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0.3 Distribution / Circulation
This Standard Operating Procedure is availablelavant functions for authorized users.
1. PURPOSE

To ensure timely, fair, consistent, efficient anfleetive loan application and processing
procedure

2. SCOPE

This procedure covers all permanent employeest@gkton long term contracts of more than 6
months at CUEA.

3. TERMS AND DEFINITIONS

3.1 Definitions of Terms Used:

Revision 00 Date 18 — Jan 2011




Standard Operating Procedure CUEA/DVC
ADM/HRM/06
PROCEDURE FOR CUEA LOAN APPLICATION Page 3 of 7

For the purpose of this procedure the followingntershall apply in addition to those already
defined in the CUEA Quality Management Manual

3.1.1 Loan:
For the purpose of this procedure ‘Loan’ refersatsum of money one borrows from the
University.

3.1.2 Application:
In this context, ‘Application’ refers to a formatquisition for funds. Loan application therefore
refers to the formal requisition for money from theiversity by the employee.

3.2 Abbreviations and Acronyms
3.2.1 HR -Human Resources

4. REFERENCES

This procedure makes reference to the followingudwents which form part of the QMS
documentation:

4.1 HR Policies and Procedures Manual
4.2 1SO 9001:2008, Quality Management systems —iRagents clause 6

5. PRINCIPAL RESPONSIBILITIES
5.1The HRManager shall ensure that this procedure is stracthered to.

6. METHOD

6.1 The HR Manager shall furnish the loan applieaitit a loan requisition form (CUEA/DVC
ADM/HRM/06/fm01)

6.2 The applicant shall fill in the loan requisititorm (CUEA/DVC ADM/HRM/06/fm01) at
least two (2) weeks in advance for loan disburséraed attach the most recent pay slip.

6.3 The applicant shall forward the form to his/HeD for recommendation

6.4 The HOD shall recommend and forward the fornthe Payroll Officer within 2 working

days

6.5 The Payroll Officer shall verify the form ina@rdance with the CUEA loan application
guidelines and forward it to the HR Manager witBiworking days

6.6 The HR Manager shall endorse and forward tha fi® the DVC Administration within 2

working days.
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6.7 The DVC Administration shall approve the forrmdaforward it to the Financial

Administrator within 2 working days.

6.8 The Financial Administrator shall verify therfoin accordance with the CUEA loan
application guidelines and authorize payment withimorking days

6.9 The Payment Officer shall effect the paymeradoordance with the CUEA loan application
Guidelines within a day.

7. APPENDICES

7.1 Appendix A: Loan application form
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Appendix A: Loan Application Form
THE CATHOLIC UNIVERSITY OF EASTERN AFRICA

A.M.E.C.E. A P.O. Box 62157
000200 Nairobi - Kenya

Telephone: 891601-6

Office of Human Resources Fax: 254-20-891084
E-mail: hr@cuea.edu

CUEA LOAN APPLICATION FORM

a) Personal Information

Name of Staffi.........coooi i, Payroll NO:.......cooooii e,
Department:.......coovi i Date of Birth:...........ccooviini e
Job designation/title:...............ccooiiiiiii i Date of Employnte....................

JOD Grade: .. e e
BaASIC SalAY ...ttt e
HOUSE AlOWANCE: .. ... o ettt et e e e e e et e e et e e e e e e e e e e ens
(@11 1= N 101V 7= g o L3
Do you have any other Outstanding Loans with CUEA?) Yes [ ] b) No [ ]

If yes,

i) How much was the amount (in KShS):........ccoviiii i e

b) Details of the Proposed Loan

Amount Applied for IN KSNS: ... ..o e
Purpose of the Loan:.

Desweddateofdlsbursement e e e e e e e e e e e
Desired repayment plan: a) Monthly[ ] b) Qudxtér] c) One final payment [ ]
d) Others (Please SPECITY).......ie it e et e e e e e e e e e
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C) Self declaration
| herewith state that all the information that dyided is correct and true and provided in good
faith. | am aware that any untrue information wésult in the immediate refusal of this loan

application and exclude me from accessing any éutans.

kkkkkkkkkkkkkkkkkhkkkhkkkhkkkkkkkkkkhkkhkkkhkkhkkkkkkkkkkkhkkkkk kkkkkkkkkkkkkkkkkhkkkhkkkkkkkkx

FOR OFFICIAL USE ONLY

Head of Department

Recommended [ ] Not recommended [ ]

Accounts Department
Verified [ ] Not verified [ ]
Officer's Name:..................... Signature:.............ccceeevvveee Daten

Human Resources Manager
Endorsed [ ] Not endorsed [ ]

Financial Administrator
Authorized [ ] Not authorized [ ]

Name: ..o Signature:..........coceevvveeDaten

DVC-Administration
Approved [ ] Notapproved [ ]

Name: ... Signature:.............coeeeeeveenDaten

Please see applicable conditions here under

Loans shall be granted on emergency cases and or tfollowing grounds:
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Medical needs

Death in the family

School fees needs

Any Other Emergency (specify)

However, proof of the need may be required. The & shall be up to a maximum of Kshs.

100,000 (One Hundred Thousand Only) and repayableithin a period of one (1) year.

CUEA/DVC ADM/HRM/06/fm01
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