Month (11 less12) 125.00
14 Balance end of Previous Month  

(Use Previous Month Form C: Row 15)
8,660.00 Balance Previous month  

(usePrevious month Form C: Row 15)
200.00

15 Net Member Savings (row 13 + 14) 8,780.00 Net Member Loans (13+14) 325.00

(Part 4) PROFIT & LOSS STATEMENT 
TOTAL INCOME (Form A) EXPENSE (Form B)

17 Loan Interest (Form A, Column C) 2.00 Stationery/Printing/Postage (C)
Loan repayment (Form A, Column B) 20.00 Total Loan (Form B, Column A) 145.00

18 Bank Interest (Col. D) Phone/Fax/Travel (Column D)
19 Membership Fees (Column E) Bank Charges (Column E)
20 Other Income incl Fundraising (Col F) 200.00 Other (Column F)
21 TOTAL (SUM rows 17 - 20) 222.00 TOTAL (SUM rows 17 - 20) 145.00
22 NET PROFIT/LOSS (current month) Total Income MINUS Total Expense (Row 21) 77.00
23 plus Balance at end of Previous Month (Use Form C for the Previous Month, Row 24) 3,120.00
24 TOTAL PROFIT/LOSS  (row 22 plus row 23) 3,197.00

Final check to make sure everything balances: (y) MUST equal (z)
Net Savings  
(row 15)

8,780.00 plus Profit /Loss  
(row 24)

3,197.00 = 11,977.00 (y) Total Funds 
(row 8)

= 11,977.00 (z)

Signed by: Treasurer: Esther Ruka Asst Treas. Anna Mali Committee Member: Concy Maeta
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ANNEX 16 

Loan Repayment  
Calculation Tables

Tables of Repayment Calculations for 3 month, 6 month, 8 month and 
10-month repayment terms, using flat 10% interest rate.

For each month, the first column (Repayment+Interest) shows amount of Loan 
Repayment + amount of Interest. The second column shows the total to be 
repaid that month. Payments are the same every month until the final payment 
(or sometimes the final 2 or 3 payments), where adjustments are made to ensure 
correct total.

Example 1: Mary wants to borrow $70 and pay it back over 3 months. So her repayments 
can be calcluated using line 4. The interest on $70 (Col A) is $7 (Col B). This means the 
total Mary needs to pay back is $77 (Col C). For Months 1 and 2 she will pay $26 each 
month. Each payment includes $23 repayment of the original loan, plus $3 interest. In the 
final month (Month 3) she will pay $25. This includes $24 repayment of the original loan, 
plus $1 interest. After she has made all these payments, Mary has completely repaid her 
loan of $70, with interest. The Club has received back the $70 originally loaned, and also  
$7 interest income.

Example 2: Enif wants to borrow $200 and pay it back over 8 months. Her repayments 
can be calculated using line 23. The interest on $200 (Col A) is $20 (Col B). This means the 
total Enif needs to pay back is $220 (Col C). For months 1 up to 6 she will pay $28 each 
month. Each payment includes $25 repayment of the original loan, plus $3 interest. In 
Month 7 she will pay $28 as in previous months, but this now includes $26 repayment of 
the loan and $2 interest. In the final month (Month 8) all interest has already been repaid 
so Enif will pay $24, which is all for Loan repayment. There is no interest included in her 
payment in Month 8. After she has made all these payments, Enif has completely repaid her 
loan of $200, with interest. The Club has received back the $200 originally loaned, and also 
$20 interest income.

Example 3: Rauka wants to borrow $500 and pay it back over 10 months. Her repayments 
can be calculated using line 30. The interest on $500 (Col A) is $50 (Col B). This means 
the total Rauka needs to pay back is $550 (Col C). For months 1 up to 9 she will pay $55 
each month. Each payment includes $50 repayment of the original loan, plus $5 interest. 
In the final month (Month 10) there is no need for an adjustment so she will pay $55, the 
same as in previous months ($50 repayment plus $5 interest). After she has made all these 
payments, Rauka has completely repaid her loan of $500, with interest. The Club has 
received back the $500 originally loaned, and also $50 interest income.
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More information and copies  
of resources available via:

Live & Learn Solomon Islands 
DSE Building, China Town 
HONIARA, Solomon Islands 
Tel: 23697

WOMEN'S SAVINGS CLUB
TRAINING GUIDE

This guide and accompanying poster were developed by Live & Learn 
Solomon Islands (LLSI) and International Women’s Development 
Agency (IWDA) to support community-based Facilitators to support 
communities and groups of women in Solomon Islands to establish 
women’s Savings Clubs. The approach presented in the guide is based 
on the experience gained supporting the establishment and running 
of successful women’s Savings Clubs in Solomon Islands over 5 years 
under the ‘Tugeda Tude fo Tumoro’ program.

The guide and poster can also be used by local governments, Non-
Government Organisations, and Community-Based organisations 
as part of formal or informal education to promote sustainable and 
effective women’s Savings Clubs.

SOLOMON ISLANDS


