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Preamble: 
 
 
The Community Operation Manual (COM) is prepared for 
Rajasthan Rural Livelihood Project stakeholders more specifically 
for the Project functionaries & Implementing Agencies i.e. The 
SPMU functionaries, DPMU field staff i.e. PFTôs ï Project 
facilitation Team, the Cluster Development Organization (CDO) 
(Utthan Sansthan). Sector Support Organizations (SSO),NGOôs, 
community and their institutions leaders who can make use of this 
COM while implementing of the programmed outlined herein. 
 
The COM focuses primarily on Institutional Building strategy to 
strengthen the CBOs for achieving the objectives of various 
activities of the project. For instance Livelihood, Health & 
Nutrition, Disability sector, Gender, Marketing, etc are various 
interventions which require sector specific strategy for achieving 
the objectives. The progress of the RRLP is based on Community 
Institutionôs, which is a process oriented and has stages for 
Institution Building. Therefore it becomes imperative to clearly 
delineate the critical stages and activities that are required to be 
performed by the project functionaries. COM therefore gives a 
complete picture of the various strategies relevant to each 
intervention. 
 
As the RRLP project envisages SHG as the primary community 
Institution for Identification of Income Generating Activities for the 
beneficiaries.  Communities manage various activities in the 
Project scenario and should acquire the requisite capacity 
building enhancing social and technical capacities to undertake 
the work, in addition structural inputs and facilitation is provided 
from project side as needed to ensure the match between 
capacities and work undertaken like in Institution Building, Income 
Generating Activities, appraisal, implementation, including 
procurement and accounting process. The community led 
appraisal, management and monitoring of LIF- Livelihood 
Investment Fund activities which ultimately results in the delivery 
of the intended benefits to the community. 
 



 

 

 
About Community Operational Manual 
 
Community Operational Manual- COM is a guideline prepared by 
Rajasthan Rural Livelihood Project. This manual will facilitate in 
functioning of Community Institutions. The document provides 
information and instructions to the project functionaries on how to 
form community institutions and outlines stages of development. 
Objective of the Guideline is to provide information and 
knowledge about the project to the community. 
 
The guideline will enable the project and community functionaries 
to understand the project process. Manual enlist various stages 
and chronological steps of project activities along with 
development indicators. The guidelines talks at length about the 
different activities, their significance to the project and community. 
The guideline throws light on when and how a specific activity will 
be executed. 
 
 
 
 
 
The guideline gives immense opportunity to the poorest and the 
vulnerable families to make an informed choice to opt a particular 
livelihood activity. Manual stresses on ensuring the participation 
of project beneficiaries, as it seeks to build their confidence in 
taking charge of their livelihoods, life and their future.  
 
Process of Guideline Formulation 
 
COM- Community operational Manual is a guideline which tells 
about how to work with community. This Manual takes into 
account experiences and lessons of previously implemented 
District Poverty Initiative Project. The document considers the 
experiences of other development and livelihood projects. 
 
Guideline includes the views, opinions and experiences, which 
were outlined during the discussion between projects staff and 
the rural community.  



 

 

 
This guideline is based on the discussions and the presentations 
made during the meeting held in the past two years. 
 
COM is a living document and from time to time will capture 
experiences from execution of project activities. The guideline will 
also document the new lessons and experiences of community 
and project staff. 

 



 

 

 
 
 
 
 

Chapter -1 
 
 
 

Rajasthan Rural Livelihood Project 
(RRLP) 



 

 

 
 
Introduction 
 
Rajasthan Rural Livelihood Project is a Government of Rajasthan 
(GoR) initiative, funded by World Bank for poverty reduction in 
Rajasthan. RRLP is a follow up project of previous project namely 
DPIP, which was implemented in seven poorest districts of 
Rajasthan from 2000-2007. 
 
 
Lessons learnt from Past  
 
There has been considerable difference to the economic lives of 
poor in terms of the development benefits they gained due to the 
intervention being made under the auspices of DPIP. There is now 
a greater appreciation of the new role of NGOs and beneficiaries at 
the project. It is positively reflected in the smooth working of the 
project and impressive outcomes. The project staffs are now better 
equipped and more confident to face new challenges.  
 
Most importantly, the beneficiaries have an opportunity to work in a 
group together so that they become a part of the decision making 
process. The leadership qualities dormant hitherto for want of 
opportunities are now unfolding gradually. The poor are now coming 
closer to the PRI and participating in it actively. The nature of the 
project is such that the beneficiaries have to know the related 
schemes for realizing fuller benefits. This helps provide useful 
exposure to the beneficiaries for empowerment. The seven- year 
long project experience had provided a number of lessons for 
development project in general and poverty reduction initiatives in 
particular.  
 
Project Clientele  
 
Below Poverty Line families BPL are the project clientele. In addition 
to this poor families who are poor but left out from BPL list such 
families can be included. RRLP intent to focus and support the BPL 
women families overall development by the way of providing credit, 



 

 

exposure to livelihoods and acquire capacities, productive assets 
and linkages for promotion of livelihoods.  
  
 
RRLP Approach 
 
Taking into account the lessons learnt from past (DPIP) RRLP 
approach, facilitation process and inputs support is designed. 
Instead of subsidy orientation in RRLP credit approach is adopted. 
Keeping people in center process of CBOs institutional building is 
considered prime in RRLP than achieving merely numerical 
expenditure figures. Group of poor people SHGs is kept on top and 
project facilitation process, strategies and approach is designed to 
enable them to leverage the credit opportunity as poverty reduction 
tool.   
 

 

 



 

 

RRLP-PROJECT FACILITATION PROCESS & STAKEHOLDERS 

PROJECT FACILITATION PROCESS & STAKEHOLDERS 

 

 

¶ Community óDemandô Needs to be Aggregated (focusing 
beyond SHGs & develop higher support structure) 
Individually, the poor and marginalized can never hope to get 
their demand heard let alone satisfied. It is, therefore imperative 
that such households aggregate themselves into formal and 
informal institutions so that they can stake their claims and 
negotiate with developmental as well as commercial agencies.  

 

¶ Finance is necessary but not sufficient for livelihoods 
(Multiple doses of finance) 
A credit led integrated approach to livelihood promotion is the 
need of the hour. Households need to be capitalized first before 
they can be expected to make any investment in improving their 
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livelihood situation. Once they have the money, the households 
need to be supported to improve production systems, marketing, 
value addition, etc. 
 
 
 
 

¶ Savings and credit likely to be more successful than grant-
based model 
The experience of DPIP-1 in Rajasthan has demonstrated that if 
the households receive grants, the utilization of the money is not 
very effective. Instead, if the money comes as an investment 
support to be returned, it is likely that the household will deploy it 
more carefully and chances of sustained livelihood augmentation 
are higher. 

 

Entrepreneurial culture: 
RRLP would give great importance to entrepreneurial attitude 
among project team and beneficiaries. There should be a positive 
energy among field staff to venture into remote areas serving 
beneficiaries deprived of financial services & livelihood 
opportunities. Besides it encourage beneficiaries to use 
investment support to strengthen existing business activities and 
take up new business activities as well. 

 

Building relationship: 
RRLP feels that building long-term relationship with the 
beneficiaries and external agencies is significantly important for 
the project in order to provide better financial & livelihood 
solutions to clients. 
 

¶ Diversification of livelihood source is important 
Every household must have at least one significant livelihood 
activity which does not entail farm-based primary production only. 
Also, in order to rationalize the risk of the family further, every 
household should have at least one person in salaried 
employment from where s/he brings home monthly or weekly 
wages.  

 

¶ Social and livelihood security must be addressed 



 

 

The poorest families are often not in a position to catch on to any 
developmental initiatives as invariably they have to invest time, 
money and other resources for the same; something which is 
very scarce for them. Their poverty and vulnerability levels are 
very high. Even households that are not the poorest are highly 
vulnerable and often fall to the poorest status due to any natural 
or personal calamities. The vulnerability of such households 
needs to be reduced through various social and livelihood 
security programs. It is widely accepted that the state is the best 
agency to do this. However, the state needs technical and 
outreach support in order to effectively deliver such services. 
 

¶ Committed support structure from state level to village level 
The project will try to onboard the committed and dedicated team 
of officials and functionaries right from State Project Management 
Unit (SPMU) to district project management unit and appointing 
Project Facilitation Team (PFT). The project will recruit personnel 
through rigorous selection process.  

 

¶ Community based cost interest rates 
The major approach of the project would be towards bottom up 
planning & management of the process and systems. The 
community institution (SHG, CDO) would be authorized to decide 
the rate of interest on the investment supports at each level 
(CDO to SHG and SHG to Members). However, the sustainability 
of the institute would be necessarily considered while deciding 
the rate of interest. 
 

Note: The minimum interest rate (or floor) that will be charged 
from the final borrower will NOT BE LESS than the rate charged 
by commercial banks for SHG-Bank Linkage. 

¶ Community to community learning (CRP Model) 
One of the key approaches of the RRLP is community to 
community learning under which the active members of the 
SHGs would be promoted as community resource persons to 
mobilize and educate the poor in the same or the other PFT Area 
for fulfillment of project objectives. 

¶ Skill development and assured employment 
Over the past few years the strategy of skill development and 
assured employment has emerged as an important strategy for 
livelihood promotion. It will be especially used for the youth 



 

 

segment of the target beneficiaries. The RRLP will target to train 
and employ at least 1,000 youth per project district. 

 
Detailed Plan of Operation and Process Map 

 

 Stage Activity Process Actors 
Involved 

Timin
g 

(Mont
h) 

A Project 
Inception  

District 
Project 
Management 
Unit (DPMU) / 
Project 
Facilitation 
Team (PFT) 
identification  

Hiring of 
competent and 
committed 
manpower for 
DPMU & PFTs  
through 
advertisement in 
print and electronic 
media from 
Government and 
open market  

SPMU    
 
 
 
 

 

B Team 
Developme
nt and 
Deployment 

Induction 
training of 
team  

Class room inputs, 
exposure and field 
training of team 
through project and 
subject matter 
specialists  

SPMU, 
Subject 
specialist
s  

 

AT COMMUNITY PROJECT IMPLEMENTATION LEVEL  

1.  Field / Area 
Familiarizati
on  

Field visits, 
initial meeting 
with PRIs, 
Bankers 
interaction 
with local 
development 
actors & 
community 
leaders 

Chopal meeting, 
Focus Group 
Discussion (FGD), 
theme based 
meetings  

PFT 1 

2.  Inception 
Report 

A detailed 
plan / 
schedule of 
VLEP would 
be prepared 

Meeting with 
bankers & BLOs to 
ascertain the 
penetration of 
existing 

PFT 1 



 

 

taking in to 
account 
various issues 
population of 
SC / ST / 
poverty / 
community 
nature 

development 
schemes / 
discussion with 
existing  SHGs / 
village wise data 
collection of BPL / 
women status etc.  

3.  Village level 
entry 
programme 
(VLEP) 

Rally, nukkar 
natak, theme 
based camps, 
common 
meeting of 
existing SHGs 
and social 
activities  

Appreciate 
community / PRIs 
role and inform 
about project 
functioning and 
convince 
community for 
active participation  

PFT   ½ 

4.  Village 
Resource 
Inventory / 
profile  

Socio-
economic 
profile of 
village  

PRA / PLA, FGD, 
community to 
community 
approach expert 
consultation with 
existing SGSY, 
ICDS, DPIP groups  

Communi
ty, SHGs, 
PRI & 
PFT 

2 

5.  Community 
mobilization 
and SHG 
formation & 
adoption 

Create and 
cater 
community 
demands for  
collective 
credit and 
livelihood 
support  

Formation of SHG, 
grading of existing 
SHGs, initiation of 
regular weekly 
meeting & saving, 
support 
mechanism, 
promote & imbibe 
SHG culture  

Communi
ty, SHGs, 
PFT, 
external 
and 
internal 
CRPs 

2/3 

6.  Identificatio
n of field 
workers 
Community 
mobilizor / 
book 
keeper  

Identification, 
hiring and  
induction 
training 
(preference 
would be 
given to 
existing SHG 
member with 
suitable 
academic 

Identify by the 
community for the 
community, Local 
youth with good 
social credentials 
and academic 
background, 
rigorous class 
room & field 
training 

Communi
ty, SHG & 
PFT 

3 



 

 

background) 

7.  Uthan 
Sansthan / 
CDO  
formation & 
registration  

CDO 
registration as 
cooperative 
society  

CDO formation on 
formation of 3 
SHGs, CDO would 
be over and above 
SHGs to assist 
them in leveraging 
RRLP support  

SHG, 
PFT & 
DMPU 

¾ 

8.  Priority Plan   Preparation of 
Priority Plan 

SHG members 
Household credit 
demands for 
livelihood and 
domestic 
consumption, fund 
flow, debt analysis 
& income 
Seasoning 

Communi
ty, SHGs, 
CDO 
team & 
PFT 

4/5 

9.  Capacity 
assessment  

Group Credit 
Affiliation & 
Planning 
(GAP) 
exercise   

Gauge group 
readiness based 
on defined 
parameters for 
extending credit or 
inputs, either would 
be provided to 
bridge credit / 
capacity GAP 

PFT  5/6 

10.  Financial 
empowerm
ent  

Seed grant to 
SHG through 
CDO 

SHG on qualifying 
GAP exercise sent 
requisition for seed 
grant to CDO and 
further CDO 
forward the same 
to DPMU and 
funds released in 
reverse manner  

SHG, 
CDO & 
PFT 

5/6 

11.  Sensitizatio
n of  
Bankers  

Meetings, 
workshops 
with & for 
local banks 
and apex 
institutions 
NABARD, 
SIDBI  

Coordination & 
convergence for 
securing credit 
from banks for 
rural livelihoods 

SPMU, 
DPMU, 
PFT and 
Banks 

¾ 



 

 

12.  Livelihood 
orientation 
& 
knowledge 
disseminati
on  

Work camps  Practical 
Demonstration of 
viable activities 
identified in 
consultation with 
SHGs, CDO, 
experts, SSO and 
PFT 

PFT & 
specialize
d 
agencies  

6/7 

13.  Livelihood 
Planning  

SHG Micro 
credit 
Livelihood 
plan (MCLP) 

Rigorous group 
exercise for 
preparation of 
individual members 
and further 
consolidated SHG 
plan for livelihoods 
of memberôs 
choice  

SHG, 
CDO, 
PFT, 
Bankers 
and 
experts 

6/7 

14.  Recognition 
of financial 
& livelihood 
needs  

Community 
appraisal 

Group recognition 
test (GRT)  
appraisal of 
individual project 
applications of 
SHG members and 
Recommendation 
by SHG & CDO for 
approval 

Members, 
SHG, 
CDO 

7/8 

15.  Capacity 
assessment 
of group to 
take up the 
livelihood 
activity  

Group 
grading 

Combined (Banker 
& PFT) Group 
capacity 
assessment / 
grading exercise 
based on defined 
parameters and 
facilitation for 
securing credit 
from bank and 
project  

SHG, 
CDO, 
PFT & 
Banker 

7/8 

16.  Livelihood 
promotion 

Technical 
trainings, 
Project 
preparation 

technical training 
on identified 
activity & On job 
training - exposure 
& preparation of 
bankable project  

SHG, 
CDO-
team, 
PFT, 
Subject 
matter 

8/9 



 

 

specialist
s / 
Bankers 

17.  Financial 
support  

Project 
approval 

Desktop Appraisal 
& Approval of 
project 

DPMU 9/10 

18.  Fund flow Release of 
funds 

DPMU Provide 
grant to CDO, 
further CDO 
extend investment 
support to group 
and to members 

DPMU, 
CDO, 
Bank and 
SHG 

10/11 

19.  Initiation of 
livelihood  

Induction of 
assets 

enterprise 
establishment with 
assistance from 
experts & SSO, 
SHG maintain 
individual books of 
accounts, 
repayment of 
investment support 
to CDO 

SHG, 
CDO, 
PFT and 
SSO 

12 

20.  Strengtheni
ng of group 
- CDO 
capacity & 
joint liability  

Provide 
Health Risk 
Fund, Food ï 
fodder 
Security  

DPMU would 
provide as corpus 
fund to CDO and 
further CDO would 
extend credit 
facility to SHGs   

SHG, 
CDO, 
DPMU 

13 

21.  Sector 
Specialized 
Organizatio
nôs Support  

SHG 
graduation to 
Producer 
Organizations  

Provide specific 
backward- forward 
linkages & inputs 
to ensure 
sustenance of 
project investments 
in specific activities 

SHG, 
CDO, 
Federatio
n, PFT & 
DPMU 

15/18 

22.  Area 
Federation  

Higher order 
Community 
organization 
formation 

Extend needed 
prioritized services 
over and above 
credit & livelihood 
to enable them 
function efficiently 
& progressively  

PFT and 
DPMU 

15 

23.  Developme
nt Audit / 
Feedback 

Study & 
research  

Organize member 
ï group based 
various studies to 

External 
Specializ
ed 

18/20 



 

 

on provided 
support  

ascertain gaps and 
needed inputs to 
ensure smooth 
functioning of 
livelihoods and 
withdrawal of 
project 

agencies 

24.  Compliance 
of Audit 
report 

Gap filling 
activities   

Provide technical 
and financial inputs 
to strengthen the 
promoted 
livelihoods and 
ensure their 
sustenance after 
conclusion of 
project 

SPMU, 
DPMU, 
PFT & 
CDO 

21 
onwar
ds  

25.  Project 
Withdrawal 
 
 
 
 
 
 
 
 

Handing over 
of CDO  

With RRLP inputs 
CDO would 
graduate as an 
apex CBO & 
Special Purpose 
Vehicle at village 
level and on 
conclusion of 
project would be  
handed over to 
banks / NRLM as 
SPV / CBO host for 
introduction and 
management of 
various RD 
activities in 
respective villages 

DPMU / 
PFT / 
CDO / 
Banks / 
Zila 
Parishad 
and 
NABARD 

 

 



 

 

Evolution of Climate Change 
Adaptation Strategies 

Targeted 
Households 

Community 
Institution 

Development 

Capitalisation through 
Project Funds 

Enhanced Capitalisation by 
Banks, etc. 

Innovation and Research 

Sustainable 
Augmentation 
of Livelihoods 

Capacity Building 

Sectoral Support Employability Development 
and Placement 

Partnership Development 

RRLP Intervention Strategy 

The key elements of project strategy are described below: 

 
Targeted Households 
 
One of the primary reasons and manifestations of poverty is the lack 
of financial and other resources available with the poor households. 
Indeed, the households are caught in the downward spiral of poor 
resources-low investment-poor returns-further depletion of 
resources. In order to help the households bring out of this spiral, 
the project would provide financial support to households through 
the community institutions at various levels. However, the 
households will receive this financial infusion in the form of 
affordable returnable investment supports, and not grants, governed 
by the norms and regulations of the institutions from which they are 
availing the loan. Such capitalization would allow the households to 
meet, often urgent, needs like health, food security, retirement of 
high cost debts, customs and rituals, etc. It is also expected that 
some households/groups would employ the capital, even at this 
stage, for meeting expenses of income-generating livelihood 



 

 

activities. Such capitalization therefore would help the households in 
reducing their vulnerability of falling deeper into poverty trap and 
prepare a platform from where they can visualize sustainable growth 
for themselves. 
 
Community Institution Building 
 
It is imperative that the poor households aggregate themselves into 
groups at various levels. This would allow both the community as 
well as the development/commercial organizations to reach out to 
each other in an effective manner. In order for this to happen, the 
community would first need to be made aware about the 
advantages of forming into groups in very practical terms. Once they 
agree, the groups formed would need to evolve and follow norms 
and regulations which are acceptable to other stakeholders. Thrift 
and internal rotation of funds saved would be an important activity of 
the groups. This would help the households in meeting small but 
urgent requirements. It would also create a history of financial 
transactions of the seemingly óunbankableô people. Such history 
would be assessed at various stages of the project by various 
stakeholders to provide financial and other support. It is therefore 
clear that these community institutions would form the bedrock of all 
other interventions of the project. It must also be noted that vibrant 
community institutions would form an important outcome of this 
project that can potentially impact the livelihoods of the poor in 
Rajasthan for a long period of time. 

 
Sustainable Augmentation of livelihoods 
 
Having demonstrated social cohesion, an ability to manage finances 
and effective utilization of capital, the households would leverage 
their performance and raise, through their representative community 
institutions, substantial resources from commercial banks and other 
financial institutions. The Project will handhold the community 
institutions during this process by helping them evolve financially 
viable plans and handhold them through their initial dealings with 
the banks, etc. The Project will also assist the banks, etc. in 
understanding the viability of the community institutions and their 
plans. This will be done through co-opting the banks at every stage, 
discussions at the highest levels, presentation of data in appropriate 



 

 

formats, exposure visits by bank personnel to project areas and 
orientation of bank staff especially at the field level. 
 
 
Capacity Building 
 

Development of óhuman capitalô will be a key intervention of RRLP. 
The targeted households will be empowered to take charge of their 
own development. Towards this, each member of a community 
institution will receive classroom inputs on the advantages of 
forming and maintaining institutions. The institutions and its 
members will also receive handholding support from project staff till 
the institutions stabilize. The Project will also invest significantly in 
building technical capacities of the households to improve their 
livelihoods through classroom inputs, exposure visits, 
demonstrations, and participatory exercises. 
 
The PRI members are important stakeholders in the project to 
ensure the empowerment of communities. They would also be part 
of the vision building for RRLP and undergo a short structured 
programme in village development planning. The PRIs would play 
proactive role, hence capacity building of PRIs will be done through 
the trainings, workshops & exposure visits. This will help them 
understand their roles & responsibilities in a much better way. 
Community & its institution will be trained on Social Development 
module on ñSocial Action, Accountability and Empowermentò. The 
topic will include Poverty, wellbeing and vulnerability Analysis; Role 
and functioning of Social Action Committee; Role and functioning of 
Participatory Monitoring Committee (social audit, score cards, social 
inclusion monitoring); gender equity, womenôs empowerment and 
Gender Action Plan; Tribal Development Framework; Social Audit, 
performance monitoring and Accountability mechanisms (RTI); 
Legal Rights and social security entitlements ;Accounting and 
functional literacy.  PRI member will be sensitized on Gender based 
issues. 
 
Sectoral Support 
 

One of the important features of a stable livelihood portfolio is that 
the households depend on one or two major sources of income to 
meet the requirements. Invariably, poor households have to follow 



 

 

the path of distress diversification; they are forced to take up an 
activity in an unplanned manner which leads to sub-optimal 
utilisation of already scarce resources. 
 
The Project will help each household in identifying these one/two 
activities which have the potential of growing enough to meet the 
requirements of their households. Such identification of all 
households will be collated for each district. Four activities which are 
likely to help maximum number of families will be taken up for 
sectoral support. For the two most important activities, producer 
organizations will be established and financial assistance too will be 
provided. These producer organizations will invest in developing 
both forward and backward linkages of the respective value chains. 
However, for the next two important activities, the Project will only 
provide technical assistance so that the households are empowered 
to invest in the value chains. 
  
Partnership Development 
 

Partnership development, leading to convergence of multiple 
stakeholders for the benefit of targeted households, is an important 
strategy of RRLP. It is envisaged that partnerships will be developed 
with three categories of organizations. The objective of developing 
such partnerships is to mobilize funds and to build a good working 
relationship between community institutions with various 
governmental and non-governmental actors such that these 
relationships continue beyond the project 
Promote Context Specific Innovations for Livelihood Promotion 
 

It can be assumed that most livelihood activities of the poor are sub-
optimal. The reasons may be varied like poor quality of inputs, 
obsolete technology, lack of diversification-convergence-synergy 
among different production processes, inadequate exploration of 
market, inadequate product diversification etc. The Project would 
therefore help the community in identifying opportunities and in 
carrying out experiments around the same. Those experiments that 
can successfully augment livelihoods will then be replicated by other 
households/ institutions, wherever relevant.  
 

Employability Development and Placement 



 

 

Two critical problems of the rural employment situation are 
unemployment/ underemployment and long gaps in the cash inflow. 
On the other hand, the countryôs economy is growing at a fairly rapid 
pace thereby creating jobs that can potentially solve both the 
problems. However, there is a yawning gap between the potential 
employers and potential employees. The rural households are 
unaware of the opportunities and lack the ability to óinvestô on 
education/ skills on unknown employment potential and the potential 
employers lack the resources to invest in completely untrained 
persons. The Project will try and bridge this gap by identifying the 
sectors in which employment potential exists, identify the skill sets 
required in these sectors, train rural youth in these skill sets and 
place the trained youth in organisations of the sector. 
 

Climate Change Adaptation 
 

It is widely accepted that if the communities do not adapt to the 
changing climate, the livelihoods of rural communities which are 
largely based on natural resources will become even more fragile. 
The Project will help both the targeted households as well as the 
policy makers in identifying specific problems related to climate 
change and in trying out certain experimental solutions suitable for 
Rajasthan State. These efforts will be consolidated at the end of the 
Project into a State Climate Change Adaptation document. 

 
Implementation Arrangement 
 
The project would be implemented according to the norms, rules, 
regulations and procedures in the Project Implementation Plan, PIP. 
This sub-section defines the roles and responsibilities of the project 
staff as well as the organizational structure of the project. 
 

State level
2
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The State Project Management Unit (SPMU)3, established within the 
Rajasthan Gramin Ajeevika Vikas Parishad (RGAVP) will have the 
overall responsibility for management and implementation of the 
project. SPMU will be headed by the State Project Director. S/he will 
be the operational and managerial in-charge of the project and head 
the organization structure established at the district and lower levels 
for implementing the program. The State Project Director will be 
supported by Additional Director (Project Coordination) and Finance 
Controller followed by Manager /Dy. Director (HR & Admin); 
Manager/ Dy. Director (Finance) and a team of professionals 
working as consultants for different functions for supporting and 
building up the project. 
 

Few consultants will be positioned at Divisional Level for effective 
technical inputs. These professionals will support the District Project 
Management Units come under that particular division on a regular 
basis, however, no direct line reporting from DPMU to the Divisional 
level is suggested. The Divisional headquarters will be at Udaipur 
(covering Udaipur, Banswara, Dungarpur, Chittorgarh, and 
Rajsamand districts); Kota (covering Kota, Jhalawar, Baran, Bundi, 
and Bhilwara districts); Bikaner (covering Bikaner and Churu 
districts) and at Dausa (covering Dausa, Tonk, Sawai Madhopur, 
Karauli, and Dholpur districts) 
 
District Level 
 
In all the 17 project districts, the task of coordinating, managing, 
supervising and supporting project implementation would be given 
over to the District Project Management Unit (DPMU). The DPMU 
would have two broad functions: 1) an administrative and monitoring 
function and 2) a program support function. The administrative 
function in each district would be headed by a District Project 
Manager (DPM), who will be supported by a team of professionals 
working as consultants for different functions for supporting and 
building up the project. The District Project Manager would work as a 
subject specialist and would also be the overall in-charge of the 
Management Unit and would be the point person for the district. 
 

Project Facilitation Team (PFT) 
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Project Facilitation Team (PFT)4 will be the frontline unit of the 
Project, constituted at 50 villages, comprising a team of 
professionals and community level workers. The PFT will be 
responsible for operationalising all activities and processes in the 
targeted villages. The key responsibilities of the PFT will be: 

¶ Area and Village Entry 

¶ Community Rapport Building and IEC Campaign 

¶ Participatory Identification of Beneficiaries 

¶ Social inclusion & Community Mobilization 

¶ Formation and development of Community Institutions 

¶ Capacity Building of Community Institutions 

¶ Facilitating SHGs in Developing Livelihood Plans 

¶ Facilitating community Institutions in accessing Financial and 
other support from Project and other Institutions 

¶ Facilitating the Identification of youth for employability component 

¶ Providing technical assistance to households in effective 
utilization of investment supports 

¶ Facilitating pilot projects on climate change adaptation 

¶ Mobilizing support from line departments 
 
Composition of PFT 
 
A typical structure of a PFT (a team of professionals and field 
workers) may be depicted in a figure: 
 
 
 
 
 
 
 
 

                                                           
4
 Office order No. f () RGAVP/2012/4613-65 dated 17-07-2013 annexed as annexure XVIII  

PFT & Support Structure 



 

 

 
 
PFT Coordinator (PFT-C) 
The PFT-C will be the key person to implement the project. S/he will 
provide guidance and leadership to the PFT and will coordinate with 
village community for effective execution of the project. The PFT 
Coordinator will create a favourable environment in the cluster 
villages, initiate and introduce the project to community. The PFT 
Coordinator will be from the background of any one of the projectôs 
subject specialist and thereby will also be responsible for that 
particular subject area namely livestock, M&E, Agriculture etc. All 
communication to and from the PFT must be routed through the 
PFT Coordinator. 
 
PFT Members 
There will be three PFT members (excluding PFT-C) who will be 
experts from various disciplines; either Microfinance & Livelihood or 
Capacity Building & Social Development Expert or MIS / Accounts. 
They will provide technical assistance and capacity building support 
to community institutions. The PFT members will also record and 
document the progress of the project. 
 
PFT Operations 

1) Establishing PFT office  

PFT Coordinator 

Livelihood & Environment 
Coordinator 

Community Mobilization & 

Capacity Building 
Coordinator 

MIS & Accounts 
Coordinator 

Community Mobilizer 
(20) 

Book-keepers 
(20) 

Para- Professional 
(8-10) 

1 PFT=50 villages 

Field Deployment Scale 

  PFT Coordinator -       110 
Livelihood & Environment     
Coordinator - 110 
Community Mob. & Capacity  
Building Coordinator  - 110 
 MIS & Accounts Coordinator - 110 
  Total    - 440  

 
 
Community Mobilizer    2200 
Book Keeper     2200 
Para Professional     1100 
  Total     -   5500  

Functionaries at Village Level 



 

 

2) Village Selection 
3) Village Resource Inventory preparation 
4) Targeting of poor 
5) SHG formation 
6) Participate in meeting and nurture shgôs 
7) Development of CDO 
8) Establish Systems of CDO functioning 
9) Capacity Building, Handholding and Training for 

Beneficiaries 
10) Credit & Livelihood planning 
11) Group Meeting 
12) Facilitation for Investment support Disbursement & 

livelihood initiation 
13) Repayment Collection facilitation  
14) Default Management 
15) Promote higher order CBO- Area Federation  
16) Area federation / Producers cooperative  

 
Field Workers5 
In the beginning for 2 to 4 months, the Community Resource  
Persons (CRP)  from other states where similar type of the poverty 
alleviation projects are being implemented and have capable teams 
of CRPs will be involved for mobilizing and formation/  strengthening 
of SHGôs and other Community  based Institutions in the selected 
Project districts. During Village Entry programme the internal 
Community Resource Persons (CRPs) will be listed. Class-room 
training for these CRPs shall be organized at district level and 
external CRPs will train them in the field. After completion of both 
the trainings, internal CRPs would be evaluated. The successful 
CRPs shall be involved in formation and strengthening of SHGôs & 
other community based Institutions in the remaining area of the 
project. The payment of the Community Resource Persons will be 
made on task basis. 
 
The Project will provide financial support to CDO for a period of five 
years in a reducing manner, towards meeting the expenses of three 
categories of field workers ï community mobilisers, book keepers 
and para-professionals. The PFT will help the CDO in identification 
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and capacity building of these field workers. The PFTs will also 
manage these field workers till the CDO is able to build its capacity 
for independent functioning. Each category of field workers will have 
distinct roles and responsibilities. 
 
Taking into account the academic background and competence 
level of available youth in village responsibility of community 
mobilizer and book keeper may be given to one person only. In first 
year of project minimum in one cluster / PFT in each district it could 
be piloted and later, whichever found successful would be scaled.   
 
 

Responsibilities of Field Workers 

Community Mobiliser Book 
Keeper 

Para Professional 

¶ Community mobilisation 

¶ SHG formation and 
development 

¶ Ensuring regular meetings 
and the achievement of 
other grading criteria for 
each SHG  

¶ Strengthening of CDO 

¶ Facilitating SHG in 
developing livelihood plans 

¶ Facilitating bank linkage 

¶ Assisting PFT in linkage 
with line department 

Maintenance 
of financial 
and other 
records 

¶ Supporting SHGs in 
developing livelihood 
plans. 

¶ Providing livelihood 
technical assistance 
to SHG. 

¶ Members, based on 
inputs provided by 
the Project. 
 

Every CDO will have 1 
community mobilise 

Every CDO 
will have 1 
book keeper 

8-10 para professionals 
may be appointed 
depending upon the 
important livelihoods in 
the cluster. 

 
 

Para- Worker  
 

Local youths will be trained in agriculture, animal husbandry, micro-
finance, gender disability, convergence etc. to help the different 
livelihood activities of SHGs and support the social development 
agenda of the CDOs. These para- workers will also be trained in 



 

 

water conservation, optimum use of Natural Resources and organic 
farming for environment conservation. 
 
 Roles and Responsibilities of Activity based Para- worker  
 

I. Provide technical guidance to SHGs for their selected activities 
as subject experts. 

II. Provide monitoring and follow-up support to PFT for 
sustainability and development of activities selected by SHGs. 

III. Organise livelihood and environment related training programs 
for the SHG members. 

IV. Support the SHGs and CDOs on a range of issues such as 
women's empowerment, tribal inclusion, social justice, 
convergence, social security schemes etc. 

 
Selection Process of Activity based Para-Worker 
 
The selection of Para-worker will be done by PFT and Community 
collectively. The following points should need to address while 
selection of Para-worker: 
 

I. At least 8th pass. 
II. Able to work with target family of the project. 

III. Should honest and interested to work with RRLP. 
IV. Good communication skill and community 

mobilization skill. 
V. Comfortable to interact with women. 
VI. Age should not be more than 40 years. 

 
Priorities in Selection of Activity based Para-worker 
 

I. Women 
II. Member of Target Family 

III. Person or CF participated actively in the implementation of 
DPIP  

IV. Should have basic knowledge and interest in related 
subjects like agriculture, animal husbandry etc.  

V. Members actively participate and contribute in literacy 
mission, health related works, pulse polio and women and 
child development etc. 



 

 

VI. Previously in few villages Para-workers have been 
selected who are still working. If found suitable according 
to above points and their work is good and satisfactory 
then their selection as Para-worker could be done for 
respective villages. 

VII. Para worker would be selected based on the activity take 
up the SHG and required specialized services from para-
worker. It assumed that 10 para-workers at the most would 
be deployed in a PFT area. Thus on an average in a 
cluster of five villages one para-worker would be assigned.  

VIII. If, in a village a person with the above requirements will 
not be available then a person who is agree to do the work 
of para-worker can be selected from nearby village. 

 
Community Mobilizor6  
 

Local youth preferably a female would be recurited for community 
mobilizor jointly by PFT & Community prefernace would be given 
either to field worker of any of previous development / SHG projects 
or member of any existing group,having suitable academic 
background and social credentials. 
 
Roles and Responsibilities of Community Mobilizor   
ü Support village entry, consultations and beneficiary 

identification processes. 
ü Support the social inclusion and social mobilization. 
ü Community organization & SHG formation 
ü CM will look after all the SHGs falling under aggies of CDO 
ü She / He will host meetings & come to meeting 10 minutes 

earlier. 
ü She / he would focus on women development, social issues 
ü She / He will attain all SHG weekly meeting at least in the 

first year. 
ü CM will be instrumental in inculcating the best practices 

within the SHGs. 
ü Ensuring to follow process of meeting at SHG level. 
ü She / He will make sitting arrangements of the SHG 

meetings. 
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ü She / He will be ready with register (SHGs) 
ü She / He will help in maintain Book Keeping Records and 

writing meeting minutes of every weekly meeting in the 
SHG meeting itself including all decision taken by the SHG 
in the meeting. 

ü She / He will read out the minutes of every meeting in front 
of SHG members before taking signature of members. 

ü She / He will also read out updated saving and accounts of 
the data. 

ü She / He will assist SHG to prepare  with SHG-MCLP  
 

Selection Process of Community Mobilizer (CM) 
 

PFT at the time of VEP would interact with young volunteers and 
workers who have been associated with development programmes 
in past. A list of potential candidates would be prepared and 
discussed among SHGs and at CDO level. 
 
The selection of CM will be done by PFT and CDO collectively. The 
following points should need to address while selection of CM: 
 

¶ At least 8th pass. 
¶ Able to work with target family of the project. 
¶ Should honest and interested to work with RRLP. 
¶ Good communication skill and community mobilization skill. 
¶ Comfortable to interact with women. 
¶ Age should not be more than 40 years. 

 
Priorities in Selection of CM 
 

¶ Women 
¶ Member of Target Family 
¶ Member of old SHG 
¶ Work experience with DPIP / SGSY as field worker   
¶ Person or VRP participated actively in the implementation of 

DPIP- I.  
¶ Should have basic knowledge and interest in social & 

development issues 
¶ Members actively participate and contribute in literacy 

mission, health related works, pulse polio and women and 
child development etc. 



 

 

 
 
Non eligible candidates 
 

¶ Having any criminal case against him 
¶ Doesnôt have good morale and social credentials  

 
Book keeper7 

 
Local youth preferably a female would be recurited for book keeper 
jointly by PFT & CDO. Prefernace would be given either to field 
worker of any of previous development / SHG projects or member of 
any existing group,having exposure of banking trsanactions, book 
keeping, suitable academic background and social credentials. 
 
Roles and Responsibilities of Book keeper  
 

¶ Maintain books of accounts  
¶ Maintain meeting, stock and other group document as 

defined in RRLP 
¶ Host & facilitate group meetings jointly with CM & 

Independently in her/ his absence   
¶ Organize basic trainings for group members on book keeping 

and accounts  
¶ Provide all necessary information and inputs to groups 

related to accounts, fund, procurement and stock  
¶ Assist SHGs in banking documentation and accessing credit 

facilities   
¶ Provide backhand and follow-up support to SHG for 

sustainability and development of livelihood selected by 
them. 

¶ Meet and update Bankers and other community leaders 
about the project and seek their support  

 
Selection Process of Book keeper (BK) 
 
Identification Process  
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PFT & Community together would identify suitable candidature for 
book keeper. At the time of VLEP and later during community 
mobilization PFT would list the potential candidates and based on 
their participation & interest in developmental interventions same 
would be discussed among SHGs and at CDO level.  
 
The selection of BK will be done by PFT and CDO collectively. The 
following points should need to address while selection of CM: 
 

¶ At least 8th pass. 
¶ Able to work with target family of the project. 
¶ Should honest and interested to work with RRLP. 
¶ Good accounting, documentation & communication skill  
¶ Comfortable to interact with women. 
¶ Age should not be more than 40 years 

 
 
 
Priorities in Selection of BK 
 

¶ Women 
¶ Member of Target Family 
¶ Member of old SHG 
¶ Work experience with DPIP / SGSY as field worker   
¶ Person or VRP participated actively in the implementation of 

DPIP- I.  
¶ Should have basic knowledge and interest in financial 

documentation & development issues 
¶ Members actively participate and contribute in literacy 

mission, health related works, pulse polio and women and 
child development etc. 

 
Preparation of Marit List for Book Keeper, Community 
Mobilizers & Para Professionals: 
 
The Marit list would be preparaed in accordance to the criteria 
decided as under. The formats of the marit is enclosed at annexed 
Format- 1 (i, ii,iii,iv) 
 



 

 

Merit Criteria for Selection of CM/Book keeper/Para 
Professionals 

 

1.  Academic 
Qualification                        

 
Marks 

8th pass 
 

Metric 
 

Higher 
Seconda

ry 

Graduat
e & 

Above 

5  7  8  10  

2.  Sex Male/Female: 
Marks 

Male 
5 

Female 
10 

  

3.  Member of Target 
Family 

Marks 

Yes 
10 

No 
5 

  

4.  Membership in SHG 
Marks 

Yes 
10 

No 
5 

  

5.  Experience of 
working with 
SHG/CIG 

Marks 

Yes 
 

10 

No 
 

5 

  

6.  Experience of 
Participatory Activity 
(Scheme Name 
Certificate) 

Marks 

 
 

Yes 
 

10 

 
 

No 
 

5 

  

7.  Belongs to 
Marks 

Same 
GP 
20 

Other 
GP 
5 

  

Total   
 

  

 Acceptable to 
Community 

20 No. Marks 

 

Grand   Total     

   
 

Code of Conduct 
 

The code of conduct for RRLP lays down guidelines for general 
ethical behavior for staff, and professionalism and diligence in 
performance of work. All employees of RRLP should adhere to 



 

 

professional behavior in interactions both within the organization as 
well as with beneficiaries and external parties.  
 
RRLP staff will always be honest, cordial and transparent with 
beneficiaries, fellow employees, lenders and supporting institutions. 
They will also maintain all the beneficiaries related and other 
organisational information in the strictest of confidence. 
 
RRLP staff will act with integrity and trustworthiness. They will 
observe the highest ethical principles to ensure that no project 
policy, procedures or positions are abused for any personal or 
family gain or benefit. RRLP staff will maintain a respectful 
relationship with all fellow colleagues within the organisation and 
also with the community at large. RRLP staff will maintain clean and 
neat personal aearances whether in the office, visiting beneficiaries, 
attending to partners or support agencies, or wherever we may 
represent the project. RRLP team will maintain proper cleanliness 
and security of all office equipments, materials, working space, 
records, vehicles and buildings. RRLP team will be diligent, hard 
working, efficient and effective in their working styles. RRLP team 
will not use project time or privileges to conduct personal business. 
RRLP team will act creatively, confidently and courageously to 
share the best values and ideals they bring to every interaction, 
whether with benefeciaries, staff or other persons. RRLP team will 
seek positive solutions and outcomes for all concerned, in any 
relationship or interaction they undertake. 
 
RRLP team PLEDGE 
 

I pledge total allegiance to the ideals of RRLP and all that the 
RRLP group as a whole upholds. 
I have an IMPORTANT ROLE to play in achieving the RRLP 
vision. 
I am committed to achieving the RRLP vision and will do it with 
passion, cum-what-may. 
I will live by the following: 
I will EXPLORE oortunities for developing myself, improving my 
work and advancing the projectôs goals. 
I will EXECUTE with ENTHUSIASM all that is required of me at 
all times. 



 

 

I will EXCEED the projectôs expectation and continuously EXCEL 
my best by THINKING BIG. 
I will achieve EXTRA ORDINARY results in all aspects of my life. 
AS I KNOW THAT I CAN. 
 

Employee Awards Scheme 
 
RRLP would give due recognition to Star Performers and awards 
the same suitably to maintain morale and motivation of the team. 
 
 
With the above object, Employee Awards Scheme will be as 
following- 
 
Applicability: 
 

The employees of managerial category (SPMU) will be excluded 
from the scheme since they will be deciding the beneficiaries. The 
scheme applies to Operational team CDO and PFT 
 
 
 
Awards: 
 
The Awards will be Best Performer of the Quarter and Best 
Performer of the Year. 
 
Reward and Periodicity: 
 
The awards will be in the form of a certificate and Token award, 
which will be given on quarterly and annual basis. The awards on 
annual basis will be given on 26th January and 15th August Function.  
 
Criterion: 
 
The criterion of award will be- Attendance, Conduct & Behavior with 
community, Job Performance above targets, and Special 
Contribution to the project beyond defined Job responsibilities and 
Consistency in the same. 
 



 

 

 
 
 
 
 
 
 

Chapter - 2 

 
 
 

Village Entry & Primary 
Activities 



 

 

 

Area Entry  
 

On an average in a cluster of 50 villages a team of experts, Project 
Facilitation Team (PFT), would be deployed to facilitate the poor 
families in leveraging RRLP support.  
 

On completion of PFT training and deployment in field PFT would 
first of all visit the complete cluster / area. PFT would gain first 
knowledge of area, resources, poverty incidence, economic 
opportunities, political dynamics and community nature towards 
developmental project. PFT would introduce the project and interact 
informally and formally with bankers, Block Level Officers, PRI and 
community leaders.  
 

PFT would prepare a brief Area profile list of villages with certain 
required details (based on available primary and secondary data) 
about the villages falling under the cluster annexed Format- 2. In 
addition to this PFT would prepare a VLEP schedule which would 
be submitted to DPMU prior to initiation of VLEP annexed Format-3  

                                                                     8 
Identification of village & preparation for village entry 
 

Why? 
It is significant for the effective management and implementation of 
the Project activities at various tiers of the Project. The project scale 
also requires phasing out the implementation activities for better 
management & Coordination of the Project.  Prioritization of Villages 
will be done to drawn a plan for concentrating the staff energies for 
better results. 
 

By Whom ? 
Project Facilitation Team (PFT) 
 
How? 
Each PFT will prepare an Inception Report for the assigned villages 
or for the area of the PFT. The report will be prepared on the basis 
of the analysis of the area by the PFT like its Geography, 
occupations of the communities, development issues etc. This will 
involve collection of secondary data like census details of the PFT 
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area, BPL list, voter list, Beneficiaries of Govt. Schemes, SC/ ST 
ratio etc. Inception Report will summarize the key poverty, social 
exclusion, gender and tribal development issues of the area. 
 

On the basis of PFT Area report, PFT Coordinator will identify the 
villages with highest number of BPL, SC, ST families for the phases 
of intervention & get approved from the DPMU. This will be a living 
document and will be updated from time to time. 
 

The PFT area will be divided into clusters depending on the 
concentration of villages and their proximity from one another. A 
centrally located village with significant concentration of BPL, SC, 
ST families will be identified for launching of the project in the PFT 
Area. 
 

Output: 
¶ Priority list of the villages.  
¶ Scheduling of Village Entry. 

 
Village Entry 
 
Why? 
The first impression created during village entry is very important. 
Therefore it should be dealt carefully and one should not commit 
anything which one could not fulfill. The village entry is also critical 
to make people understand the difference in the approach of this 
project in contrast to other programs that are being implemented by 
the Government/ NGOs/ Other Agencies. 
 
Objective of Village Entry and Environment Building 
 
For proper implementation of the project step by step operations 
has been fixed. First stage of implementation is to understand the 
situation of target families by doing village entry and environment 
creation. The objectives of environment creation are as follows:  
¶ Establish faithful relationship with village community. 
¶ Identification of Target Families. 
¶ Community support of formation of SHG. 

 
By Whom? 



 

 

Project Facilitation Team (PFT) 
 
How? 
In the identified village, the PFT will identify the leader & opinion 
builders of every key community & social groups in the village as 
well as PRIs and explain them the purpose of their visit. 
 

The PFT will also decide the following activities in the village: 
(1) Hamlets / Mohall wise meeting. 
(2) Village contact drive (slogan writing, rally of school 

children, distribution of pamphlet & fixing of posters and 
transect walk in village etc. 

(3) Village meetings. 
(4) Publicity of the meeting date, time and venue, convenient 

to the villagers. 
 

Meeting will begin with an introduction from the PFT coordinators 
followed by the caste leaders or vice versa. Then PFT coordinator 
will explain the purpose of the visit. He will explain about the Project 
how it will enable the community to enhance their incomes through 
self help groups. Why project is forming Self Help Groups etc. PFT 
will facilitate the discussion, how the project is different from other 
projects. The meeting should create a positive feeling among the 
leaders but should not raise false expectations among them. It is 
important to ensure that we should not make any commitments, 
which the project shall not be able to deliver.  
 
This would also be discussed in the meeting: 
 

 What is he objective and goal of the project? Why the project 
focuses on Social Inclusion and mainstreaming of vulnerable 
households. The PFT should carry the necessary IEC and other 
resource material which suits the requirement of community with 
focus on women, SC, ST and other socially disadvantaged groups. 
Even, while facilitating community in identification of meeting venue, 
it should consciously encourage members to decide a place where 
all social groups feel comfortable and will participate. 
 

The probable message could be 
 



 

 

We are members from RRLP. The main aim of this programmed is 
to build strong community institutions within the village, which are 
self sustainable in the long run. These institutions ï Self Help 
Groups ï will be groups of 10-20 members, who are close to each 
other, have faith on each other, want to sit and work together 
towards mutual help. The project will support and guide about their 
livelihoods up-liftment. 
 

Output 
¶ Identification of positive members/ leaders of the community 
¶ Mapping of community perspective and issues towards Govt. 

intervention 
¶ Environment building for next activities 

 
 
Village Resource Inventory  
 
Why? 
A village is composed of several social, economic and political 
formal and informal institutions. It has its own sub-systems, cultures, 
ethic and practices depending upon, where it is situated, what are 
the natural resources, what type of manmade structures are there 
and how this village came into existence.  
 
Project and its staff are required to deepen its understanding about 
the village. This understanding has significance as it enables the 
PFT to know how life thrives in a village, what type of resources are 
there, how they utilize them; basis of resource distribution. Who 
resides in these villages, which type of skills they have, how do they 
cope in adverse situations? This knowledge will provide 
understanding on the social & economic status of the village. The 
PFT will develop strategy to reach out the poorest of the poor, 
vulnerable groups etc. 
 
By Whom? 
Project Facilitation Team (PFT). 
 
How? 



 

 

The PFT will physically investigate the village to confirm the result of 
the secondary data & to identify the poorest poverty pockets in the 
villages. 
 
This would be done on the days & time, when the community- 
specially the poor and the vulnerable families are available in the 
village and feel comfortable in participating in the exercise. These 
days could be decided, in the last meeting in the village or by 
discussing it with resource person or by paying a visit to the village. 
 
Village profile annexed Format- 5 
 
Process: 
(1) Develop initial understanding through village visits/ transect 

walk 
(2) Social mapping of all households of the village (Hamlet, Caste, 

Sub-Caste, Religion, BPL Status, SHG Membership etc.) This will 
help to assess the social conditions of the village, to identify the 
total number of families of the village and caste wise composition 
of the village etc. 

(3) Prepare resource map with the help of PRA. This will help to 
assess the resources like agriculture land, type of soil, irrigation 
sources etc available in the village and their condition. 

 
(4) To prepare the village profile by discussions with PRIs, opinion 

& community leaders. 
(5) Household survey of poor (villager not listed as BPL but claim 

himself/ herself as poor and area community confirms his/her 
poverty, the team will filled-up the prescribed format separately 
for consideration as left-out poor).   

(6) Livelihood analysis of the village 
(7) Preparation of database for the existing SHGs annexed 

Format- 6 
(8) Identification and listing of field functionaries for the project 

annexed Format-7 
(9) Preparation of village plans 

 
The team would then invite the villagers on a place which is 
convenient to most of the villagers. The purpose will be to prepare a 
Resource map and a social map of the village. If the village is large 



 

 

or has hamlets, the PFT team may split into two or three team as 
per the need. The role of the teams will only be of a facilitator and 
they would not try to control the response or feed answers to them 
during the exercise.  

 
Out comes of the situation analysis 

¶ Listing of poor families & women headed households disabled 
which are destitute but are not in the BPL list and complete 
formality for their inclusion.  

¶ Preparing a list of probable stakeholders like bank managers, 
sarpanch, Panchayat (Local body) staff and its members, 
community leaders, village development officials, teachers, 
other local service providers and establish contact with them. 

¶ Conduct meeting and night stay at villages for participatory 
preparation of social map, resource map, service map, local 
market survey etc with the help of PRA and village visit. 

¶ Listing involving villagers of the left-out poor and complete 
formality for their inclusion. 

¶ Do social, economical and need assessment of target families 

¶ Preparing list of all Government schemes and programmes 
and study their implementation at the ground level in the 
intervening villages 

¶ List of the Existing SHGs in the village 

¶ Primary list of youths for skill development & employability 
annexed Format-8 

¶ BPL families household details 

¶ Primary lists of community workers for the project 

 
Village profile & inception report 
 
PFT in partnership with community, existing SHGs and PRIs would 
prepare a detailed village inception report, which is actually 
complete profile / inventory of village and assist the community in 
designing their own village development plan in terms of required 
credit for food, fodder, village fund and for livelihood promotion. 
 
Identifying and Targeting the Poorest 

 



 

 

The Project is committed to work with the poorer sections of the 
village and will follow a óBPL-plusô strategy consistent with the 
NRLM guidelines for identification of beneficiaries.  
 
The fundamental and overarching objective of RRLP is 
identification, mobilization, and empowerment of women from the 
poorest and most excluded households in the 17 project districts. 
Majority of the 4 lac targeted beneficiaries are expected to be BPL, 
SC and ST households and other vulnerable groups such as 
primitive tribes, landless, households, women headed households, 
disabled, destitute, religious minorities, bonded/casual labor etc. it is 
important to design the beneficiary selection, prioritization and 
mobilization process right, in order to ensure that the project 
reaches out to these primary target groups, in a most direct, 
practical and prioritized way. 
 
Participatory Beneficiaries Selection 
 
RRLP proposes to identify the poorest households in a village, and 
select the beneficiaries, through the following steps: (following the 
criteria of piloted for BPL 2011 census survey and NRLM guidelines 
only) 
 

¶ Village Visit, Meeting and Transect Walks  

¶ Prioritization of poverty and deprivation criteria for identification 
of poorest households. This should be guided by MORD rural 
poverty criteria being piloted for BPL 2011 census survey and 
NRLM guidelines, including automatic inclusion and exclusion of 
certain socioeconomic groups as per proposed Methodology for 
BPL survey 2011. 

¶ Social mapping of all households in the village with advance 
notification (hamlet, caste, sub caste, religion, BPL status, SHG 
Membership etc). 

¶ Community application of poverty and well being criteria to 
mapped households and identification of households as 
poorest. 

¶ Designation of poorest households as priority beneficiaries. 

¶ Household survey and profiling of identified beneficiaries. 

¶ Endorsement of the list by Gram Sabha. 

¶ Targets and action plan for inclusion established. 



 

 

¶ Priority Mobilization and full RRLP support to the identified 
beneficiary households. 

 
This exercise will identify the poorest households in a village and 
will include large number of BPL and non BPL households across 
various social and economic groups identified above. The project 
will engage an external agency/resource person for developing and 
testing the methodology proposed above, finalizing guidelines for 
the project staff, developing a training module, and training the 
project staff. To ensure strong and informed facilitation, the initial 
phase of the village visits and beneficiary selection exercise will be 
supported by External CRPs (from other projects) 

 
This exercise would be done for the project in the annexed Format- 
4 
 
Beneficiary Selection 
The project with an approach to be line with the ongoing 
methodology for formulation of BPL list 2011, will undertake a 
similar approach for identification of poor. Therefore a similar 
process and criterion will be adopted for participatory identification 
of poor.  
 
Only those households will be surveyed, who do not meet the 
following criterion like who have double landholding than the 
average landholding of the district, who own a three or four wheeler, 
who have farm equipments like tractor. 
 
Second, following households will have automatic inclusion like 
widow, disabled, women headed household, minor heading the 
family etc 
 
The key Steps in Beneficiary Selection will be  

1) Introduction and Briefing Stakeholders 
2) Transect walk. 
3) Conducting Social Mapping Exercise 
4) Household Profiling and Data Collection 
5) Vetting by Community in Village Meeting on Well Being 
6) Consolidating Data and PRA outputs 
7) Endorsement of List by Gram sabha 



 

 

 
Introduction and Briefing Stakeholders: 
 
Why? 
To secure support of key stakeholder in effective community 
mobilization and to have their opinion on institutional, class, caste 
structures within village and any other issue which may hinder the 
process of participatory beneficiary selection. 
 
Who 
PFT- Coordinator and the Team 
 
 
How? 
PFT will organize a half day workshop of all the stakeholdersô 
atleast a weak before the village level exercise. The information to 
be shared with the stakeholder should be developed in advance and 
the medium of communication should be suitable to the level of 
stakeholders. 
 
Output: 

 The start date of communication campaign preceding the PIP 
process is finalised with Stakeholders 

 Village level issues relevant for the Participatory selection of 
beneficiary process are identified Stakeholders 

 
Transect Walk 
 
Why? 
The purpose of the Transect walk is to understand the village living 
area such as fields, livestock, hillocks, forests, grazing lands, Soil 
type etc.  It helps to locate and pin point various physical aspects of 
the village and also discuss with people the background of these 
structures and practices. The exercise will enable them to further 
build rapport with village members and have a deeper 
understanding of village issues. 
 
Who? 
PFT coordinator with Team and CM 
 



 

 

How? 
The exercise will be done on date pre-decided in consultation with 
village/ community leaders. The Team will ensure participant of well 
informed/ knowledgeable community members. The Team would 
introduce the objective of the PRA exercise. In mutual consultation 
with villagers will identify the path for Transect walk. 
 
During the walk, the team would ask questions pertaining to land 
use, land type, soil type, crops grown in various seasons, 
infrastructure, physical structures, ponds, pasture land, drainage 
pattern and how they utilize them. The team must observe various 
features mentioned above and probe on relevant issues like if a well 
is idle- probe the reasons, any vacant house, any abandoned 
physical structure or a socio- cultural place too etc. 
 
The Team will document the observations during the walk and will 
summaries the process, observations and learning to the villagers. 
The Team will cross check with participants, if there is something 
which could be added and will finally than the participants. 
 
Output: 

 Table showing various patches of area with present problems 
and potentials 

 Finalize the date for conduct of Social Mapping 
 
 
Conducting Social Mapping Exercise: 
 
Why? 
The purpose of social map is to understand the distribution of 
households on the basis of caste and the pattern of settlements, 
which reflect poverty. This will enable the project facilitation team to 
understand poverty dynamics in a village. 
 
Who? 
PFT Coordinator with Team 
 
How? 



 

 

The date will be decided in consultation with community and village 
residents either at the rapport building visit or a special visit can be 
made by the PFT members for finalizing the date. 
 
On the date first the PFT members will approach the local resource 
person and ask them to identify the common place where the 
exercise can be done. The exercise can be for whole village or at 
different places depending on the geographical spread of village. 
 

PFT should explain the exercise and as the local resource person to 
draw the map, which can drawn on paper with pencil, with stick on 
land or on chart paper. The role of the PFT team will only be of 
facilitator. The team would encourage and ensure participation and 
at key point will ask for clarification or demarcation but will not tell 
the person to draw this or that or this is left. The team should have a 
minimum interference and should note the important comments of 
the community while drawing. 
 

Ensure that each household is clearly identified along with their 
castes. The important landmarks are adequately covered with entry 
points, roads and other infrastructure. Then validate the date with 
community and then finally thank them. The team should prepare a 
fair map either in presence of the community or immediately after 
returning to office. 
 

Output: 
 Maps indicating households, their numbers 
 Basic data on each household ï Name of Head, Caste 
 Accurate roster prepared for further validation during survey 
and well-being exercise 

 
Household Profiling & Data Collection 

 
Why? 
To Collect Data of each Household, the household will be surveyed 
as per the MORD criterion for exclusion and Inclusion. The same 
format will be used for data collection to ensure that project has a 
similar approach and for ensuring the automatic coverage of 
household in the BPL list of 2011. 
 



 

 

The Household profiling will provide a basic information of 
household and will enable the project team to have comparison 
among the households on socio-economic status of each 
household. 
 
Who? 
One PFT specialist with support of Community mobilisers 
 
How? 
The surveyor would visit the concerned village in which social 
mapping has been done. The team will decide the point/house from 
where to start the survey. In view of geographical spread the team 
can be divided on locality basis. The team should take support of 
Local resource person in conduct of survey or for interpreting the 
question local dialect. The Team must try to interact with the adult 
women or the head of household for collection of data. The MoRD 
household survey schedule will be used for household profiling and 
data collection, which is attached as annexure 
 

Output 
 Data in standard formats 
 Data entered in the MIS system 

 
Consolidating Data & PRA outputs: 
 

The team would consolidate and summarise household and PRA 
data in sheet for discussion and vetting by community. 
 

¶ Vetting by community in village meeting on well being : A 
village meeting will be convened with an advance notification 
to the community members. During the meeting the 
participants will be informed about the purpose and the 
process followed for tabulating the list. The community would 
be consulted on the well being indicators (as mentioned in the 
beginning of the identification of the beneficiaries) for finalizing 
the list. Then list will be put up at prominent public places like 
panchayat bhawan for a week before endorsement by Gram 
Sabha. 

 
Village Meeting ïII 
 



 

 

¶ Wetting of out comes of the situation analysis and village entry 
findings. 

¶ Confirmation of the selection of the field functionaries. 

¶ Confirmation of list of the left-out poor and women headed 
households, disabled which are destitute but are not in the 
BPL list for submission in Gram Sabha. annexed Format- 9 

 
 

Gram Sabha approval confirmation Format is annexed Format- 10 
 
Principles of PRA/PLA 
 

¶ Respect people, and remember that they know a lot and have 
ability and potential 

¶ Always have a clear method and process 
¶ Collect and consider many different perspectives, opinions, 

examples and expertise 
¶ All activities must be relevant, so be flexible and specific: PLA 

can be used anywhere 
¶ Action must follow, after research and planning 
¶ Take personal responsibility 

 
Techniques of facilitation 
 
These are the methods that underpin all facilitation. These 
techniques are used over and over again 
Whilst running the tools (see below). Techniques include: 

¶ Chairing and leading meetings, 

¶ Dealing with difficult behaviors, 

¶ forming small groups from the large one, 

¶ Running brainstorming sessions, 

¶ Choosing, ranking, and voting, 

¶ working with illiteracy 
 
Rules of Facilitation 
 
When facilitating PRA with a group of people, it is good to 
remember these simple but effective rules: 



 

 

¶ Introduce yourself: your name and organization, with some 
explanation if necessary, and ask them to introduce 
themselves too (unless you know them all already) 

¶ Explain why you are meeting with them (even if they know, it is 
good to repeat it and remind people what the meeting is for) 

¶ Give clear explanations of what you want them to do. You will 
find that it us usually necessary to explain things more than 
once, even if you are all working in the same language 

¶ Provide an example if it is necessary, but avoid this if you can 
ï it is better to let them figure it out themselves; the results will 
be more ótheirsô 

¶ Hand over the stick. This means give them the tools to do the 
exercise themselves. This means Paper and pens, or string, or 
sticks and leaves, etc. Never keep hold of the tools of the 
exercise 

¶ Yourself, because then you will do the tool instead of them! 

¶ Give them time to do the exercise, and encourage all people to 
join in (including old, shy, disabled etc) 

¶ When they have finished, make sure the results of the 
exercise are analyzed by the group. This is where people get a 
chance to learn new things (because the information they have 
recorded they would already know) 

¶ Discuss what will happen next ï when is the next meeting, 
what are you going to do between 

¶ now and then, what are they going to do between now and 
then 

¶ Thank them 
 
The Facilitatorôs group 
 
It is best to have 3 people in the facilitatorôs group: 

¶ The primary facilitator ï the leader of discussions, asks 
questions, does most of the talking 

¶ The second facilitator ï assist to the primary facilitator, 
organizes materials, deals with 

¶ problem behavior and ensures that things go smoothly; and 
facilitates small group discussions 

¶ if necessary 



 

 

¶ The third facilitator ï the recorder or secretary: records the 
comments, discussions etc. Takes 

¶ photos, writes on flip chart paper etc 
 

 
 



 

 

 

 
 

 
 
 
 

Chapter - 3 

 
 

Self Help Groups 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 

 
SHG as a Social Capital Generator 
 
The very structure and functioning of the SHG with its saving and 
credit operations that lead to access to development loan from 
banks both requires and leads to trust, cooperation and coordinated 
activity. The social capital generated need not be used only to 
leverage financial capital from banks, but also as a proactive 
instrument for the development of local communities. The real role 
of the SHG is, therefore, not just to function as a micro-finance 
institution for providing financial capital based on the social capital 
of the group, but rather to function as a strategic development 
organization, at least initially in partnership with the project. 

 
Objective of SHG 
 
The institutional arrangements to be built by the RRLP at the 
community and village level are designed to enable the poor to form 
their membership organizations and subsequently federate 
themselves at higher levels for undertaking various functions in a self 
sustainable manner. Such federating structures will enable the poor 
to achieve both economies of scale and greater voice in negotiating 
better services for themselves.  

 
What is Self Help Group? 
 
1.  Project emphasizes on group approach and two tier community 

structures have been conceptualized whose base is the SHG-
which is the organization of rural poor.  



 

 

2.  SHG is a group whose members by themselves come together to 
improve their living standard of through social / economical 
activities. It is a group of members who have common thinking and 
socio-economic status. On the basis of common needs and 
interest community by themselves forms group. All members of the 
group work collectively for their individual, social, economical and 
political development. They agree to do regular savings and 
convert this saving as general fund which is known as Group 
Corpus. Members agree to utilize this corpus fund and likewise 
other fund which they receive in the form of group, for improving 
their living standard.  

3.  The formation of SHG will be based on their needs to be a strong 
feeling of ñaffinityò which connect and bind every member of the 
SHG together. This affinity should be based on pre-existing 
relationship of trust. These relations are non-exploitative and not 
bound by the duration of intervention. This ñaffinityò may originate 
from various factor - certain social features, like a degree of 
homogeneity among the members (in terms of economic status, 
social status etc.), neighborhood relationship, same castes or 
religion etc., on certain structural features like a common origin 
(blood or ancestral village) or same livelihood base (daily wage 
earners, landless or marginal farmers), at times may be based on 
similar activities undertaken by each member (like basket 
weavers). 
 

Who can be the members of SHG? 
 
The following criterion will be observed while forming the self help 
groups 

¶ Especially women will be the member of SHG. 
 
 

¶ The member should be either from the BPL list or left-out poor 
identified under the project norms with special focus on poor 
women and families of SC and ST. The term ñFamilyò will be the 
same as used in the survey of official BPL families. 

¶ One member from each family will be eligible to become the 
member of Self Help group and his/ her age should be between 
18- 60 years. 



 

 

¶ Has self interest and accepts to aside by the decision of the 
group members 

¶ Willing to work in group 

¶ Willing to give time in group meetings 

 
Formation and Size of SHG 
 
SHG will be formed among the target families of the project. The 
minimum 10 and maximum 20 members (especially women) will 
form SHG. In case of hard terrain like hilly area, low density 
population area or in case of physically challenged members SHG 
can be of less than 10 but not less than 5 members. State unit will 
decide hard terrain areas and can give relaxation in number of 
members. 

 
Concept of formation of SHG 
 
Why? 
 
It is important to hold meetings with target beneficiaries as it is 
important to ensure their willingness to participate in the project 
activities. The principle of ñinformed decisionò enables a member or 
household to own decision. Thus concept sharing will overcome 
confusions, will enable member to understand functions of SHG and 
to overcome and identify initial inhibitions with respect to savings, 
gender, social stratification based issues. This will be done to 
enable the members to understand what is SHG, how members will 
be benefited by forming SHGôs? This meeting will thrash out the 
dilemmas within the members about the SHG & project activities. 
 
By Whom? 
Community mobiliser with community resource person9 and PFT. 

 
How? 
 

                                                           
9
  i. Policy circular No. F.( ) /RD/ RRLP/2012/11451-88  Dated -26-11-2012 is annexed with as annexure IV  

   ii. Policy circular No.F. ( ) RGAVP/Mo./2012/11491-508  Dated -16-11-2012 is annexed with as annexure E   

 

 



 

 

They will make effective use of the flip charts, resource material on 
SHGôs to inform the members about the SHGôs, its benefit, and how 
SHG functions. The IEC material should be coustomised to meet 
the needs of participants with special attention to needs of women, 
SC, ST and minority households. Such households should be ale to 
relate and reflect on the basis of resource material. The meeting will 
enable the facilitator to motivate members by clarifying on how SHG 
support members in adversaries through self help. It is their own 
organization and they will take decision to enhance their livelihood. 
The examples of unity and what roles women, downtrodden social 
groups like SC, ST can take for enhancing their livelihoods, will build 
confidence and motivation of participants. The facilitator will enable 
the members to decide when to convene the first formal meeting of 
the SHG and how much each member will save. The facilitator must 
not influence the discussion of the members and let them arrive at a 
mutual decision. 
 
 
First Meeting of the SHG: 
 

In the first meeting Community Mobiliser will facilitate the group in 
discussing the following issues 
 

 Take consent of all participants for each other being member 
of group 

 To decide the Name of Self Help Group 
 To decide the weekly meetings time and day 
 To decide the Venue of Meeting 
 Rights & Obligations of the members 
 To decide on amount of weekly savings 
 Formation of by-laws of the SHGs by the group. 

 
Community mobiliser will take use of Flip Charts and posters to 
illustrate the roles & responsibilities of members. 
 
Rights of members in the SHGs: 

 

 To determine goals, objectives and vision of the group 
 To participate in every activity of the group 
 To participate in group meetings and decision-making 
 To participate in the leadership function 



 

 

 To access loans from the pooled corpus funds of the group 
 To share the groupôs wealth 
 To scrutinize groupôs records and inspect property 
 To withdraw from membership in genuine circumstances 

 
Obligations of members in the SHGs: 

 

 To accept the goals, objectives and vision of the group 
 To participate in all the group activities 
 To make oneself aware and abide by groups norms and rules 
 To participate in group meetings and decision-making 
 To contribute minimum agreed thrift amount to the group 
 To act with attentiveness of group responsibilities 
 To discharge debt liability contracted by the group 
 To participate in supervision of group finances / businesses/ 
Assets 

 To protect the group all the time 

 
Standard Meeting Procedure for SHGôs 

 

Self help group will maintain the regularity of Meetings & savings. In 
case the PFT member/ community mobilizer is absent due to any 
reason, the prior information will be communicate to the SHG and 
SHG will ensure to convene the meeting on its own 
 
SHG Meetings: 
 

The meetings can be organized in the homes of SHG Members or 
at any public place. The venue will be mutually decided by SHG 
members. The facilitator must inform the Members that the venue 
should be such, where there is not much interference from non 
members, all members are comfortable. 

 
Chair Person: 
 

In each meeting the SHG members will elect a chairperson for the 
weekly meeting. The first few initial meetings, can be chaired by the 
president of the SHG but later they should be chaired by the 
member in whose home the meeting is being convened or on 



 

 

rotation basis. This will ensure that all the members will develop the 
capacity of leadership. 

 

Record of Transaction & Book Keeping in Meetings: 
 

The meeting will start with a brief of last meeting decisions. It is also 
important to ensure this as each and every member will be informed 
about the financial transaction during the meetings. The members 
will be able aware about the decisions and discussions held during 
the meeting and what is being recorded in the Books. This will also 
develop transparency and accountability among the SHG members 
 

Maintenance of Books of Accounts & Other Records 
 

The book-keeper selected during the village entry will initially write 
and update the books of accounts and records, subsequently SHG 
should identify the person among the group members for this 
purpose. If it is not possible the group may take the services of book 
keeper on a payment basis. This transformation of roll should be 
within a period of three years. This is an essential ingredient 
towards helping SHG set-up the version of self reliance and has 
people who are reporting to them to write their records. 

 
Leadership and Office Bearers of SHG 
 

1.  Through consensus SHG on their own have to form and follow 
the operational rules and guidelines.  

2.  Selection of office bearers for proper Leadership is important 
during forming and setting out the norms for the group. SHG 
should look for the president who has the ability to be the 
facilitator, communicator and conflict manager. 

3.  It has been seen that most of the time the leadership goes in 
hand of elite capture as they have an exposure, they are vocal 
and have knowledge, so SHG should give priority to the poor 
individual to be a leader and all should support them to become a 
good leader. 

4.  If in a group members other than BPL are there, then office 
bearers should be from those belonging to the BPL families.  

5.  The roles of office bearers of each SHG formed under the project 
are as follows: 



 

 

(a). President: for operation and management, one member from 
the group will be selected as President by its members among 
themselves. President will be the head of the group. She will 
be responsible for organising group meeting, review work, 
share financial transaction with group members, review work 
done by secretary, ensure participation of all members, fix 
responsibility of members etc. Each president will also be 
responsible to prepare her successor. Each year new member 
should work as president so that leadership quality is 
developed in all members. 

(b). Secretary: In each group one member will be selected as 
secretary. Writing of meeting minutes and keeping entry of all 
transactions is the main responsibility of secretary. Secretary 
will also responsible for audit. It will necessary for Secretary 
to give information about lacunas found in audit to its 
members. 

(c). Bank Signatory: To ensure maximum participation in group 
management bank signatory will be selected among the 
members other than president and secretary. In each 
meeting secretary will tell about the activity and need of the 
withdrawals from Bank. After getting approval of group, 
signatory will sign the cheque. After withdrawal of amount 
from bank and completion of activity, secretary will give the 
details of it to members and about amount required in future. 
After getting approval from group again, amount will be 
withdrawn from bank. Every year new member will be 
selected as bank signatory so that all members will become 
aware about banking process. 

 
Model Agenda for SHG Meeting 

 

¶ Prayer 

¶ Attendance (just like in school) 

¶ Electing the chairperson 

¶ Setting agenda for the meeting 

¶ Saving from each member 

¶ Writing the books of accounts simultaneously 

¶ Repayment 

¶ Credit assessment 



 

 

¶ Prioritization 

¶ Extending credit 

¶ Discussion on Common Issues. 

¶ Other issues 

¶ Fixing Next meeting place 

¶ Reading aloud the minutes. 

¶ Signature of members 
 
The samples of the registers to be maintained are attached in 
format section 
 

¶ SHG should ideally start inter loaning as soon as the demand 
comes from the members, may be from very first meeting. 

¶ Group Establishment material like Boxes, Meeting Registers 
and Books of accounts will be provided by the project. In order 
to become eligible for this group establishment material, the 
SHGs successfully completing 8 weekly meetings along with 
saving will only be considered for Group establishment 
material. 

 

Process of Laying the Foundation of Mutual trust 
 

1. Objective ¶ Preliminary sense of Group identity Created  

¶ Group Recognizes need for structured group 
definite Procedures 

¶ Free and informed decision of members to form 
an SHG  

2.Group 
Structure  

Between 15-20 members (With the expectation that a 
few will drop out before the group is linked to the blank 
) 

3.Meeting 
procedure 

¶ Opening Song 

¶ Report of last meeting: attendance and saving  

¶ Review of last meeting training inputs 

¶ Other issue 

¶ Saving Collection 

¶ Recovery of Investment support Payments 
(installments) 

¶ Inter-loaning, on need basis 

¶ Statements of collections, investment support 
recovery and inter-loaning at this meeting  

¶ Formal closing  



 

 

4.Transfer of 
Functions  

¶ All  

5.Rules and 
Regulations  

¶ Specially women.  

¶ All Member From same hamlet/Village 

¶ All Members of Similar Economic level  

¶ Amount of saving fixed according to group 
decision  

¶ Saving to be made at every meeting  

¶ All Members will attend all meeting   

¶ The saving cash will be kept with ééé 

¶ The meeting will be on theé.day if the month 
atéhrs até  

6.Records Notebook to Record 

¶ Attendance 

¶ Saving  

7.Meeting 
Inputs  

¶ Debt trap 

¶ Credit source analysis 

¶ SHG concept 

¶ Social capital  

8.Workshop 
inputs  

None in this  stage  

9.Expected 
Results  

¶ Meeting procedure followed  

¶ Group identity established  

¶ Saving funds created  

10.Time Period  Minimum three Monthsô existence  

11.Assessment 
Tools  

¶ All Training exercise conducted  

¶ Saving 100% of target  

¶ Attendance >90%  

¶ Inter-loaning and repayment (>95%) 

¶ Meeting held  regularly  

¶ Meeting procedures followed faithfully  

¶ Fixed Membership 

¶ Records notebook maintained properly  

12.Group 
Review  

Decision to from formal SHG  
Decision to go in for internal loans 

 
 

Internal working and operational rules 
 
1.  To operate internal work in a systematic manner, Self Help 

Group has to fix rules through consensus. Rules should be fix in 



 

 

a way so that all members able to follow them and supportive to 
achieve the groupôs objective. 

2.  Each member of the group have different situation and needs, 
but in a group it is necessary that all member should work in a 
group spirit then only objective of group can be achieved. 
Through this spirit groupôs rules has formed and imposed 
equally to all members of the groups. Rule ensures operation of 
activity and role responsibilities of each member. 

3.  In General Assembly meeting with the consensus of all 
members, in the following way rules should make and get 
signature of all members by entering in meeting minutes 
register.  
a. Meeting Related Rule: - It will compulsory for SHGs formed 

under the project, to conduct weekly meeting. Day, time and 
place of meeting should be fixed with consensus and all must 
be intimated to ensure maximum presence.  

b. Attendance Related Rules: - The presence of all members 
in meeting is compulsory. If, any member is not participating 
in a meeting then he/she has to inform in advance with 
reason. If member, without any prior information, absent or 
comes late in a meeting then penalty should be taken from 
these members. Group can fix some amount for penalty. 
Penalty amount should be nominal so that all members will 
able to pay.  

c. Rules Related to New membership and removal of 
member from Group: - Group can make rules for removal of 
member. If, any member leaves the group before minimum 
fixed period then group can keep some amount of his 
savings. If any member leaves group any time then up to that 
period he/she will equally share profit or loss of that period. 
Likewise a group can make rules to add new member. New 
member has to deposit the amount equal to the saving of old 
members. Also new member has to deposit the expenditure 
done by other members in cash box, account books; in 
account opening etc. if group wants to remove any member 
then it will be necessary to hear that member before making 
any decision. 

d. Saving Related Rules: Members should fix the saving 
amount by consensus. Saving amount will be that, which all 
members can deposit on time. After some time, if all 
members are agreed then group can increase the saving 



 

 

amount. If in any meeting any member does not do saving 
then in next meeting he/she can deposit the saving. Group 
can make rule to charge penalty for late submission of 
savings. Group corpus will be form from savings.  

e. Loan Related Rules: - Fixation of minimum and maximum 
loan amount by the group. Provide loans to groupôs members 
only from its corpus. Fix penalty for late repayment of loan. 
Any amount can be fixed as penalty. There can be two types 
of loans: -  
I. One time repayment: at the time of loaning, member can 

give proposal for repayment of loan on fixed time period. In 
this type of loan members have facility to repay the loan in 
one time and before completion of time other members 
cannot demand to repay the amount.  

II. Repayment in Installments: In this type of investment 
support at the time of loaning member can give repayment 
proposal in equal installments in fixed time period. 
Repayment of installment starts with the loan.  

f. Rules Related to Interest Rate: Group should fix rate of 
interest in a way so that it remain less than rate of interest 
charged by local money lenders but not less than the 
commercial banks. If member fails to repay the loan 
according to the repayment schedule then extra interest can 
be charged as penalty on remaining loan amount. Group can 
make rules in following way:  
I. If, group increase rate of interest any time then it will be 

applicable for those member who are taking loan on or 
after that date. 

II. If, in case meeting has not been organize in fix time period 
even though no relaxation on interest amount will be given 
to members. 

III. At the time of repayment first interest then principal amount 
will be taken 

IV. In case of death of member the membership of the group 
can be given to any member of his family and he/she will 
be responsible to repay the loan amount. 

V. Interest on saving: - no interest will be paid on savings.  
g. Rules Related to Working Period of Office bearers: The 

working period of the office bearers will be fixed as 
presidentôs working period will be for one year. Like wise 
secretaryôs working period can be for one year. It can be 



 

 

increase for one more year if work found satisfactory. If any 
person is unable to fulfill his/her responsibility then through 
consensus General Assembly can remove that person from 
the post before completion of work period. 

h. Rules Related to Decision Making: all decisions in a group 
will be taken with consensus of all members. Although 
minimum 60% membersô presence is compulsory to take 
decision on any issue. 

i. Rule related to prioritization of Investment support 
Disbursement: - Group decides that which activity 
preference will be given. The member has to give loan 
proposal which should have the purpose of loan, loan 
amount, and repayment period and installment amount. 
Before sanction of loan proposal, group will evaluate the 
need and repayment capacity and then prepare a repayment 
schedule in a way so that member is able to repay the loan 
amount in given time period. In case of natural calamity, 
accident or health problem, member fails to repay the loan on 
time in that case he can request to the group and group can 
change the repayment schedule. 

j. Rule for Discipline: - the objective of rule regarding 
discipline is not only for penalty or to increase the income. It 
is to make person sincere towards the group. Penalty makes 
person sincere and responsible towards the group and its 
working. 

 
Proposal Approval and Distribution Process Group recognition 
Test (GRT) 
 

I. Chairman will ask members to tell their loan amount. 
II. Before assessment of any new proposal it will be ensured 

that member has returned previous investment support 
amount completely with interest. 

III. It will also be ensured that member is doing saving regularly 
and timely. 

IV. Book keeper will inform the members about applicantôs 
attendance details, proposed investment support amount, 
purpose of investment support and repayment period. 

V. Applicant will inform the group about investment support 
repayment period, installments, and type of investment 
support and about resources through with he will repay the 
investment support. 



 

 

VI. All members, through consensus will take decision weather 
approval should be given or not? And what will be the 
investment support amount. 

VII. Book keeper will enter the transactions detail in cash book, 
meeting minute register of SHG and in memberôs pass 
book. 

VIII. In case of lack of available corpus fund SHG can reduce the 
applicantôs investment support amount demanded.  

 
Reminder to Investment support Receiver about Principal and 
Interest Amount 

I. Book keeper will inform about the status of principal 
investment support amount. 

II. President or chairman of the meeting will remind the 
members about investment support repayment. 

III. Likewise reminder will be given for repayment of interest 
amount. 

 
 
Cash Box 

1.  SHG has to purchase cash box, meeting register and other 
registers. Groups, who complete two meetings successfully, 
and will do saving and get registered under the project, need 
to keep required registers. 

2.  SHG has to deposit idle cash (net of inter-loaning i.e., Savings 
+ Investment support Installment Payment - Interloaning) in 
bank account. For emergency need they can keep some cash 
in cash box. Group will decide the maximum and minimum 
limit of cash to keep in cash box. Cash box will be locked. 
After meeting one member will keep cash box and other will 
keep the key. After each meeting responsible person will be 
changed. 

 
In Case of Death of Group Member 
 

During the membership each member has to nominate one person. 
At the time of death, saving of that member, after deducting the 
investment support amount the balance amount will be given to 
Nominee. If amount remain outstanding against such member, the 



 

 

nominee will pay the outstanding, however, the group may take 
decision for any relaxation in interest or panel interest. 
 
 

Registration of SHG under the Project 
 
CM with help of PFT would prepare individual and SHG members 
profile before group formation annexed Format- 11. All the groups 
would be registered with DMPU and an application in prescribed 
format would be sent to DPMU for registration under the project 
annexed Format- 12.  Registration leads to mutual accountability 
both on the project to deliver the services and on SHG are to 
perform on the project mandate. All SHG will have to abide the 
stipulated conditions of the project to avail the project services. 
SHGôs will have to meet the following conditions for registration.  
 
Requirements for Registration of SHG 
 

a) SHG should have completed 4 weekly meetings 
b) Naming of SHG has been done, and  
c) Office bearers have been elected. 

 
SHG Registration Process 
 

a) SHG will apply for registration with the project in a prescribed 
format in format section of manual Objective of formation, 
members and office bearers and bank signatory should 
clearly mention in registration form.  

b) The PFT- Coordinator will verify the details mentioned in the 
application format. 

c) After Verification, PFT will allot a code to SHG and the PFT 
will communicate the code both to the SHG and the DPMU. 

d) Registration process is compulsory for both New and existing 
SHGôs. Only those SHG who will register with the project will 
be eligible to get support from the project. 

 
Issue of Registration Code/ Certified 
 
A standard format is annexed Format-13 



 

 

 
Liaising with Banks 
 

Appropriate relationship with local banks is key factor in the 
development of SHGs into Strategic development organizations. 
Therefore, due importance must be given to establishing and 
strengthening such relationships. 
 
The roots of these problems lie partly in the banks, partly in the 
SHG promoting institution (SHGPI) and partly in the nature of their 
interactions. However, if the SHGPI wishes to take advantage of the 
banks for the benefit of its SHGPI networks, then it is worth its while 
to look for ways to make the relationship smooth and effective. The 
experience of Self Help Group Promoting Institution (SHGPI) all 
over the country shows that this is certainly possible without in any 
way compromising the value and strategy of the SHGPI. Once 
again, simply maintaining the proper attitudes and acquiring the 
required knowledge and skill on the part of the Self Help Group 
Promoting Institution SHG PI can accomplish much in this area. 
 
Role of PFT / CM  
 

PFT/ CM must build public relations with the nationalized banks. 
They should visit the bank and must generate awareness about the 
project & its objectives. How the project is committed towards 
reducing poverty through self help groups. The PFT/ CM must 
highlight the special provision of the project and how it is different 
from other schemes. The PFT/ CM must provide the copy of 
progress report along with the project broachers and pamphlets, 
which develops identity of the project. On the basis of the above 
discussion they must invite the bank manger to pay visit in the 
meeting of SHG.  
 
SHG Bank Account 
 

After group formation, when the group members have become 
stable and are practicing the group norms. The community mobiliser 
should discus with SHG members about opening of SHG account 
with the bank in the area 
 



 

 

Documents required for opening a SHG Bank Account  

¶ list of all the SHG members 

¶ Copy of group Norms 

¶ Copy of resolution in which the group elected its 
representatives 

¶ Copy of resolution for opening the bank account 

¶ Three photos of each elected members 

¶ Copy of voter ID, Ration card of each elected representatives 

¶ Introducer, who has account in that bank 

¶ Seal of the group, which have been approved by the project. 
 
 

Co-opting of Existing SHGs10/ CIGs 

 
The existing SHGs/ CIGs list-out by PFT during village entry & 
situation analysis of the village will be considered for evaluation in 
the project in following manner: format is annexed Format- 14 
 

1. Conduct Meeting with existing SHG being supported through 
other Govt. agencies & development agencies. In the meeting 
assess the members thinking about group, its need, who 
drives the group, quality of record maintenance, how  group 
meeting are conducted,  what functional changes are required 
within the group, role of the promoting agency. Just primary 
information. Do not convene the meeting with pre-conceived 
notions about the group. Do it with open mind, as a learner. 

2. Convene a meeting with the existing facilitator. The purpose 
will be to cross examine the understanding formed in previous 
meeting with the group members, seek his opinion- who is 
driving the group, present conflicts & issues within the group. 

3. Ensure the role of existing promoting agency, whether their 
policy will contravene with RRLP or not. Whether they will 
continue to facilitate the group or from now onwards RRLP will 
take that role needs to be clear. 

 
Eligibility Criteria for existing SHGs for joining RRLP 
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(a) 70 percent members from identified beneficiaries (BPL-
plus)11. However, the provision of NRLM shall also be 

applicable in the selection of beneficiaries. 
(b) 40 percent meetings are regular and on time. 
(c) At least 30 percent of the group members save regularly. 
(d) Have maintained accounts. 

 
Desirable attributes  
 
(e) 30 % non BPL too should be poor and  
(f) not well off / odd members socio-economically dominant  
(g) Savings are not kept idle  
(h) Have minimum one year old saving account in bank  
(i) In case SHG has availed credit from bank, account should 

not be bank defaulter. 

 
Method & Parameters of Old Group Adoption 
 

¶ The Meeting will be convened with the enlisted group and the 
project objectives will be discussed with the group. The group 
will also be communicated about the standard procedure and 
practices adopted by the RRLP for SHG, which will have to 
followed by the group. 

¶ The group shall be graded after three months or after six 
months as with new groups depending upon the quality of 
group and then will be treated similar to rest of the groups 

¶ Interest of groups members in taking up micro credit & 
livelihood activities and other developmental RRLP 
interventions would be basic criteria  

¶ PFT would check with the nearby bank branch prior to 
adoption if existing SHG as group is found defaulter with any 
bank would not be eligible  

¶ The PFT will evaluate the eligibility of the SHG interested on 
the basis of eligibility criteria mentioned above. If the group 
fulfills the criteria than the desirable attributes will be evaluated 
and a consolidation evaluation report would be prepared in the 
format prescribed. 

                                                           
11 (BPL-Plus) Policy circular  ia- 1¼1½ xzk-fo-@vkjth,ohih-@2013@2613&77 fn-22-02-13 annexed as annexure VIII 

 



 

 

 
 
 
Training approach under RRLP12 
 
All too often training programmes are ineffectual because trainers 
look on training look on training as an activity to be completed, 
rather than a result to be achieved. Once the ótraining sessionsô 
have been implemented, the trainer feels the task is over. What 
really matters is whether the members have, is fact, been ñtrainedò, 
which is the result desired from the sessions. Training must be seen 
as a set of exercises or sessions, but as a continuous interactive 
process between and the members of the group. 
 
Expected Training Results  
 
The goal of the training process is to establish the SHG as a 
sustainable institution. As we have seen, an institution is a social 
group with clear, well-established and accepted methods of 
procedure. The training programme, therefore, must have three 
kinds of results: 

¶ Increased knowledge  

¶ Changed attitudes  

¶ Enhanced skills 
 
However, one must not make the mistake of thinking of the group 
members as passive recipients of a training programme, who are to 
be provided with specific ñlearningôsò, by providing way of looking at 
their situation. No training programme can provide all the required 
information, teach all the skills, or change attitudes to the extent 
required for a stable institution. If, however, the training programme 
helps the members to ñlearn how to learnò, besides providing 
specific learning, then every meeting and all interaction in the group 
form part of a ñtraining processò. 
 
Learning How to Learn 
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The real task of a training process, then, is to teach people to ñlearn 
how to learnò. With that they can themselves search for and gather 
the information they require to function more effectively, develop the 
necessary skills and recognize the need to change their attitudes in 
find new solutions to old problems. 
 
Methods of Learning How to Learn 
 
There are three ways in which we ñlearn how to learnò. We have 
been doing this since childhood and very affectively, as we learned 
to walk, speak and communicate with others. The same process 
can be utilized in a training programme. 
 
The Threefold Path of Learning 
Neuroscientists say that there are three principal ways in which we 
learn: 
 
Learning by Hearing 
Here, we are told about things and how to do things. This is the 
method of talks and lectures, where information is provided either 
orally or in the form of writing. 
 
Although it is, by and large, the preferred method of training, it is the 
least effective; it is estimated that just about 17 percent of our 
learning is through hearing. 
 
Learning by Seeing 
We learn many things even when we are not being explicitly 
ñtaughtò. We consciously and unconsciously ñmodelò ourselves on 
the way other people act and function, and these allies as much to 
skills and capabilities as to behavior. 
 

Learning by seeing is more effective than learning by hearing and 
experts say that about 28 percent of our learning is by this method. 
 

This is why it is so important that the SHG is first and foremost a 
ñwell-managed groupò because the members will be constantly 
observing and ñlearningò, without being explicitly taught how a group 
should function. When the time comes for them to take over the 
group, they will already have imbibed and internalized many of the 



 

 

skills and attitudes necessary; what will be required is that this 
knowledge and these skills be made more explicit. So, even in the 
first or well-managed group phase, there is already a process of 
ñtraining by seeingò for transferring control of the group to the 
member. 
 
Learning by Doing 
Learning by doing by far, the most effective and, therefore, the most 
important way to learning. We achieve as much as 55 percent of our 
learning by actually ódoingô. 
 

No number of lectures or demonstrations will teach a person how to 
swim, or ride a bicycle. You have to get into the water, or climb onto 
the bicycle and do it yourself. Of course, in the beginning, some 
measure or ñhandholdingò is helpful and even quite necessary. 
 

This the best way of handing over management of the group ï by 
gradually handing over more and more functions to the members, 
while at the same time providing appropriate support  

 
The Threefold Path of 

Learning 

By Hearing 17% 

By Seeing 28% 

By Doing 55% 

 
Structures to the extent and as along as required. This process of 
ñlearning by doingò being in the first phase, but limited at that time. 
However, it is the principal method of training in the second phase. 
The transfer of functions proceeds in a systematic manner and flows 
naturally from a more explicit training by seeing. 
 
In the first stage of the self-managed phase, there is a very specific 
ñtraining by seeingò process for the selected or elected members 
who will take over the key functions or services in the group. They 
sit with the PFT member, and observe closely and carefully how the 
staff member officiates; the staff member continually confers with 
the group members as to what, how and why things are being done 
in the specified manner. This Interaction is both in and outside the 
meeting per se. 



 

 

 
In the second stage, the members take over the functions, with the 
staff member sitting alongside, constantly prompting and guiding the 
group leader. This external guidance and systematically reduced till 
the group leaders are functioning autonomously.  
 
Conflict Resolution 
Conflicts are bound to occur even in the most united groups. When 
conflicts do arise, then they can be resolved only if the two (or more) 
sides enter into a process of negotiation. The success of the 
negotiation often depends a lot on the styles or approach adopted. If 
group members use the appropriate negotiation style and if there is 
a level of trust and cooperation in the group, then conflicts can be a 
fruitful element in a learning process that makes the group stronger 
and more united. 
 

Exercise: Negotiating Styles 
 

Background: 
Style         Description 

Attack       Threaten, use hostile tones and 
gestures,   
                 insult, criticize, blame, 
stereotype, interrupt  

Evade       Ignore, change subject, withdraw, 
postpone 

Inform       Give reason or justification, 
explain position,  
                  make requests, express needs, 
underlying  
                  positions, feeling  

Open         Listen quietly, probe politely, ask 
question  
                  non-judgmentally, listen actively, 
paraphrase  
                  otherôs statements, summarize 
common  
                  understanding  

Unite          Share ritual, build report, 
establish common  
                  ground, propose solutions to 
problems,  
                  dialogue or brainstorm  

  



 

 

Exercise: Role plays to examine the affect of different styles in 
a negotiation: 

¶ The group identifies a real problem faced by all or some 
members of the group, which requires negotiations. This could 
be of a wife with a husband, or a lady with a school teacher, or 
a farmer with a government official. 

¶ Five members, familiar with the issue that needs to be 
resolved, are chosen from the group to represent one side of 
the conflict. The staff member takes the other side. 

 

Exercise: Conflict Resolution using positive Negotiation Styles 
 

Stage 
1 

Ritual Sharing: Both X and Y engage in 
uniting 

Behavior 

Both engage in casual 
conversation to try to 

establish 
common ground, and 

pick up 
information that can 

help in the 
negotiation 

Stage 
2 

X stage his position 
flexibly (Informing) 

 
 

Y probes and 
restates Xôs 

underlying needs in 
his/her on words 

(Opening) 

Y stage his 
position 
flexibly 

(Informing) 
 
 

X probes and 
restates Yôs 

underlying needs 
in 

his/her on words 
(Opening) 

Each explains his 
position, his needs, 
makes requests, giving 
reasons and 
justification  
 
Both Listen quietly in 
turn, ask     
   questions to acquire 
further  
information and 
understanding  
without making 
judgments 
 

Stage 
3 

Reframing the problem: Either X or Y 
asks: ñHow can we satisfy the priority 
needs of both X and Y?ò (Uniting) 

 

Stage 
4 

Problem Solving: X and Y brainstorm a 
number of possible alternative ways to 
satisfy their needs  
 
Reaching Agreement: X and Y 
evaluate the alternative pick the 
combination for both sides and 

 



 

 

summarize their agreement  

Coleman-Raider ñBare-Bonesò Model for Conflict Resolution  

 

¶ The staff member sits in front of the group and the first member 
chosen sits before him/her and starts to present the problem or 
Conflict. The staff member responds in the first style: attacks 
using the behavior described to interact with the person. After 
the interaction has reached is ended and the group member 
returns to his/her place in the group. The Interaction can be 
brief, but should involve at least two exchanges. 

¶ The staff next member now comes forward and presents the 
same situation, but this time the staff member role-plays the 
second style: Evades using the behavior described. Similarly, all 
five styles are role-played in the group, each time with a 
different member presenting the case. 

 
Reflection  
 

¶  How did the different styles affect the interaction between the 
two parties? 

¶  Which styles helped and which were obstacles to resolving the 
area of conflict? 

¶ Application to situations in the group and of the group with other 
persons/group. 

    
Reflection: How can we ally this technique in resolving our own 
conflicts, inside and outside the group? 
 
Options to bring into practice when the other party is not 
cooperating: 

¶  Mediation  

¶  Arbitration, or 

¶  Litigation or force 
 
Grading of SHG 
 
On completion of six months of group formation and groups those, 
who have received Livelihood Investment Tranche-1s managing 
well would be graded for livelihood support. Grading would be done 
jointly by banker and PFT team. SHG would prepare their MCLP for 



 

 

all individual members and draw a consolidated MCLP for group as 
a whole. Once PFT receive the MCLP, detailed grading would be 
organized, format is annexed Format- 15. 

 
Bank Linkage 13 

 
On completion of six months of group functioning SHG through 
CDO & PFT would approach bank for first credit dose. CDO & PFT 
on behalf of SHG would share the entire process of project and 
group culture imbibed by RRLP groups. SHG would share all the 
documents books with banker and seek first credit dose. PFT would 
invite Banker for joint grading to gauge the group readiness for 
receiving financial support from project and credit from bank. On 
qualifying the joint grading exercise it is expected that group would 
get the required financial support from project and rest credit from 
bank.  
 
 
 
 
Account and Record Keeping of SHGs 
 

1.  At SHG level account and record keeping is necessary to do in 
a way so that records of savings of members, internal loaning, 
amount received from CDO (Utthan Sansthan) and other 
schemes can manage and utilize properly. 

2.  SHG has to keep all records according to financial year. 
Financial year will from 1st day of April to 31st day of March. 
SHG has to maintain new registers for each financial year. 
SHG has to purchase all registers from the market.  

 
The following registers will be kept by SHGs: 
 
Attendance Register 
 

At the starting of the meeting attendance will be taken. It will 
necessary to take signature or thumb sign of members in 
attendance register. The format is annexed Format- 16 
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Meeting Minutes Register 
 

The minutes of each meeting will be prepared in two copies; one 
copy will be sent to PFT office for MIS entry. Due to following 
reasons it is necessary to write the minutes of each meeting: - 

a. Members can remember the decisions taken in each 
meeting. 

b. Any villages can get information about decisions taken. 
c. All members can become aware about action taken on 

decisions. 
d. Group can enclose the copy of meeting minutes with 

demand proposals. 
 
The format for meeting minutes is annexed Format- 17 

 
Saving and Investment support Account (Ledger) 
 
Each member will have separate account. Two pages will be kept 
for each member, which will have the detail of saving account and 
investment support account of the member. With signature, date, 
monthly saving, total saving will be in saving account and at 
investment support account sanctioned investment support amount, 
principal amount received, interest received, penalty received and 
remaining investment support will be entered with memberôs 
signature. Saving and Investment support account format is 
annexed Format- 18  
 
Cash Book 
 
All receipts and paymentôs entry does in cash book. In cash book it 
is necessary to have different column for bank and cash. 
Transaction will be either receipt or payment like wise will be done 
by cash or through bank. In receipt information about date wise, 
account/ledger page no. / voucher no., name of member and reason 
of receiving, cash or bank and in payment date wise, and 
account/ledgerôs page no. / voucher no., name of member and 
reason of payment, cash or bank will be entered. Format for cash 
book is annexed Format- 19 
 



 

 

The Member Investment support Register format is annexed 
Format- 20 
 
 
 
 
Following points are important to keep in mind while doing 
cash book entry 
 

a) Calculation of cash and bank balance is necessary to do after 
each meeting. 

b) It will necessary to verify the cash and bank balance by 
secretary and treasurer after each meeting. 

c) There should be no correction or over writing in cash book. If it 
happens then should be verified by secretary and treasurer. 

d) Balance amount shown in cash book should reconcile with 
cash in box. If difference found then necessary to entries 
again.  

 
Individual Pass Books of SHG Members  
 
Each member of SHG will have individual pass book, which have 
details of savings and investment support amount done by 
members. After the receiving of savings of the member, President or 
treasurer will sign in the last column. Format for individual pass 
book is annexed Format- 21 

 
Other Documents / Files 
 
SHG will keep following documents and files: - 
 

a) File related to investment support application received from 
members. 

b) File related to Investment support application/ proposal to 
take investment support from CDO (UTTHAN SANSTHAN). 

c) SHG livelihood plan file 
d) Visitor Register. 
e) Cash Box. 

 



 

 

 
Meeting Report of SHG 
 
After each meeting SHG will send the copy of minutes of meeting to 
PFT for MIS entry. The following stages will be under this: - 

 

(1) Book keeper will do entry of information in meeting minutes 
register. Information will be prepared in two copies; one copy 
will be sent to PFT for MIS entry. 

(2) After meeting within three day secretary will provide the 
meeting details to PFT for MIS entry. PFT has to establish 
clear system for this process so that all information about 
SHGs can be received on time. 

(3) MIS operator, after checking will enter all information in MIS 
software. If MIS operator founds any problem in detail, he will 
inform to respective SHG abut it and after correction will enter 
the details in software. 

(4) MIS operator will prepare one statement, which will have the 
following information: 

I. Total meeting conducted and member wise attendance. 
II. Member wise saving done in meeting and total saving. 

III. Investment support application received in meeting and 
total application received up-till date.  

IV. Number of members received investment support in 
meeting and total number of members received 
investment support up-till date. 

V. Member wise investment support amount received in 
meeting and total investment support amount received up-
till date. 

VI. Member wise principal amount received in meeting and 
total principal amount received up-till date. 

VII. Member wise interest amount received in this meeting 
total interest received up-till date. 

VIII. Member wise investment support amount outstanding in 
this meeting total investment support amount outstanding 
up-till date 

IX. Member wise interest amount outstanding in this meeting 
total interest amount outstanding up-till date. 



 

 

X. In this meeting member wise proposed repayment of 
investment support amount and actual investment support 
amount received. 

 
(5) By doing nominally payment SHG can get the statement from 

MIS operator. This system has developed so that after the 
project it will continue. MIS operator will be placed at PFT 
office and all information can get directly form PFT computer. 

 
 
Disclosure at SHG level 
 

¶ The most appropriate disclosure system of information at the 
SHG level will be at walls of village. The information will 
includes details of name of member SHG, date of registration, 
name of Executive Committee officials, name of support 
persons i.e. community mobilizer, book keepers and para- 
professionals and date of meeting etc. (annexed Format- 22) 

¶ The information related to details of SHG will also be displayed 
at the website of department. 

¶ The information of the SHG will also be shared in the Gram 
Panchayat meetings and Gram Sabha. (Community Mobilizer 
concern wood be responsible for this) 

¶ The information and progress of the SHG will also be published 
in the RRLP quarterly newsletter óDhani Ki Vaniô  

¶ The information of the SHG will also be discussed in the 
community radio programme/ radio programme on turn basis. 

¶ Efforts would be made that The information of SHG will also be 
displayed in the Community Facility Center of the department of 
Information Technology, GOR  

 

 



 

 

Prayer and theme based songs to be sung in group meeting: 
 

Rats folk her 

¼pyks xtkuUn½ 

 

pkyks , lgsY;ka vkika lfefr esa pkyka & 2 

dbZ lfefr jh lnL; cu tkoka , lgsY;k pkyks 

 

lfefr esa pkyka us cpr djkaxk 

NksVk NksVk rks vkih fu;e c.kkoka 

dbZ xjhcka jks laxBu c.kkoka ,s lgsY;k 

pkyks --------- 

 

chl t.k;k us rks lnL;k c.kkoka 

rhu t.;k us vkih eqf[k;k c.kkoka 

tklw lfefr jks [kkrks pykoka , lgsY;k 

pkyks ------------- 

 

eghuk js ckn vkih cSad esa tkoka 

cBs lfefr jks [kkrk [kqykoka 

dbZ cM+k cM+k yksu mBkoka ,s lgsY;k 

pkyks --------- 

 

yksu ysbS us vkika /ka/kks pykoka  

Msjh flykbZ djk [ksrh lq/kkjka 

dbZ ?kj jh xjhch feVkoka ,s lgsY;k 

pkyks --------- 

 

dekbZ djh vkik djt mrkjk 

lfefr jk fu;e jh ikyuk djka 

dbZ lkQ fglk vkih jk[kka ,s lgsY;k 

pkyks --------- 

 

fgLlk jkf'k us fd'r Vse ij pqdkuk 

lxyh csuk feyus oj.kks djlka 

dbZ U;kjh U;kjh Mk;jh fy[kkoka ,s lgsY;k 



 

 

pkyks --------- 



 

 

rtZ&esgUnh oks okbZ ekyos 

 

 

lfefr c.kkoka vki.kk xkao esa th 

o.kh esa xjhc yqxk;k jks lkFk js 

lfefr okyh yksxs ------------------------ 

 

xjhch tks vki.kh feVko.kh os rks  

djyks lfefr jks lkFk , 

lfefr okyh yksxs ------------------------ 

 

chl t.;k feyus ,dks djks th 

lxyh ,d fnu eghuk vkoksa ,as 

lfefr ?k.kh I;kjh 

lfefr okyh yksxs ------------------------ 

 

fu;e j[kks rks csuk ikytksa tkalwa 

laxBu gksosyk etcwr ,sa 

lfefr okyh yksxs ------------------------ 

 

eghuk jh oapr Hksyh djks , csuk 

,d nwtk dks djyks lg;ksx ,sa 

lfefr okyh yksxs ------------------------ 

 

djtks ysoksa csuk HkykbZ ystksa 

o.khjks djtks ?k.kks mi;ksx ,s 

lfefr okyh yksxs ------------------------ 

 

t:jr okyk us isyh yksu nsotks ,s csuk 

fd'rk l w djtks Hkj ikbZ ,s 

lfefr okyh yksxs ------------------------ 

 

xkaok&xkaok es Fks lc tkotks 

cBs cSuk us nhtksa ;s lans'k ,s 

lfefr okyh yksxs ------------------------ 



 

 

rtZ&, :.khpksa jk/kkf.k;k---- 

 

 

,s xkoa&xkao jh csuk ekjk xkaok jk HkkbZ;k 

ckuk Vkcfj;k jh Vksyh ekjk Hkkjr jk Hkfo²; 

ekjh ckrka laHkkyksa th vksth -------------------------- 

 

xkao esa xjhch vkbZxh jkstxkj jh ekj th 

[ksrh lxyh pkSiV csbZxh dky iM+s gj lky th 

rax csbX;k esy ekaM;k] ?kj /kU/kk jk dke th 

,s HkbZMk Fks lc feyus lfefr;ka c.kkoksa 

vj cSad lwa djtks ikoksa /ka/kk lwa djt feVkoksa 

,s xkao&xkao ------------------------ 

 

lfefr esa 20 t.kk fey djyksa lax c.kk;k th 

efguk HkkbZ ,d fnol Fks cSBks lxyk lkFk th 

fgLlk jk'kh tek djks us tek jks fglkc th 

t:jr okyk us iSyh djtks nsoks vki th 

,s HkkbZMk Fks rks nqf[k;k jks nq[kMks feVkoksa 

vj iq.; ?k.kksa Fks ikoksa 

,sa xkok&xkoka ------------- 

 

fu;e c.kkoksa] fd'r c.kkoksa] fu.kZ; ysoksa vki th 

cSad ekbZus [kkrks [ksyks] /ka/k lk: yksu th 

ekjh ckrka laHkkyks th vksth ------------------ 

 

Vse Vse lwa tek djkoksa] thou lq/kjh tkos th 

djtk jks mi;ksx lkFkhM+k /ka/kk lk: djtks th 

,s HkkbZMk Fks lc jke/kje lwa pkyks 

vj thou lQy c.kkoksa 

, xkao 

 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 

Chapter - 4 

 
 
 

Priority Plan (PP) 



 

 

 

Priority Plan 

 
The members of SHG will assess household wise need, demand 
and gaps of credit in order to draw SHG priority plan. This priority 
plan will address credit needs of each member of SHG for 
supporting housing and other social needs. Priority plan would be 
finalized after thorough dialogue among SHG members meeting. 
The prioritization done during the meeting will submitted to CDO for 
appraisal and forwarding to DPMU as demand of Livelihood 
Investment Tranche-114. annexed Format- 23 (i, ii, iii, iv) 

 
Objective/ Purpose: 

 

¶ To empower community in identification of their needs. 

¶ Developing dynamics where the community exercises the 
process of analyzing priorities of the members. 

¶ Learning the skill of aggregating demand and accessing 
financial resources for meeting the demands. 

¶ Readiness to catalyze group dynamics. 
 

When:  

¶ At least 3 month is to be completed from the date of the 
inception of the group (Registration with project). 

¶ Twelve meetings is completed. 

¶ Group should have norms and adherence to the same is 
required. 

¶ Savings should be deposited and Investment supports should 
be paid regularly. 

¶ Group shall encourage Internal Lending. 

¶ The group shall have Bank Account. 

¶ Regular Book Keeping is done. 
 

Who: 

¶ The SHG members will prepare the Priority Plan. 

¶ Members of PFT and CM/ Book Keeper/ Para Professionals 
shall support the group to prepare priority plan. 
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How: 

¶ At First, PFT shall facilitate the group in understanding the 
issues of providing priority to an individual based on the 
community driven mechanism and understanding. 

¶ This will become very important as the dynamics within the 
group will be evolving on performance parameters and it shall 
be an exercise for community to sympathize with the concerns 
of the other. 

¶ The team shall be facilitating the task of profiling of an 
individual member and then getting it ratified by the group. 

¶ The team shall be facilitating the group in becoming the 
spokesperson for their own cause and PP preparation shall be 
a guiding phenomenon for them. 

 
 
 
Steps of Priority plan 

¶ Estimate listing of the credit requirement of individual 
members with uses. 

¶ Priority on individual level among the above list. 

¶ Consolidation of individual needs at group level. 

¶ Prioritization of needs at group level 
 
Do's in the Priority Plan 
 

¶ The Priority Planôs necessity, objective and preparation 
method are to be discussed in the SHG meeting. 

¶ The member of the SHG should, before the preparation of the 
plan, discuss about the priority of needs with her family 
members. 

¶ All the members of the SHG should discuss and prepare their 
individual PP. 

¶ The staff (Book keeper / Animator) should write down member 
priorities as shared by them. 

¶ Each and every member of the SHG should know the 
investment support details of every other member and be able 
to share the same. 



 

 

¶ All the members of the SHG should attend the SHG meeting, 
explain their financial priorities and know other memberôs 
priorities, present their proposal get agreed. 

¶ Members should spend the investment support amount only 
for the purpose mentioned in the PP. 

 
 
Donôts in the  
 

¶ Priority Plan should not be prepared without being aware of its 
necessity and objective. 

¶ Members should not participate in preparation of PP exercise 
without due discussions with the family members regarding 
their financial priorities. 

¶ Members should not indulge in to equal distribution of the 
amount it should be divided based on PP and consent got 
from SHG after approval. 

 
 
 
 
 

 

 



 

 

 

 

 

 

 

 
 

Chapter - 5 
 

 

Micro Credit & Livelihood 

Planning 



 

 

Livelihood  
 
Work is an important part of every personôs life; it defines who we 
are and without work we often feel socially excluded. For young 
people from any community, finding a stable job position is also a 
symbol that marks the transition from childhood to adulthood. In 
finding employment, young people find independence and a 
freedom of choice about their lives. It gives them a certain degree 
of economic security that is often a prerequisite for partnership 
formation and parenthood. The creation of sustainable livelihoods 
has become an important factor in this era of globalization to 
understand the progress of a nation, especially in developing 
countries and among disadvantaged populations.  
 
Why livelihood orientation 
 
Livelihood education & services would provide the SHGs required 
knowledge about alternate means of earning.  
 
Capacity building of SHGs  
 
God has made no lock without key; we only need to put efforts to 
discover the right key. In order to build the capacity of SHGs to 
identify the suitable livelihood a series of WORK camps would be 
organized at village / CDO / PFT level. The project will undertake 
intensive capacity building of SHG members on Social Inclusion, 
Accountability and empowerment, financial literacy, SHG Concept 
functioning, conflict resolution and leadership. 
 
Formation of SHG Micro Credit Livelihood Plan (SHG- MCLP)15 
 
Village level livelihood plan/analysis of resources 
Before initiation of SHG, individual member livelihood plan the PFT 
and CDO will prepare the Village level livelihood plan with a rigorous 
exercise. During this exercise the PFT and EC of CDO will analyse 
the informations collected during the preparation of the village 
profile, resource mapping . 
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The PFT and EC members will discuss this plan in CDO meeting 
and educate the SHG members to consider the village livelihood 
plan while preparing SHG and member livelihood plan. This will help 
to better marketing as well as backward and forward linkages. 
 
WHO 
SHG Livelihood plan will be prepared by the SHG and approved by 
CDO The SHGïMCLP will identify the need, demand and gaps for 
livelihood activities of the member of the SHG each SHG member 
will have and independent livelihood plan to be prepared with 
support of Community Mobilizer, Book Keeper and Para 
Professionals, Concerned Bank and Sector Support Organization, 
Line Department Specialists.  
 
WHEN 
The formulations of SHG Micro Credit Livelihood Plan (SHG-MCLP) 
will be according to the SHG member choice and their requirement 
capacity building for particular livelihood activity SHG will give the 
livelihood plan between Nine to Eighteen months and after grading.                         
 
The SHG-MCLP will be prepared by the SHG and approved by the 
CDO. A SHG profile would be developed prior to preparation of 
MCLP. The SHG-MCLP will identify the need, demand and gaps for 
the livelihood activities of the members of the SHGs. Each SHG 
member will have an independent livelihood plan to be prepared 
with the support of the PFT, concerned Bank and Sector Support 
Organizations/ Line Departments/ Specialists. The formulation of 
SHGôs Micro Credit Livelihood Plan (SHG-MCLP) will be according 
to the group memberôs choice and required capacity for particular 
livelihoods activities. The SHG-MCLP would include:  
 

Process for Preparation of SHG Livelihood Plan 

¶ Should be prepared at a place that is agreeable to all the 
members. 

¶ Point discussed at the time of preparation are to be noted 
down in the Minutes Book. 

¶ In case of Income Generating Activities (IGA), the members 
should, First discuss among their Family members, come to 
a decision and present the same in the meting. 

¶ Members should act independently and take decisions. 



 

 

 

Preparation of SHG Micro Credit Livelihood Plan ïThree step 
process: 
 

  Step 1:   Preparation of Individual Data Base 
 

(A)   Identification of Individual needs 

¶ Members of family. 

¶ Total earning members. 

¶ Agriculture land. 

¶ Type of house  

¶ Livestock 

¶ Source of irrigation. 
 

(B) Individual Receipts & Payment (for last one year) 
statement of the Member. (annexed Format- 24 (i, ii) 
Following informations may be analyzed through household 
survey format: 

¶ Details of the earning through the present livelihoods  

¶ Details of expenditure on Family & Livelihood. 

¶ Repayment of Debts :  Private, Banks 

¶ Details of Liabilities (Cash) 

¶ Details of Assets (Cash)   
  

 (C) Assessment of the activities Selected by members and 
amount required (annexed Format- 25) 
Explaining the activities to be taken up. Enhancement of 
capabilities through investments 

¶ Present income through existing activities and 
assessment of additional income that can be earned after 
investment. 

¶ To make them think of the opportunities that exist. 

¶ Ways and means to enhance the income through existing 
livelihood. 

¶ To make them aware of the capabilities. 

¶ Discussion on the Problems of each members and 
decide the priority of member for availing the lone. 

¶ Explaining the activity to be taken up. 

¶ Assessment of different component and amount required 
for successful implementation of the activity. 



 

 

Step2:  
 

(A) Assessment of the investment required for the activities 
and decides the priority of members to take the investment 
support (annexed Format- 26 (i, ii) 
ü Methods of getting out of Problems through investment. 
ü To make them think of the ways and means to get the 

investment. 
ü Explaining the investment. 
ü Explaining the method of repayment of investment. 
ü Assessment of the investment required by all the members. 
ü To decide the priority for taking the lone by the members. 
ü If all the members get the investment supports at a time, they 

will compete with each other asking others to pay first. As a 
result the norms of the SHG will be violated. 

ü There would a Problem as to which member (Second 
Priority) the money obtained through recovery is to be given, 
therefore, all the members should discuss among themselves 
and prepare a rotation Plan. 

ü An analysis should be done on the basis of the details of the 
first priority borrowers and a plan is to be prepared though 
discussion with all the members. 

ü First priority of the members for taking the investment 
support must be: 

1- Person from category of extremely poor with no sources 
of income. 

2- Single women 
3- Without/ little skills 
4- According to the season relevant to the IGA (Priority is 

to be given) 
 

ü A process is to be evolved to provide investment supports to 
the second priority members on the basis of the principle and 
interest recovered according to the recovery plan and the 
saving. The process is to be evolved in a way that all the 
members can get investment supports in a period of 9 
months based on the repayments of the first priority 
borrowers. 

 
Step 3 :  Impact on Environment  
 



 

 

If environment have any adverse effect due to activity then these 
effects and mitigation of these effects should be indicate. There is 
no need to assess the impact on environment for the consumptive 
need. (annexed Format- 27) 
 
(A)  Comprehensive information of the SHG (annexed Format- 
28 (i, ii, iii) 

¶ Details of the SHG. 

¶ Details of the funds /corpus of the SHG. 

¶ Grade Obtained by the SHG. 

¶ Age of the SHG. 

¶ SHG fund Details. 
 

(B) Assessment of SHG- Micro Credit Livelihood plan by 
PFT, Recommendation and approval by CDO (annexed 
Format- 29) 

 Technical support would be provided by the project as 
when required  : 

1. work camps  
2. technical training  
3. entrepreneurship development 
4. cluster approach 

 
Doôs in the SHG- Micro Credit Livelihood plan 
¶ The necessity, objective and preparation method are to be 

discussed in the SHG meeting 
¶ The member of the SHG should, before the preparation of 

the SHG-MCLP discuss about the income generating 
activities with her family members. 

¶ All the members of the SHG should discuss and prepare the 
SHG-MCLP 

¶ The PFT staff or SHG book keeper should write down the 
SHG-MCLP as per their instruction. 

¶ Each and every member of the SHG should know the 
investment support details of every other member and be 
able to let the CDO know. 

¶ Two members of the SHG should attend the CDO meeting, 
explain the plan and get approval. MOU should be made 
known to all the members. 



 

 

¶ Sanction of investment supports should be in accordance 
with the Investment support Sanction Plan and they should 
meet the requirements of the members. 

¶ Members should spend the investment support amount only 
on activities mentioned in the SHG-MCLP. 

 

Don'ts in the SHG-MCLP 

¶ SHG-MCLP should not be prepared without being aware of its 
necessity & objective 

¶ Members should not participate in preparation of SHG-MCLP 
without due discussions with the family members. 

¶ Members should not indulge in equal distribution of the amount 
got through SHG-MCLP after approval. 

 
The SHG-MCLP can be submitted for approval to the CDO only 
after the SHG has been graded A in the first grading in prescribed 
format annexed Format-15. The CDO will intimate the decision of 
sanctioning the SHG-MCLP to the DPMU together with a request 
for release of funds in one or two installments. Further SHG would 
release investment support to members. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Formulation of 
Livelihood Plan by 
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Livelihood Plan by 

PFT Level panel 
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Plan by CDO 
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individual 
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Fig 4.9 ς Process of Formulation of Livelihood Plan 



 

 

 
 
 
Negative List ï Activities not allowed through the Project 
Fund : 
¶ Cash grants to individuals. 
¶ Facilities that do not directly improve the productivity of the 

poor (e.g. public administration buildings, political or trade 
union facilities, religious buildings). 

¶ Operating cost of constructed facilities. 
¶ Activities require land acquisition or purchase and causing 

loss of structures and adverse impact on livelihood and 
income. 

 

Technical Support for Preparation of MCLP 
 

What is Work Camp 
It is learnt from past livelihood promotion projects that mostly SHG 
opt traditional income generation activities as they donôt have 
knowledge about alternatives.  
 

Therefore, RRLP intent to provide a platform, where SHG 
members can see various available livelihood options and opt the 
most suiting one.  It would be one day event, which would be 
organized in partnership with local experts who can demonstrate 
practically the process of establishing an enterprise, profile and 
required backward and forward linkages. 
 

Why 
To provide choice and ensure the investments made under the 
project are utilized efficiently by the beneficiaries. In addition to this 
it would decrease the burden on farm based activities and switch 
the attention and inclination toward non-farm high remunerative 
livelihoods. It would balance the overall activity / Sector portfolio 
taken up under RRLP by SHG.    
 

Technical trainings  
Project would provide the complete liberty to SHGs to opt the most 
suiting livelihood. To enhance their knowledge base about the 
overall activity opted and capacity to manage the same rigorous 
technical trainings would be organized. 



 

 

 
Why 
Technical training would provide complete know ï how about the 
scientific management of livelihood and scope for value addition 
by the way of adoption of latest downsized technological solution. 
It would not only enhance their employability but also augment the 
confidence to manage their individual / group activity.  
 

Where  
Most of the trainings would be organized at village / CDO level. 
Taking into account the required facility infrastructure / technology 
/ machinery same may be organized at PFT or higher block / 
district / state level. 
 

By Whom 
Technical trainings would be organized by the specialized 
agencies.  
 

Livelihood Identification  
The individual members of SHG would responsible for 
identification and selection of livelihood. CM / CDO and PFT would 
facilitate the members and SHG as whole for selection of viable 
options by the exposure visit, work camps and various training 
inputs. However, RRLP major focus is on credit delivery and 
facilitation of livelihood promotion. Therefore, RRLP would cater 
the community demands through credit & CB inputs through 
community institutions only. 
Role of PFT  
PFT as core facilitator would play advisory role and facilitate the 
entire process starting from credit exposure, motivation for 
initiation of enterprise, exposure of various non-farm activities and 
arrange trainings for acquisition of required technical know ï how 
inputs, provide platform for interaction with various specialized 
institutions for backward and forward linkages establishment. 
 
PFT at cluster level would see that livelihoods identified by various 
SHGs and individual members within SHGs are supplementary in 
nature and creating various level opportunities for value addition 
and income & employment. PFT would facilitate the SHGs in an 
organized manner and check that same activities is taken by 
appropriate number of individuals / SHG, which is aliened with 



 

 

local resources e.g. raw material, market the basic demand & 
supply dynamics.  
 
Role of CDO  
CDO at village level would assist the SHG and members to take 
up most suiting livelihoods taking into account the skill, resource, 
fund and knowledge base. Further, it would create a platform for 
knowledge exchange among the various SHG and establish the 
business linkages between them to make the cluster as self 
sustainable & compliance in terms of most of the resources 
required for management of various enterprises.  
 
Role of DPMU 
 
DPMU would ascertain the need for specialized serviceôs based on 
the inputs received from PFTs. DPMU taking into account the 
livelihoods taken up by majority of groups would identify 
specialized agencies to provide required linkages for sustenance 
of RRLP investments. DPMU would further arrange linkages 
through various government schemes and departments 
MGNREGS, ICDS, Social welfare, Banks, forest, watershed and 
veterinary departments. DPMU would try to arrange higher order 
partnership, which can bring value for community institutions in 
terms of leveraging livelihood opportunities through convergence 
of existing scheme.   
 

¶ Entrepreneurship Development  
 

Entrepreneurship is one of the most important inputs in the 
economic development of a country and one of the regions within 
the country. Economic growth and industrialization is the bye-
product of the entrepreneurship. It is the breeding ground for the 
development of small-scale enterprises. Entrepreneurship 
inculcates entrepreneurial traits into a person and develops 
personnel, financial, technical, managerial and marketing skills in a 
person. Entrepreneurship education makes develops a person into 
perfect skillful enterprise manager / entrepreneur.  
 

For well over a century or even longer, entrepreneurship was 
confined to economic literature as a mere concept to explain the 



 

 

process of production, without giving much practical value to those 
involved in the task of enterprise development, which was 
perceived as mundane. Few until very recently believed that 
entrepreneur could be developed through educational endeavors 
or that entrepreneurship could be a matter of teaching / training. 
Today many management research institutions are working on 
developing entrepreneurial personalities in last one half a decade 
progress in this direction human capital development has been 
swift. Entrepreneurship development has become almost a 
nationwide movement.  
 
SIDBI, NABARD, SISI, SIDO, FICCI & organizations e.g. UNIDO 
has organized uncountable number of Entrepreneurship 
Development Programmes EDPs for imparting relevant training 
focusing on strengthening the foundation of entrepreneurial 
personality, skills for making feasible business plans, mobilizing 
resources and managing an enterprise.  
DPIP CIGs were deprived from such an important input, now 
entrepreneurship inputs clubbed with technical trainings would 
enable SHGs to manage the group enterprise efficiently. 
Organization of Entrepreneurship development Programme for 
SHGs can create wonders and set an example for project overall 
sector. 
 

¶ Cluster Development Orientation  
 

In common parlance, a cluster of units refers to concentration of 
firms in geographical locality, manufacturing similar kind of 
products. The cluster may be natural or induced. In case of natural 
clusters, the group of firms making identical products is formed 
without external inducement but by natural process. Availability of 
raw material, traditional and skilled expertise, ethnicity, ready 
market etc may be reasons for formation of natural clusters. 
Natural clusters are normally confined to a geographical location ï 
e.g. Hosiery garments in Tirupur, knitted wear in Ludhiana, lock 
industry in Aligarh, Saree cluster in Chanderi, Leather industry in 
Agra etc. 
 

Induced clusters are those, which come up as a result of policy 
measures taken by concerned agencies/Government. The 
Government may decide to locate a particular group of industries 



 

 

at a specific locality. For example, creation of software-park for 
software industries, creation of agro-processing zones for setting 
up of agro based units etc. However, a cluster is not just an 
agglomeration of firms. It is a cluster of firms faced with common 
opportunities and threats. We find a number of linkages also in a 
cluster. These linkages are at the backward level; with machinery 
suppliers, raw material suppliers and at the forward level with the 
selling agents, exporters, customers etc. There will be linkages 
with technical institutions, financial institutions, regulatory bodies 
and other support institutions. Thus a cluster is not just a group of 
units as we find in an industrial estate.  
 
Cluster approach in RRLP: 
 

RRLP right from inception would organize the poor into SHGs, and 
develop them into micro entrepreneurs. In order to sustain all 
efforts of uplifting the poor permanently, certain institutional 
building needs to be systemized. As RRLP would work with 
resource poor, small and marginal farmers they lack access to 
bank finance, negotiation skills with inputs providers and market, 
and economies of scale to take full advantage of the livelihood 
activities pursued by them. This can only be in the form of clusters 
of SHGs at various levels so as to develop different clusters of 
different activities undertaken in this project. This may be in terms 
of a Producer company legal structure.  
 

Clustering of SHGs will have the following benefits from DPMU/ 
CDO point of view: 

¶ Achieve autonomy and sustainability over a period of time. 

¶ Capacity building of members for independent and 
democratic setup 

¶ Expanded outreach of Project 

¶ Better and effective monitoring system 

¶ Effective and easy training and motivation platforms 

¶ Nurturing leadership potentials in group 

¶ Better responsibility delegation and accountability 

¶ Platform for resource, experience and information exchange 

¶ Promotion of best practices among groups 

¶ Reduction in cost of transaction 



 

 

¶ Conflict management and achievement of larger goals of 
social empowerment. 

 
Clustering of SHGs will have the following benefits from 
SHGs point of view: 
 
Backward Linkages 

ü Bulk raw material procurement ensures lower cost of 
inputs 

ü Lower transaction costs, reduction in wasteful 
expenditure 

ü Better and ensured quality of inputs 
ü Better Savings, Micro finance, corpus funds and micro 

insurance 
ü Common infrastructure development and fixed assets 
ü Systematized training management 
ü Season wise cropping plans/annual action plans  
 

Processing / production 
ü Smooth Implementation of best practices and 

demonstration units 
ü Division of labor, specialization and skill improvement 
ü Value addition, and professional touch in production 
ü Larger volumes, higher productivity, low costs 
ü Better record keeping and financial management 
ü MIS development and multidimensional intervention 

opportunity  
 
Forward Linkage 

ü Collective bargaining, Marketing of produce and better 
price 

ü Identification of suitable and multiple markets 
ü Sorting, grading and storage ensuring better price 
ü Rotation of funds and profit sharing  
ü System building, collaborations and employment 

 

 

Bank Linkage 
 



 

 

The project targets that 70 percent of registered SHGs must be 
linked with Banks i.e. around 23,000 SHGs would receive loans 
from Banks at least once during the project period. At one level 
this target fits well with the mandate of Banks and NABARD. 
However, it is the experience of many organizations that the Banks 
have several reservations in giving loans to SHGs, inspite of the 
refinancing assurance by NABARD. Of these reservations, some 
are based on facts, some exist because of lack of knowledge and 
understanding of SHG model, and, finally, some reservations stem 
out of misconceived perceptions and prejudices regarding the 
óbankabilityô of the poor. 
 
In order to ensure bank linkage, all three sets of reservations will 
have to be addressed. The fact based concerns of the Bankers 
must be incorporated into the Projectôs design and systems. 
Listing of such concerns may be done in a workshop mode where 
NABARD and all the Banks operating in the Project districts must 
be represented at the highest level of the state together with a few 
branch managers. 
 

For the other two categories of reservations, the Bankers must be 
taken for exposure visits to locations within as well as outside the 
State where the bank linkage is being successfully executed. 
Literature around bank linkage will be made available to the 
bankers in Hindi. Periodic workshops may be conducted during 
the first two years of the Project with Bankers in order to 
understand their concerns and devise mutually acceptable 
solutions. Parallel, attempts should be made to get into formal 
Memorandum of Understanding (MoU) with Banks where the 
Banks agree to finance Project supported SHGs based on 
mutually agreeable performance indicators and other criteria (0 
balance account opening, consideration of group for loaning where 
the defaulters are the members of the groups and free transfer of 
money among the community institutions). The Bihar Rural 
Livelihood Program has done pioneering work in this regard and 
their assistance may be taken in designing this component and the 
MoUs. 
 
RRLP would also try to get into an agreement with NABARD to 
become a Self-Help-Promoting-Institution (SHPI) under their aegis. 



 

 

NABARDôs targets of SHG promotion and Bank Linkage for the 
Project district far exceed the Projectôs targets and the Project 
could negotiate to be an SHPI in all of the Project districts. This will 
create a win-win situation for both NABARD and well as the 
Project. NABARD will be assured of meeting its targets of SHG 
promotion in those blocks. The Project on the other hand will be 
assured of NABARDôs support in securing bank linkage from 
banks 
 
Specific support for microfinance linkage (sector support) 
 
 



 

 

  Skill Development and Employment Promotion 

 

SKILLS DEVELOPMENT AND EMPLOYMENT PROMOTION 
 
Skill development and employment promotion has emerged as an 
important strategy for livelihood promotion over the past few years. 
Both governmental and non-governmental agencies are investing 
considerable resources and energies in this direction. This 
strategy is especially being used for the youth segment of the 
population. 
 

The RRLP will also target to train and employ at least 1,000 youth 
per project district. Total 17000 youths will be trained out reach of 
5.8 lacs house holds. The estimated cost per candidate for 4 to 8 
weeks long training program is Rs. 15000 -20,000 depending on 
the sector. 
 

Salient Features 

¶ Focus on youth in the age group of 18-35 years. 

¶ Focus on salaried employment as against wage employment. 

¶ Partnership with specialist organizations like RMoL, RKCL etc. 

¶ Short term training programs ï 4 to 6 weeks. 

¶ Focus on sunrise industries. 

¶ The modules should factor in skills required both at the entry 
level as well as the next higher level so as to facilitate growth. 

¶ Encourage female youth to participate in this initiative. 

¶ Modules focus equally on technical and soft skills. 

¶ The Project will offer handholding support to candidates during 
first six months after placement to ensure retention. 

¶ Minimum salary should not be less than the minimum wages of 
semi-skilled persons. 

 

 
 
 
 
 
 
 
 
 
 



 

 

Skill Development & 

Employment Promotion 

1
st
 Year 

680 

2
nd

 Year 

5100 

3
rd

 Year 

5100 

4
th

 Year 

6120 
 

Identify Employability Implementation Partners (EIP)Book-

keepers 
(20)Book-keepers 

(20)Book-keepers 

(20) 

Market Scanning by EIP Job fairs for youth for 
awareness of oortunity 

Identification of Sectors Dissemination of Information of Youth 

Alication of youth for sector specific 
training 

Selection of youth & 
allocation of sector 

Training of selected youth EIP  
PFT Coordinator -       110 
Livelihood & Microfinance     
Coordinator - 110 
Social Dev & Capacity  
Building Coordinator  - 110 
  Finance & MIS Coordinator - 110 
  Total    - 440   
PFT Coordinator -       110 
Livelihood & Microfinance     
Coordinator - 110 
Social Dev & Capacity  
Building Coordinator  - 110 
  Finance & MIS Coordinator - 110 
  Total    - 440   
PFT Coordinator -       110 
Livelihood & Microfinance     
Coordinator - 110 
Social Dev & Capacity  
Building Coordinator  - 110 
  Finance & MIS Coordinator - 110 
  Total    - 440  

Identification of Youth & Listing by PFT 

Visit of potential employer during last 2 
week of training 

Certification by Govt. recognized 
Institute/ Organization 

Placement of Youth 

Post placement follow-up for 6 months 

 

 

 
 
 

6  
Months  

 
2  

Months  

Total 

17000 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
Process of Employability Development and Placement 
 

1. Identification of unemployed rural poor youths between the 
age group of 18-35 years from families covered during village 
entry. The list of rural youth will be prepared who are 
interested. 

2. Expression of interest shall be issued for the selection of 
Employability Implementation Partners (EIP).   

3. The employability implementation partner will be selected on 
the basis that will ensure high quality training and placement 
of the trained youth. The payment to the employability 
implementation partner will be linked to placement. 

4. The selected employability  implementation partner will do,   
(a) Market survey using there networks, to understand the 

industries/ organization where demand is high and 
opportunity will also be utilized to understand the specific 
requirement of each sector. 

(b) Organization of the job   fairs where the youth are made 
aware about various opportunities and this will also help to 
understand nature of demand from the youth. 

5. Based on the two processes mentioned in point No. 4, the 
employability implementation partner will identify the sectors 
that are the most appropriate for each District/ Division. 

6. The potential youth in the project area will be informed about 
the opportunities available in each chosen sector through 



 

 

brochures, village meetings, information in SHG meetings, 
etc. 

7. The youth will ally to the Project in the sectors they are 
interested in through a specially designed application form. 
The Project, through EIPs, will conduct an ability and interest 
inventory test. 

8. The youth will be allotted sectors based on their application 
and the scores of the test. Some youth may not fit into any of 
the identified sectors and will need to be dropped. Such 
candidates will be counseled to go for other opportunities.  

9. Systematic curriculum will be developed by EIPs. Though the 
EIP may collaborate with a technical institution, the 
responsibility for the relevance and quality of curriculum shall 
rest with the EIP. 

10. The training program must be conducted by a team of 
subject matter specialists and training specialists to take care 
of content and pedagogy respectively. 

11. The potential employers would be invited to meet the 
trainees during the last two weeks of the program for 
ócampus selectionô. 

12. The test will be conducted of the trainees by Government 
recognized Institution and the certificate will be issued to 
successful trainees. 

13. The certified trainees will be sent to industries/ organization 
for placement. 

14. The EIP must handhold the trainee in the first six months of 
her/his placement. 

15. Community mobilizes, employees of PO, facilitators of PFT 
Federations will also be trained under skill Development and 
Employment Promotion as a part. 

 

Implementation Arrangement 
Partnership arrangements with EIPs shall be take place as per 
need of the area. The EIP will be responsible for counseling of 
students, identification of appropriate sectors, training, placement 
and retention with the jobs. A detailed training plan would be 
drawn. 
Following Facts to be taken into consideration while selecting the 
Youth for Skill Training and Employability:  
 



 

 

× Minimum Qualification Class 8th Pass 
× Age between 18 to 35 year 
× Interested to work out of Village/City 
× Not have been prosecuted in any offence  

 
 
Process 
 
1. The PFT will forward the identified list of youth who are interest 

in Skill Training and employability to DPMU after 2nd Village 
meeting. 

2. Organization job fair: 
 
ü Who:   Employability Implementation Partner (EIP)  Project 

Facility Team, Community Mobilizer  book keeper and para 
professional  

 
ü Job fair: Venue, Time & Date will be decided by DPMU, PFT 

and EIP in advance so that time of 15 days will be available 
for advertising and informing the Interested youth  

 
ü Participants:  Youth Identified and eligible youth but not 

listed. 
 
ü Mean of advertisement: Pamphlets. SHG meeting, CDO 

meeting , Gram Sabha  and Ward Sabha  Meeting 
 
ü Advertisement: for Job fair by: CM, Bookkeeper Para 

Professional, CDO Executive member and PFT members  
 
ü Invitees: CDO President and Secretary, SHG President 

Secretary, Sarpanch of concerned area and Potential 
Employers. 

 
ü Sector wise priority list would be prepared 

 
3. The EIP will finalize the Sector wise youth requirement from the 

priority list and send its representative in the area to MOU with 
the youth and CDO tripartite.  



 

 

4. The PFT will facilitate the youth to fill up the prescribed 
format/MOU (annexed Format- 30)   

5. The youth will be informed Training place and date in 15 days 
advance  of Training date through CM/ BK/ Para Professionals.  

6. The appointments would be provided to youth (7 days before 
the completion of training) by the employer through EIP as per 
agreed terms  



 

 

 

 

 

Chapter - 6 

 

Cluster Development Organization 

(CDO) 

(UTTHAN SANSTHAN) 



 

 

Formation of Cluster Development Organization (CDO/ Utthan 
Sansthan) 
 
SHGôs will be integrated to form the first level federation of 
community institution called Cluster Development Organization-
CDO (Utthan Sansthan). The formation of Utthan Sansthan should 
start, when the group becomes stable and is strengthened. The 
Utthan Sansthan will provide a platform for the poor families to 
raise their issues at a village or area level. Utthan Sansthan is a 
tool for raising the resource for holistic development of village. 
Utthan Sansthan will be the Community Institution through which 
Livelihoods Investment Fund will be routed by the project to the 
community. 
 
Utthan Sansthan will be formed with formation of Three SHGôS 
with age of three months within a village or a cluster of villages. 
Once CDO is formed it would forward the formation information to 
DPMU through PFT in a prescribed format annexed Format-31. It 
will be overarching body for SHGôs within a Village or a cluster of 
villages. Utthan Sansthan will have a minimum of three SHGôs as 
members and maximum of 15-20 SHGôs. Each SHG shall 
nominate two members to represent itself in the CDO. Initially it 
will be preferred if SHG send two members to the Utthan 
Sansthan. One will be a permanent member for a fixed duration of 
one year the other will be on rotation basis. The representation of 
SHG members on rotation will enable all the members to have a 
feel of Utthan Sansthan and understand its process. Second it will 
also develop leadership capacities within other members too.  
 
Representatives from each SHG will constitute the executive body 
of the Utthan Sansthan. Utthan Sansthan will convene a Monthly 
meeting of the executive body. The executive body will formulate 
bye laws of the Utthan Sansthan and will also constitute the Sub- 
Committees of Utthan Sansthan. 
 
Purpose of UTTHAN SANSTHAN 

¶ Participation of Community in project Implementation 

¶ Empowerment of Poorest and vulnerable groups 

¶ Ownership & Governance of project activities & resources 

¶ Sustainability of SHGôs 



 

 

¶ Handholding support to SHG 

¶ Local development bodies promotion as Special Purpose 
Vehicle (SPV) 

¶ To Develop bargaining capacity in the hands of poor 
 
Roles of UTTHAN SANSTHAN 
 

 Peer Learning & Review 
a) Forum for experience Sharing 
b) Development of Collective knowledge & leadership 
c) Review of SHG performance 
 

 Form new groups 
 Management 

a) Collective management of community services & 
facilities 

b) Community Business activities 
c) Livelihood Investment Fund 
d) Performance appraisal of Book-Keepers 

 
 Resource Generation 

a) Community Savings 
b) Community Contributions 

 
 Administration 

a)  Conflict Resolution 
b) Assigning of responsibilities & accountabilities of Utthan 

Sansthan elected representatives 
 

CDO Membership: 
 

Only SHGôs will become the member of Utthan Sansthan. SHG 
should be registered with the project and must have had regular 
meetings for last three months. Each SHG will subscribe or pay 
the membership fees, which shall be decided by the Utthan 
Sansthan. SHG should be willing to save in Utthan Sansthan. The 
amount of saving will be mutually decided by the Utthan Sansthan. 
 
General Body: 
 



 

 

All SHG members will constitute the General Body of Utthan 
Sansthan. Utthan Sansthan will convene a GB meeting twice in a 
year. Two third of members can also send an application for 
calling a GB Meeting. GB will be called by the president of the 
Executive Body. GB will have the right to dissolve the executive 
body, hold fresh elections or hold or abolish the decision of 
Executive Body with two-third majority. GB will review the work of 
Executive body and shall be accountable for the decisions of 
Executive Body and public funds 
 
Executive Body: 
 

Representatives from each SHG will constitute the Executive Body 
of Utthan Sansthan. The min size of EB will be 10 and Max will be 
30. In case of only five SHGôs as members, then SHG will send 
two members from each SHG. However, if the number is more 
than, then SHG will decide whether to send one or two 
representatives subject to that not more than two members can 
represent at a time. 
 
The permanent member will have tenure of one year and 
maximum two years in special circumstances. The EB will decide 
the Vision, Mission, objectives of the Utthan Sansthan. It will 
perform all the functions on behalf of the General Body as 
mentioned above in the document in section roles of Utthan 
Sansthan. EB will decide the Meeting agenda for each Monthly 
Meeting of Utthan Sansthan. EB will be authorized by the GB to 
take decisions on its behalf in the interest of its SHG members in 
consonance with the project guidelines, laws of State and the 
country. EB will frame the Bye laws of the Utthan Sansthan. EB 
will also elect the office bearerôs of the Utthan Sansthan and 
formulate Sub- Committees. 
 
Office Bearers: 
 

Utthan Sansthan will have four office bearers as President, Vice- 
President, Treasurer and Secretary. Each will have a specific role 
to perform. All will be elected by the EB with two-third majority in 
the EB. The EB can remove the elected member if found negligent 



 

 

in discharging the duties or of misconduct, misappropriation, 
embezzlement, fraud of any nature. 
 
Roles of Office Bearers 
 
President 

a. President will be elected for period of one- two year, which 
will be decided by the EC. The Executive Committee has the 
right to remove a President at any time during their tenure 
and elect new ones from among the existing Executive 
committee members or by calling a GB of Utthan Sansthan. 
Removal and election will require a two-third support in the 
EC. 

b. The President shall preside over all the Executive Committee 
and General Body meetings of the Utthan Sansthan. In the 
absence of the President, the vice president, and in the 
absence of both, any member of the meeting may be chosen 
to preside over that particular meeting.  

c. Be the member of all committees constituted by the 
Executive Committee; The President shall represent the 
Utthan Sansthan in other forums/ organizations.  

d. The President will endorse, transfer, and negotiate 
promissory notes, securities and other instruments on behalf 
of Utthan Sansthan. 

e. Be the officer of the Utthan Sansthan to sue or be sued on 
behalf of the Utthan Sansthan; The President shall be one of 
the signatory on all legal documents. 

f. Will formulate/ Constitute different committees for the 
function of Utthan Sansthan.  

 
Vice President 
The Vice President shall perform all the functions and exercise the 
powers of the President during his absence in the office of the 
President. 
 
Treasurer 

a. Manage the funds subject to the control of President/ 
Executive Committee and arrange for maintenance of the 
accounts of the Utthan Sansthan. 

b. Will maintain proper Books of Accounts of Utthan Sansthan 



 

 

 
Secretary 

a. Will execute all the functions assigned by the Executive 
Committee and the President.  

b. Will be the one of the Signatory in the Bank Account of 
Utthan Sansthan 

c. Will convene and organize the Meetings and Events of 
Utthan Sansthan in consultation with EC.  

  
Sub- Committees: 
 
Utthan Sansthan will constitute the Sub- Committee for increasing 
the efficiency and effectiveness in its day to day work. These 
Committees will be formed in accordance of Utthan Sansthan 
functions, its need and the scale of work. In purview of the above 
stated role of Utthan Sansthan the following sub- Committees will 
be constituted 

 
 

a) SHG performance monitoring committee 
The Sub Committee will be constituted by having 3-5 
members from EC. The committee will not have two 
members from same SHG. 

¶ Sub committee will review the functioning of SHG, on the 
basis of regularity of Meetings, Savings, inter-lending, 
quality of book keeping. 

¶ Will support in resolving the Conflicts in SHG members 

¶ Will assess the capacity building need of SHG 

CDO 
(Utthan 

Sansthan) 



 

 

 
b) Social Audit 

The Sub Committee will be constituted by having 3-5 
members from EC. The committee will not have two 
members from same SHG. 

¶ Sub committee will review and inspect the utilization of 
livelihood investment taken from Utthan Sansthan in 
weekly meeting of SHG. 

¶ If assets are not procured within 45 days the SHG 
becomes defaulter and next time all members will be 
debarred from getting Livelihood Investment Fund. 

¶ if assets  not purchased within a month - give warning 
 

c) Finance Committee 
The Sub Committee will be constituted by having 3-5 
members from EC. The committee will not have two 
members from same SHG. 

¶ Monitoring the repayment schedule SHG wise. 

¶ Consulting the concern SHG not able to repay timely and 
counsel individual member.  

¶ The subcommittee will discuss with SHG members the 
benefits of the small size loans and how on time 
repayment of installments can be ensured.  

¶ Will link SHGôs with Bank for procuring Bank Loans 

¶ The committee will collect all necessary information about 
the SHG before contacting the bank. It will hold meeting 
with the bank branch manager and will brief him about 
SHG functioning and its performance. The committee will 
request the manager to attend the weekly meeting of 
SHG. 

¶ Will support the SHG in procuring the loan from bank on 
basis of Livelihood plan. 

¶ With support of CM/BK will priorities and the grade the 
SHG before bank linkage of SHG. 

¶ Repayment and impart fine. 
 

d) Social Action Committee 



 

 

The Sub Committee will be constituted by having 3-5 
members from EC. The committee will not have two 
members from same SHG. 

¶ Will identify and lead on the key social issues of the CDO 
members. 

¶ Will ensure that all the SHG members are at-least able to 
sign. 

¶ Will generate awareness about the social issues 

¶ Would have the power to sanction the investment support 
to member 

¶ Receive training on various social justice, social security, 
social welfare schemes of the government ad promote 
convergence. 

¶ Prepare an annual action plan based on consultations 
within the EC. 

 
In addition to the above Committees, the Utthan Sansthan will 
form other committees depending on the need of SHG members 
such as: 
 

e) HRF Committee 
 

¶ Will identify the health and nutrition issues 

¶ Ensure maximum members be part of this fund. 

¶ Will assess the need, justify the demand received from 
member dully forwarded  by SHG, 

¶ Sanction the demand and ensure immediate funding 

¶ Transparency in funding 

¶ Coordination and facilitation in health programmes of 
government & others 

 
f) Food Security Fund Committee 

The Sub Committee will be constituted by having 3-5 
members from EC. The committee will not have two 
members from same SHG. 
 

¶ Will assess the demand of members & consolidate 
commodity-wise 



 

 

¶ Planning of Procurement  and cost estimates get approved 
from EC 

¶ Transparency in purchases and distribution 

¶ Ensure maximum members be part of this fund 

¶ Will address food security issues including ensuring 
access to entitlements from the PDS. 

¶ Advance Planning for emergency 

¶ Coordination with relief and other government schemes 
 

g) Fodder Security Committee 
The Sub Committee will be constituted by having 3-5 
members from EC. The committee will not have two 
members from same SHG. 
 

¶ Will identify the fodder needs of SHG members, 
particularly areas with long dry spell and also areas were 
livestocks is the only alternative or primary livelihoods.  

¶ Will assess the demand of members & consolidate 
commodity-wise 

¶ Planning of Procurement  and cost estimates get approved 
from EC 

¶ Transparency in purchases and distribution 

¶ Ensure maximum members be part of this fund 

¶ Advance Planning for emergency 

¶ Coordination with relief and other government schemes 
 

h) Tribal Sub-Committee (subject to significant tribal 
population) 
 

Tribal Sub committee will be constituted where the Tribal 
membership in a general body of CDO is more than 11%. It 
will be constituted with 2-3 members from Executive 
committee, who will be Tribalôs. The Members will not be 
from same SHG. 
 
Key Functions: 

¶ Ensuring Tribal Inclusion in Community Institutions 

¶ Identifying the tribal developmental concerns and raising 
them at the CDO level 

¶ Representing the Tribal at the CDO level 



 

 

¶ Monitoring implementation of Tribal Development 
Framework 

¶  Strengthen Convergence with Government schemes for 
Tribal and Tribal Development Agency 

 
 
Capacity building of CDO Level Committees  
 

For the purpose capacity building the specific sector-wise training 
modules shall be developed.  
 
Process of UTTHAN SANSTHAN Formation: 
 
First Step: 
 

Community Mobiliser and the PFT member will discuss the 
concept of Utthan Sansthan in each SHG. They will also discuss 
the purpose of the Utthan Sansthan and the benefits of forming an 
Utthan Sansthan. The CM must raise the discussion and 
encourage members to participate and reflect on the need of 
Utthan Sansthan.  
 
The next Step will be to organize an exposure visit to a well 
functioning Utthan Sansthan. The purpose of this exposure visit 
will be to enable the members to learn from other functioning v. 
The members will get encouraged & motivated by visually and 
interacting with Utthan Sansthan members of other villages.  
 
Pre- Exposure Activities 
 

Facilitator should first Identify Utthan Sansthan and its strengths, 
which are to be demonstrated to the visiting members. Facilitator 
must be well versed with the functioning of the Utthan Sansthan 
and must have some rapport with the Utthan Sansthan members. 
Otherwise a person, who has rapport with the members must 
accompany with the SHG. 
 
Community Mobiliser would convene an SHG meeting to discuss 
the exposure visit with the members. 
 



 

 

During the meeting he will explain the objective of the exposure 
visit, which village they are going to visit, and duration of the visit 
and who all will visit. The facilitator will identify two to three willing 
participants from each SHG for the exposure visit. The discussion 
must be documented in the meeting register and should be read to 
the SHG members. It is important to organize the exposure visit in 
a planned manner, as unplanned exposure visit may obstruct 
learning among the SHG members. 
 

During the Exposure visit 

¶ Always ensure to arrive before the schedule time of visit in 
the village where exposure 

¶ Participate and collect information about the Utthan Sansthan 
rules, norms, process of decision making, financial systems 

¶ Both the facilitators must organize the meeting in such a way 
that all the weak points in the list get covered. 

¶ Arrange for lunch and ensure that both participants of Utthan 
Sansthan have food together.  

 

What should be done after the exposure visit? 

¶ Organise special meeting for discussing the learningôs during 
the exposure visit 

¶ After the discussion a collective decision should be taken for 
forming the Utthan Sansthan and this resolution must be 
documented in the meeting register. 

 

Points to be discussed during the exposure visit. 
× Meeting procedure of Utthan Sansthan 
× How does group decide on who will take and repay the loan? 

How do they set priorities among the members? Why poorest 
among the poor are given preference over other members? 

× How do they decide and fix repayment of principal and 
interest? 

× How sub Committees are formed and how do they function? 
× What are the achievements of the Sub Committees 
× Any other issue like- behavior rules, social security, 

insurance, health etc 
× Achievements of the Utthan Sansthan 

¶ Self Confidence 

¶ Unity 



 

 

¶ Respect in Society 

¶ Liberation from Money lender 

¶ Asset generation through investment support from SHG 

¶ Confronting Social Evils 

¶ Education, health and information on any other Govt. 
service or scheme 

 

The following step will be to organize Training of all the SHG 
members in a village on Utthan Sansthan. After the training 
Community Mobiliser shall tabulate a list all the SHG willing to 
form Utthan Sansthan. 
 

Next step will be to convene a General Body Meeting of the SHGô 
willing to form Utthan Sansthan. Each member of the willing SHG 
will participate in the GB meeting.  PFT coordinator, community 
mobiliser will facilitate the SHG members of a village to decide the 
date and venue for GB meeting.  The following issues should be 
discussed 

¶ Purpose of forming and objectives of Utthan Sansthan 

¶ Constitution of Executive Body- 2-3 representatives from 
each SHG of a Village 

¶ Election of office bearers of UTTHAN SANSTHAN 

¶ Discussion of Membership Fees 

¶ Discussion & Decision on Monthly Saving 

¶ Discussion on Rules & regulation of UTTHAN SANSTHAN 
 

Development Stages of Cluster Development Organization 
(CDO/Utthan Sansthan) 
 

Any Institution or building will progress or stand high, when it has 
strong foundations. SHGôs are pillars/Foundation of UTTHAN 
SANSTHAN. UTTHAN SANSTHAN will progress, when its 
member SHGôs are strong. Therefore UTTHAN SANSTHAN will 
support and control the activities of SHG. UTTHAN SANSTHAN 
support and activities are depended on the maturity and quality of 
its SHGôs. Following activities will be done by UTTHAN 
SANSTHAN in the first phase 
 
1st stage (within 12 months of formation) 
 



 

 

 Identify and report the achievements by discussing on the 
activities of SHG.  

 Ensuring timely repayment of Livelihood Investment Fund 
from SHGôs 

 Understand the causes of failure of repayment, Loaning & 
Savings within SHGôs. 

 Opening the bank of UTTHAN SANSTHAN 
 Understanding the special issues and problem solving of 
such issues 

 Distribution of material related to SHG i..e meeting register, 
pass books, stationary box etc 

 Identification of book keepers from community 
 
PFT coordinator and community facilitator must facilitate the 
UTTHAN SANSTHAN in such a way in which UTTHAN 
SANSTHAN will take those issues which are comparatively easier. 
This is to ensure that the members have a positive experience, 
which will further motivate them to take greater challenges. 
 
Indicator for the second stage 

 90% repayment of investment support by SHGôs to UTTHAN 
SANSTHAN 

 UTTHAN SANSTHAN has a bank account 
 UTTHAN SANSTHAN must have identified book keepers and 
trained them 

 
2nd Stage: (12-24 months) 

 Review of livelihood Plan received from SHGôs 
 Distribution of Livelihood Investment Fund received from the 
project after review of Livelihood Plan on priority basis. 

 Supporting SHGôs in establishing linkages with commercial 
banks 

 Intervention in social issues like education, health etc 
 Generate awareness about the Govt. schemes to SHGôs 

 
Indicators for Third Stage 

 SHG are repaying 90% of investment support to UTTHAN 
SANSTHAN 

 SHG are following the five principle 



 

 

 Three times Livelihood Plan has been evaluated by UTTHAN 
SANSTHAN and has collected its Funds 

  At least twice Livelihood Investment Fund has been 
distributed to SHGôs 

 
Third Stage- After 24 Months 

 Organising Trainings for SHGôs 
 Initiating activities for building corpus 
 Insurance 
 Collective livelihood activities 
 Marketing 
 Working as Banking Correspondent and bank Facilitator for 
commercial banks 

 Inviting Stakeholders in their meetings 
 Organising Social events 
 

 
Meeting Procedure & Agenda of UTTHAN SANSTHAN 

 
Executive Committee Meeting Procedure 
 

 The office bearerôs will sit in one row and all the SHG 
representatives will sit in a straight line, facing each other, on 
the right and left Hand of office bearers. Community Mobiliser 
or Book Keeper will sit on the left of treasurer and to the right 
of the President will be project staff and other visitors. 

 After discussing with SHG members present in the meeting, 
agenda should be finalized by the office bearers. 

 UTTHAN SANSTHAN books of accounts should be handed 
to the Book Keeper or Community mobiliser for documenting 
the transactions and proceedings. 

 Community mobiliser or the Book keeper will document the 
discussion points from time to time and the points which have 
been mutually agreed will be read by him in the end of 
meeting. 

 The discussed points will be documented only during the 
course of meeting. After the completion of meeting will 
ensure that each member will sign the minutes and then will 
hand over the books to office bearers.  



 

 

 The UTTHAN SANSTHAN president will ensure that 
prepared minutes is read before all the members 

 
Standard Meeting Procedure of UTTHAN SANSTHAN 
 

a) Prayer  
b) Introduction- if any 
c) Attendance  
d) Review of Last meeting  
e) SHG Savings 
f) Review of Livelihood Investment Fund Repayment 
g) Review of SHG monthly progress Statement 
h) Review of SHG repayment of Bank Loan 
i) Review of Sub-Committee 
j) Review of Community Mobiliser/ book keeper 
k) SHG Livelihood Plan appraisal and sanctioning 
l) Discussion on Social and other Issues. 
m) Closure of Meeting 

a) Prayer: 
 

Meeting must start with a prayer or a song, which the 
memberôs can decide among them and few members could 
take the lead in convening the prayer. While conduct of 
prayer, it must be ensured that it contents are not 
objectionable to any particular community. The contents 
should be which provide motivation and encouragement to 
members 
 

b) Introduction: 
 

All members attending the meeting must introduce 
themselves. This will raise their self confidence and enable 
the members to overcome their inhibitions and raise their 
views without fear. 
 

c) Attendance: 
 

Office bearers along with Book keeper will take attendance of 
all SHG representatives, which shall be recorded in the 
meeting register. 
 



 

 

d) Review of last meeting: 
 

The Minutes of last meeting will be read before the Utthan 
Sansthan members 
 

e) SHG Savings: 
 

Each SHG will deposit the monthly saving amount mutually 
decided by all SHGôs. Monthly saving amount should be 
between Rs 50/ month/ SHG to Rs200/ month/SHG. This 
should be decided by the UTTHAN SANSTHAN after 
discussing with its members. 
 

f) Review of Micro Credit  Livelihood Investment Fund 
Repayment 
 

Office bearers will have a list of how much investment 
support given by UTTHAN SANSTHAN to each SHG has 
been repaid. This list will be prepared in advance before the 
monthly meeting with support of book Keeper. The UTTHAN 
SANSTHAN will review the repayment of each SHG on the 
basis of the list and will ensure that each SHG repays on 
time. 
 

g) Review of SHG Monthly Progress Statement 
 

It is important to review the monthly progress statement of 
each SHG. This statement will reflect the functioning of SHG 
with respect to the five principles. A standard SHG- MPS 
format is attached as annexure. The process for compiling 
the document is that each SHG MPS will be dually filled 
before the monthly meeting of Utthan Sansthan. Book keeper 
or Community Mobiliser will support or handhold SHG 
initially. Each SHG shall carry its MPS to the Utthan 
Sansthan meeting and shall submit the copy of document to 
the President of the Utthan Sansthan. A representative from 
each SHG will read its MPS and then the Utthan Sansthan 
will discuss on following points. 
 

¶ Whether regular meetings and savings are being done 
within the group or not? 



 

 

¶ Whether inter-loaning is being done or not? 

¶ Whether investment support is being repaid on time? 

¶ Whether Livelihood investment fund is being repaid on 
time to Utthan Sansthan or not? 

¶ What is the repayment rate of LIF within SHG? 

¶ Whether bank loan installments are being paid regularly? 

¶ What is the bank loan repayment rate? 

¶ Whether SHG is following or practicing the decisions 
taken by the Utthan Sansthan? 

¶ Any other 
 

If the group status is not good then UTTHAN SANSTHAN 
may form a team of three to four CRP people to support the 
SHG. 

 
h) Review of SHG repayment of Bank Loan 

 

UTTHAN SANSTHAN will review the bank Loan repayment 
by each SHG. UTTHAN SANSTHAN will review that each 
SHG, which has taken loan from Bank, is repaying its 
installments on time or not. In case the SHG is not making on 
time repayments. The UTTHAN SANSTHAN should entrust 
the responsibility to the Sub-committee to visit the SHG and 
discuss the each with the SHG members and ensure that the 
SHG repays on time. 
 

i) Review of Sub-Committee 
 

Every Sub- committee will be reviewed on the basis of tasks 
assigned in the previous monthly meeting of Utthan 
Sansthan. Sub- Committees will submit a visit report in the 
monthly meeting of Utthan Sansthan. Sub- Committee will be 
given the next line of instruction or task in the monthly 
meeting of Utthan Sansthan.  
 

j) Review of Community Mobiliser/ Book Keeper 
 
 

This critical and important for the Utthan Sansthan to review 
the performance of CM & BK. CM/BK is of, for and by the 
Utthan Sansthan and must not ever try to control the Utthan 



 

 

Sansthan. They are hired by the Utthan Sansthan to support 
them in their functioning. Utthan Sansthan will pay 
remuneration of the CM/BK on the basis of his/her 
performance. The CM/BK will present their Bill along with the 
Monthly Progress report to Utthan Sansthan for payment. 
 

k) SHG Micro Credit Livelihood Plan appraisal and 
sanctioning 
 

If any member SHG of the Utthan Sansthan requires a 
investment support from Utthan Sansthan, SHG will have to 
formulate and present the Livelihood Plan to Utthan 
Sansthan. In the monthly meeting of Utthan Sansthan, EC 
will review the performance of the applicant SHG. After the 
mutual review and with the consensus of EC, Utthan 
Sansthan may give the investment support to the SHG. The 
Livelihood plan will be reviewed on following parameters. 
 

 Group is conducting regular weekly meetings 
 SHG is saving regularly 
 The member presence is more than 80% 
 Whether inter loaning is being done properly or not 
 Repayment within the group is being done  
 Book of accounts are being properly maintained 

 
ü Livelihood Plan will be presented by all the SHG members 

in the monthly meeting of UTTHAN SANSTHAN 
ü If the UTTHAN SANSTHAN has adequate funds, UTTHAN 

SANSTHAN will take a resolution for approving the 
Investment supports and  

ü Investment support given on basis of UTTHAN 
SANSTHAN will be documented by the CM/BK in the 
books of accounts of UTTHAN SANSTHAN. 

 
l) Discussion on Social and other Issues 

 

Utthan Sansthan will discuss the most important social 
issues related with the villages of SHGôs. Utthan Sansthan 
will pick a burning issue or on priority basis and will strive to 
address and resolve the matter. The next issue should only 
be taken, when Utthan Sansthan has considerably worked on 



 

 

the issue. The issue should be reviewed in each meeting and 
the plan for next action should be developed.  
 
Information about different govt. schemes and the service 
provided by them should be discussed in the meeting like 
information about NREGS, old age pension, etc 
 

m) Closure of Meeting 
 

The minutes documented by the CM/BK shall be read before 
all the members and each member will sign the minutes and 
will then handover the UTTHAN SANSTHAN books to the 
office bearers. 

 
CDO funds and management 
 
In order to secure community participation and ensure sustenance 
of project investments in building peopleôs institutions RRLP has 
adopted credit approach instead of subsidy orientation.  
 
Based on NABARD SHG model it is experienced that people are 
ready to take responsibility for their economic development and 
intent to invest wisely and repay timely the credit if provided 
adequately and on time.  
 
SHG model has been successful because close understanding of 
members and peer pressure. RRLP intent to leverage the same by 
the way of building higher order community organizations over and 
above SHG to provide them necessary linkages and facilitate 
groups in an organized way to grow and create model for similar 
groups.  
 
RRLP would provide all kind of funds to CDO and further CDO 
would lend the same to SHG and be responsible for recovery of 
investment supports. Credit model under RRLP is designed in 
such fashion community institutions at all level have strong bond.      

 
 
 

Stage & Criteria for funds release under RRLP to CDO-SHG 



 

 

S. 
N. 

Fund Title  Objective Stage & Criteria Maximum 
Limit 

1 SHG 
Livelihood 
Investment 
Tranche-1 

To help the SHG in 
stabilizing by 
enabling it to meet 
urgent 
requirements of its 
members 

¶ After two months from 
the date of registration. 

¶ Preparation & 
Submission of micro-
plan. 

Rs. 15,000 
per SHG 
 

2 SHG 
Livelihood 
Fund ï 
installment 
1* 

To help SHG 
members in 
investing in their 
livelihoods 

¶ Group graded A 

¶ At least six months 
after Livelihood 
Investment Tranche-1 

¶ Approval of Livelihood 
Plan 

As per 
demand, 
based on 
livelihood 
plans 

3 SHG 
Livelihood 
Fund ï 
installment 
2* 

To help SHG 
members in 
investing in their 
livelihoods. 

¶ Group graded A 

¶ At least six months 
after installment 1 

¶ Effective utilization and 
regular repayment of 
installment 1 

As per 
demand, 
based on 
livelihood 
plans 

4 CDO Utthan 
Sansthan 
Fund 

To help Cluster 
Organisations  
HRF, Food security, 
Fodder security, 
and village entry 
fund 

¶ Opening of Bank 
Account. 

¶ At least 75 members of 
SHGs have taken 
membership of the 
corresponding fund. 

¶ Members of those 
SHGs, who have 
availed the credit from 
bank, would only be 
entitled to avail CDO 
fund. 

Rs. 1.5 lacs 
per CDO 

5 Producer 
Organisation 
Sectoral 
Fund ï 
installment 1 

To help Producer 
Organisation meet 
establishment 
expenses and for 
investing in their 
respective value 
chains/ business 
dev. 

¶ Within two months of 
PO formation 

Up to Rs. 
5,00,000 
per PO 

6 Producer 
Organisation 
Sectoral 
Fund ï 
installment 2 

To help Producer 
Organisations in 
investing in their 
respective value 
chains 

¶ PO graded A 

¶ At least four months 
after installment 1 

¶ Business Plan 
approved by 

Up to Rs. 
15,00,000 
per PO 



 

 

commercial 
nationalized bank. 

¶ Minimum 100 
members. 

7 Area 
Federation ï 
Start up 

To help in 
establishing the 
Federation and to 
build corpus 

¶ Within two months of 
formation of Federation 

Rs. 50,000 
per 
Federation 

 



CDO / UTTHAN SANSTHAN FUND 
(PRODUCT DETAILS)  

  
 
1) Livelihood Investment Tranche-1: 
 
Once a SHG is registered and aliened with RRLP mandate a 
Livelihood Investment Tranche-1 of Rs. 15,000 would be given. 
Amount of investment support would be directly transferred by 
DPMU to CDO. This is an investment support to the SHG, to be 
returned to CDO. The objective of this fund is to incentivize 
members of SHGs that have made a good beginning. An informal 
grading will be carried out by the CDO/ PFT based on MIS reports, 
at least two months after formation of the group. All groups that 
meet the criteria will be recommended for release of Livelihood 
Investment Tranche-1 by the PFT to DPMU. The DPMU will 
release funds within 15 days of receipt of recommendation from 
PFT. 
 
Why: Objective / Purpose 
 

¶ Small amount of savings provide opportunity only for limited 
inter loaning. 

¶ Initial seed capital will give SHGs larger amounts to inter loan 
establishing a robust system of prioritization, loaning, 
rotation, repayment and help establishing financial discipline 
and track record for accessing and managing larger amounts 
of credit. This will also help establish the confidence of the 
Bankers. 

¶ Help group members in consumption smoothening (incl. food 
security) and other livelihood. 

¶ Strengthen the lending/repayment practices. 

¶ Institutionalize the PP Process, i.e., sources & uses of fund, 
and prioritization needs 

¶ Will most importantly support critical needs of members for 
which they were borrowing at exorbitant costs 

¶ Will help SHGs demonstrate greater cohesion and 
ownership. 

¶ ñVirtualò CDO formation monitoring the use of Livelihood 
Investment Tranche-1, and subsequently engaged with 
recovery of Livelihood Investment Tranche-1 



 

 

 
Triggers to access Livelihood Investment Tranche-1 

¶ Good Book Keeping/record maintenance) 

¶ SHG Bank Account Opened 

¶ 1st Stage PP Process COMPLETED (refer attachment) 

¶ Identification of Book Keepers completed and Training 
initiated 

 

 
 
What: 
 

1st Phase Livelihood Investment Tranche-1 
 

¶ On completion of three months of SHG  

¶ Average Livelihood Investment Tranche-1 is Rs 15000 per 
SHG. 

¶ Support consumption needs i.e., Food/Other Consumption 
needs. 

 
Who: 
 

¶ PFT & CM will be facilitating the groups in preparing the PP 
and then forwarding the application to the block office of 
DMPU and then in the long run to the Village organization 
which subsequently shall be mobilizing fund from the CDO. 

 
Expected Outputs of 1st Phase of Livelihood Investment 
Tranche-1: 
 

¶ Internal revolution of own fund, atleast 40 percent keeping in 
view of requirements of opening of bank account (Rs. 500) 

Triggers for Initiating Priority Planning 

ã GROUPS confirming to the PANCHASUTRAS 
ã Regular Saving @ weekly meetings by ATLEAST 75% of SHG members. 
ã Inter-loaning: at least 10% of Total Savings 
ã Timely/regular repayment: 90% 
ã Attendance in weekly meetings: >80% 
ã Good Book Keeping/record maintenance) 
ã SHG Bank Account Opened 
ã Identification of Book Keepers completed and Training initiated 



 

 

and this becomes all the more important for the group which 
decides to have very small saving. 

¶ The credit history of the group is built up which will help in 
achieving SHG Bank Linkage in at least 20% of groups 
received Livelihood Investment Tranche-1. 

¶ Repayment of Livelihood Investment Tranche-1 in excess of 
90%, and of bank loans-more than 95%, which shows 
significantly increased abilities for financial handling of the 
group. 

¶ As Livelihood Investment Tranche-1 rotation has to be done 
by SHG/ CDO in long run, one of the expected outputs is the 
emergence of CDO and its committees. Therefore a full 
fledged CDO is formed and working. 

¶ The ñAudit Committeeò of CDO will submit an Utilisation 
Certificate to CDO to ensure that investment support has 
been utilized by the right person for the same cause as 
mentioned during the PP. 

 

Amount of investment support  
 
To be prioritized - decided by SHG & CDO based on the cause, 
need, investment support amount, funds available and number of 
investment supports request received from members  
 
 
 
 

Rate of Interest  
 
On nominal rate of interest mutually decided by group members, 
BUT not less than the rate charged by the Commercial Banks for 
SHG-Bank linkage 
 

Repayment period member to SHG (Months) 
 
24 months with 2 months moratorium. The member will repay this 
investment support to SHG and SHG will maintain this (balance 
after repayment to CDO) as Corpus Fund to provide the 
continuous facility to members. 
 
Repayment period SHG to CDO (Months) 



 

 

 
60 months. The SHG will repay this investment support to CDO 
and CDO will maintain this as Corpus Fund to provide the 
continuous facility to members. 
 
Process for availing Livelihood Investment Tranche-1 
 
As discussed in detail in earlier chapter, the SHG will prepare 
priority plan and submitted application to CDO for Livelihood 
Investment Tranche-1. The CDO will scrutinize along-with the 
support of PFT and forward it to DPMU for transfer of Funds. 
 
 

I. DPMU will transfer the Livelihood Investment Tranche-1 to 
Utthan Sansthan within fortnight of receiving demand from 
Utthan Sansthan. It will be released on following basis. 

 
i. Utthan Sansthan and SHGs should be registered in the 

project.  
ii. MOU between Utthan Sansthan and DPMU. (annexed 

Format- 32) 
iii. Demand for Livelihood Investment Tranche-1 from Utthan 

Sansthan to DPMU with details of qualified SHGs applied for 
livelihood investment tranche-1 duly verified by PFT that the 
Utthan Sansthan has Book Keeper and is in position to 
operationalize Books of Account namely (Cash Book, Pass 
Book, and loan register).  

iv. A copy of the resolution approved by the Empowered 
Committee of the Utthan Sansthan. 

v. MOU between SHG and Utthan Sansthan. 
vi. Application form for livelihood investment tranche-1 from 

SHG with repayment schedule duly verified checklist and 
documents by PFT and only financial appraisal part by the 
finance department based upon the documents attached with 
the investment support application proposal before releasing 
funds.  

vii. Utthan Sansthan and SHGs should have their bank account. 
viii. SHG should conduct meetings as per norms with regular 

saving, regular meeting, record keeping, preparation of 
Priority Plan. 

 



 

 

II. The amount released as above will be accounted for as 
expenditure in the Books of Account of the DPMU. 

III. Utthan Sansthan shall transfer the money received from DPMU 
to the SHG as a livelihood investment tranche-1 within one week 
of its receipt. 

IV. SHG will disburse the loan to the members as per the micro 
credit livelihood plan prepared & approved earlier. 

V. (a)  The member will repay the investment support awaited in 24 
installments 
(b)  The repayment will start after the moratorium period agreed. 
(c) The rate of interest would be decided by group but not less 

than the commercial bank rate. 

VI. (a)  The SHG will repay the money to CDO in 60 installments. 
(b) The repayment will start as per agreed in MOU. 
(c) Rate of interest would be decided in GB meeting but not less 

than commercial bank rate. 
 

 
 

 

 
 
 
 
 

¶ After 2-3 months 
¶ SHG formation 
¶ Opening of Bank Account 
¶ Preparation of Priority Plan 
¶ Regular Meeting/ Record 

Keeping 

¶ Between 9-18 months. 
¶ SHG ranked grade óAô at second stage of 

grading would be eligible. 
¶ Prepare of Micro Credit Livelihood Plan 

and approved by SHG, CDO (sector-wise 
technical inputs will be provided by 
specialists). 

 

SHG Fund 

Livelihood  
Investment Tranche -1 

Livelihood 

Investment Fund  

  

 

Rs. 
110000  

Fig ς SHG Fund 

Rs. 
15000  

Formation of new or 

registration of existing 

group 

Following basic norms & 
Preparation of Priority Plan 

After 2-3 months Initiate the process of 

development of 

Individual/ SHG-MCLP 

Figure: Funds flow to SHG 

Livelihood Investment 

Tranche-1 to SHGs 



 

 

 
 
 
  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SHG-Livelihood Investment Fund 
 
Fund Development Process  
 
SHG members would regularly (weekly /monthly) mobilize their 
savings for nine months and create a group fund. Members would 
be motivated to avail inter loaning facility. On completion of nine 
months, opening of bank accounts and undergoing the grading 
and on receiving Grade A, RRLP would contribute INR 1,10,000/- 
as grant to CDO through DPMU. The basis on sanction and 
release of this Fund will be a Livelihood Plan of the SHG. This 
Fund would be released as a grant from the Project to the CDO. 
The CDO will give this as a returnable investment support to the 
SHG and SHG will provide returnable investment support to its 
members as per micro credit livelihood plan appraised earlier. The 
member will repay the investment support to SHG and SHG would 
return the amount to CDO. 
  
Purpose  
 



 

 

¶ To bridge the credit gap required to support the livelihood 
planned by members  

¶ The basis on sanction and release of this Fund will be a 
Micro Credit Livelihood Plan of the SHG. 

 

Eligibility  
 

¶ Between 9-18 months. 

¶ SHG ranked grade óAô at second stage of grading would be 
eligible. 

¶ Prepare of Livelihood Plan and approved by SHG, CDO  
 

Amount of investment support  
 
To be prioritized - decided by SHG & CDO based on the livelihood 
identified, required investment support amount, funds available 
and number of investment supports request received from 
members  
 
Rate of Interest 
 
On nominal rate of interest mutually decided by group members, 
BUT not less than the rate charged by the Commercial Banks for 
SHG-Bank linkage 
 
Repayment period member to SHG (Months) 
 
24 months with 2 months moratorium. The member will repay this 
investment support to SHG and SHG will maintain this (balance 
after repayment to CDO) as Corpus Fund to provide the 
continuous facility to members. 
 
Repayment period SHG to CDO (Months) 
 
60 months. The SHG will repay this investment support to CDO 
and CDO will maintain this as Corpus Fund to provide the 
continuous facility to members. 
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Process for availing the credit facility Livelihood Investment 
Fund  
 
As discussed in the chapter of Micro Credit Livelihood Planning, 
the SHG will submitted application with all relevant document to 
CDO. The CDO will analyze the prepared MCLP with the support 
of PFT and forward it to DPMU for transfer of Funds. 
 
I.  DPMU will transfer the Livelihood Investment Fund to Utthan 

Sansthan within a fortnight of receiving demand from Utthan 
Sansthan. It will be released on following basis: 

 
i. Sanctioned SHG Micro Credit Livelihood Plan by Utthan 

Sansthan.  
ii. SHG should qualify the grading required.  
iii. Application for Livelihood Investment Fund from SHG with 

repayment schedule duly verified by PFT 
iv. Demand for Livelihood Investment Fund from Utthan Sansthan 

to DPMU with details of qualified SHGs (as per requirement 
designed in COM) applied for Livelihood Investment Fund duly 
verified by PFT.  

v. Resolution from the Empowered Committee of the Utthan 
Sansthan that the SHG has applied for the Livelihood 
Investment Fund within its eligible limits and approved SHG-
MCLP. 

 
II. The SHG may demand part or full amount within their eligibility 

and repayment capacity. Accordingly the Utthan Sansthan will 
submit the demand to DPMU. The SHG may also send other 
demand to Utthan Sansthan with repayment schedule only. 

III. The amount to be released as above will be accounted for as 
expenditure in the Books of Account of the DPMU.  

IV. Utthan Sansthan shall transfer the money received from DPMU 
to the SHG as a Livelihood Investment Fund within one week of 
its receipt. 

V. The expenditure by SHG & its monitoring is covered in the 
community operations manual. 
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 Policy Circular No. F( ) RGAVP/2013-14/3853-90 Dated 08/07/2013 in annexed on annexure J.  



 

 

VII. SHG will disburse the investment support to the members as per 
the micro credit livelihood plan prepared & approved earlier. 

VIII. (a)  The member will repay the investment support awaited in 
24 installments 
(b)  The repayment will start after the moratorium period agreed. 
(c) The rate of interest would be decided by group but not less 

than the commercial bank rate. 
IX. (a)  The SHG will repay the money to CDO in 60 installments. 

(b) The repayment will start as per agreed in MOU. (annexed 
Format- 33) 

(c) Rate of interest would be decided in GB meeting but not less 
than commercial bank rate. 

 
Triggers to access CDO funds (for health, food & fodder) 
 
PFT would gauge the capacity and performance of CDO based on 
below given parameters and once CDO is find complying with, 
funds would be released to CDO 
 

¶ Have completed one year 

¶ Minimum seven groups are working under aggies of CDO 

¶ Office bearers are rotated (annual / bi-annual basis)  

¶ Have opened bank account 

¶ CDO is playing vital role in SHG-bank linkages  

¶ CDO functioning as per the RRLP norms  

¶ CDO meetings are happing on time 

¶ CDO is maintaining all the books as prescribed in RRLP 

 
3)  Health Risk Fund (HRF) 
 
Health Risk Fund: Health shocks is one of major livelihoods 
shocks for the poor household. It is estimated that health 
expenses accounts for about 15-20 percent of total household 
yearly expenses. A large number of poor families borrow high cost 
loan from money lenders for health purposes. To address this, a 
provision of Health Risk Fund (HRF) has been kept in the project. 
The HRF of Rs. 75,000 would be provided to CDO. Any member 
of SHGs who is willing to avail facility of HRF from CDO, has to 
pay membership contribution (mentioned above) to concern SHGs 



 

 

for HRF and SHG member nominated in CDO will deposit the 
collected amount to the CDO. 
17 
It would released by DPMU to CDO only once seven SHGs 
under CDO have been formed and CDO  
 
Fund Development Process  
 
Interested SHG members would regularly (monthly) save and 
deposited contribution decided by community through SHG and 
crate a kitty namely HRF. RRLP would contribute INR 75,000/- as 
corpus on fulfillment of the criteria decided. 
 
Purpose  
 

¶ Provide timely financial assistance to meet the unpredictable 
expense for health care 

¶ To check the delay in treatment because of lack of money  

¶ Safeguard from traditional money lenders  

¶ Augment faith in RRLP approach 

¶ Enhance their interest in small savings  
 
Eligibility  
 

¶ At least 75 members of SHGs have taken membership of the 
corresponding fund. 

¶ Members of those SHGs, who have availed the credit from 
bank, would only be entitled to avail CDO fund. 

¶ Minimum three months old members  

¶ have deposited  minimum three monthly installments / or 
contribution in good time. 

¶ application with clear description of health issue 

¶ Returnable investment support assistance is available only 
for members & family defined in form 
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 Guidelines of community fund release as amended are annexed as annexure N 



 

 

Amount of Support Fund  
 
To be prioritized - decided by SHG & CDO based on the need, 
nature of health issues and funds available and returnable support 
fund request from members and recommendation of the SHG 
concern. 
 
Rate of Interest  
On minimum rate of interest.  
 
Repayment period (Years) 
 
Two years. The member will repay this support fund to CDO and 
CDO will maintain this as Corpus Fund to provide the continuous 
facility to members. 
 
 
Process of Fund Transfer18 
 
DPMU to CDO 
 
When the CDO fulfill the eligibility criteria mentioned above, the 
CDO will sent the requisition to DPMU through PFT. PFT 
Coordinator will verify the eligibility criteria with necessary 
supporting documents and forward it to DPMU for transfer of funds 
to CDO. The finance section of DPMU will verify the proposal from 
check-list of fund transfer and it found correct, the fund will be 
transferred to CDO within a fortnight. 
 
CDO to Member 
 
When the emergency arises, member of the HRF will submit the 
application to SHG President & Secretary, who will assess the 
emergency and forward the application to CDO alongwith 
recommendation of supportable amount to Chairmen of the HRF 
committee at CDO level. The committee will take the decision and 
sanction the support fund. 
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 Office order No.F ( )RGAVP/RD/2013-14/4581-605 dated 18.7.13 annexed as annexure M 



 

 

4)  Food Security Fund (FSF) 
 
Food Security Fund: It is estimated that food accounts for more 
than 60 percent consumption expenditures of the poor. To meet 
out the food availability in the lean season when wage 
opportunities are limited, the food security programmed has been 
planned so that poor can get the food grains at a reasonable cost 
and they are able to avoid money lenders for buying the food 
grains. A budget provision of Rs. 50,000 has been made for each 
CDO for the food security fund. Any member of SHGs who is 
willing to avail facility of food grains from CDO, has to pay 
membership contribution (mentioned above) to concern SHGs for 
food security fund and SHG member nominated in CDO will 
deposit the collected amount to the CDO.  
 
 
 
 
 

Fund Development Process  
 
Interested SHG members would regularly (monthly) save and 
deposited INR 5 with CDO through SHG and crate a kitty namely 
FSF. RRLP would contribute INR 50,000/- as corpus on 
completion of three months of savings deposited by members.  

 
 Purpose  
 

¶ Ensure availability of food grains  

¶ Emergency credit to safeguard the family from hunger 

¶ Introduce and Imbibe mutual support mechanism 

 
Eligibility  
 

¶ At least 75 members of SHGs have taken membership of the 
corresponding fund 

¶ Members of those SHGs, who have availed the credit from 
bank, would only be entitled to avail CDO fund. 

¶ Minimum three months old members  



 

 

¶ have deposited  minimum three monthly installments/or 
contribution in good time 

¶ application with clear description need of support fund  

 
Amount of Support Fund 
  
To be prioritized - decided by SHG & CDO based on number of 
family members, required quantity of grains  
 
Rate of Interest  
 

On minimum rate of interest.  

 
Repayment period (Months) 
 
5 months with initial 2 months moratorium. The member will repay 
this support fund to CDO and CDO will maintain this as Corpus 
Fund to provide the continuous facility to members. 

 
Process of Fund Transfer 
 
DPMU to CDO 
 
When the CDO fulfill the eligibility criteria mentioned above, the 
CDO will sent the requisition to DPMU through PFT. PFT 
Coordinator will verify the eligibility criteria with necessary 
supporting documents and forward it to DPMU for transfer of funds 
to CDO. The finance section of DPMU will verify the proposal from 
check-list of fund transfer and it found correct, the fund will be 
transferred to CDO within a fortnight. 
 
 
 
CDO to Member 
 
When the emergency arises, member of the FSF will submit the 
application to SHG President & Secretary, who will assess the 
emergency and forward the application to CDO alongwith 
recommendation of supportable amount to Chairmen of the FSF 



 

 

committee at CDO level. The committee will take the decision and 
sanction the support fund. 
 
 
5) FODDER SECURITY Fund  
 
Fodder Security: There is shortage of fodder during January to 
May in the villages due to single rainfed crop in large area of 
Rajasthan. To meet the requirement of fodder during this period, a 
provision has been kept to set up fodder bank for fodder security. 
A budget provision of Rs. 25,000 has been made for each CDO for 
the fodder security. Members of SHGs who are willing to take 
fodder from CDO will have to pay membership contribution 
(mentioned above) to concern SHGs for fodder and SHG member 
nominated in CDO would deposit the collected amount to the 
CDO. 

 
Fund Development Process 
 
Interested SHG members would regularly (monthly) save and 
deposited INR 5 with CDO through SHG and crate a kitty. RRLP 
would contribute INR 25,000/- as corpus on completion of three 
months of savings deposited by members.  

  
Purpose 
 

¶ Ensure availability of fodder for  livestock 

¶ Emergency credit to safeguard alternate source of income 
mulch animals 

¶ Ensure basic nutrition milk availability for children and 
women   

  
Eligibility  
 

¶ At least 75 members of SHGs have taken membership of the 
corresponding fund. 

¶ Members of those SHGs, who have availed the credit from 
bank, would only be entitled to avail CDO fund. 

¶ Minimum three months old members  



 

 

¶ have deposited  minimum three monthly installments/ or 
contribution in good time. 

¶ application with clear description need of support fund 
numbers of animals and required quantum of fodder  

 
Amount of support fund 
 
To be prioritized - decided by SHG & CDO based on number of 
animals, required quantity of fodder and feeding period  

 
 
Rate of Interest  
On minimum rate of interest  

 
Repayment period (Months) 
 
5 months with initial 2 months moratorium. The member will repay 
this support fund to CDO and CDO will maintain this as Corpus 
Fund to provide the continuous facility to members. 
 
 
Process of Fund Transfer 
 
DPMU to CDO 
 
When the CDO fulfill the eligibility criteria mentioned above, the 
CDO will sent the requisition to DPMU through PFT. PFT 
Coordinator will verify the eligibility criteria with necessary 
supporting documents and forward it to DPMU for transfer of funds 
to CDO. The finance section of DPMU will verify the proposal from 
check-list of fund transfer and it found correct, the fund will be 
transferred to CDO within a fortnight. 
 
CDO to Member 
 
When the emergency arises, member of the FSF will submit the 
application to SHG President & Secretary, who will assess the 
emergency and forward the application to CDO alongwith 
recommendation of supportable amount to Chairmen of the FSF 



 

 

committee at CDO level. The committee will take the decision and 
sanction the support fund. 
 
 
Personnel on role of CDO 
 
To facilitate the SHG falling under CDO. CDO would take services 
of Community Mobilizor, Book keeper and Para Vat, who would be 
referred by community and selected by community & PFT jointly. 
Application formats for CM. 
 
Payouts to personnel on CDO role 
 
In order to have the community driven approach the monthly 
payouts to community mobilize, book keeper and Para-worker 
would be made by CDO Utthan Sansthan. Basic idea behind this is 
to make the field level facilitators to be accountable and sensitive 
towards community in specific community.  
 
Reporting 
 
All three field / CDO level workers would report to PFT on regular 
basis and receive required support and working guidelines from 
PFT. All communication in regard to project would route through 
PFT only. 
 
 
 
Payouts Process  
 
All three field / CDO level workers would submit their monthly 
progress report, along with attendance sheet and other relevant 
documents to PFT. PFT would raise a financial requisition and 
forward the same to CDO. CDO based on the same and feedback 
received from SHGs at CDO level meeting would pass the same. All 
remuneration payment would be made through cheque on a fixed 
date.  
 
Remuneration of Field Functionaries Payments 
 



 

 

A lump-sum advance equivalent to 3 months salary of the each field 
functionary would be transferred to CDO for the payment of 
CM/Book Keeper/ Para Professionals. This request will need to 
send by CDO in the prescribed format to be specified by the project. 
This advance will be adjusted in the last 3 to 4 months of the project. 
 

i. The Coordinator, PFT will inform DPMU about the engagement 
of CM/ Book Keeper/ Para Professionals in prescribed format. 

ii. The CDO will pay the remuneration to CM/Book Keeper/ Para 
Professionals (vouchers in duplicate) after completion of the 
month and submit the original voucher to DPMU for 
replenishment. 

iii.  The salary voucher would be verified jointly by Chairman/ 
Secretary, CDO & Coordinator, PFT. 

iv. The Coordinator, PFT/ CDO- Chairman/ Secretary shall be 
responsible for the outputs of the CM/Book Keeper/ Para 
Professionals and put their verification on the payment 
voucher. 

 
(In the initial phase (till the CDO is constituted) the remuneration of 
field functionaries would be released directly by DPMUs in the bank 
accounts of field functionaries). 

 
Books of Accounts & Record at CDO Level 
 
¶ Meeting Register     (annexed Format-34 

(i, ii, iii)) 
¶ Cash Book      (annexed Format-35) 
¶ Ledger      (annexed Format-36) 
¶ Journal Book     (annexed Format-37) 
¶ Subsidiary Ledger  

i. livelihood investment tranche-1 (SHG wise)  (annexed 
Format-38) 

ii. Livelihood Fund (SHG wise)   (annexed 
Format-39) 

iii.  HRF (SHG wise)    (annexed Format-40) 
iv. Food Security Fund (SHG wise)  (annexed Format-41) 
v. Fodder Security Fund (SHG wise)  (annexed 

Format-42) 
¶ SHG Member Pass Book    (annexed Format-43) 



 

 

 
Disclosure at CDO Level 
 

¶ The most appropriate disclosure system of information at the 
CDO level will be at walls of Gram panchayat. The information 
will includes details of name of CDO, Name of member SHG, 
date of registration, name of executive committee officials, 
name of support persons i.e. community mobilizer, book 
keepers and para- professionals and date of meeting 
etc.(annexed Format-44) 

 

 

¶ The information related to details of CDO will also be 
displayed at the website of department. 

¶ The information of the CDO will also be shared in the Gram 
Panchayat meetings and Gram Sabha (Community Mobilizer 
concern would be responsible for this) 

¶ The information and progress of the CDO will also be 
published in the RRLP quarterly newsletter óDhani Ki Vaniô  

¶ The information of the CDO will also be discussed in the 
community radio programme/ radio programme on turn basis. 

¶ Efforts would be made that the information of CDO will also be 
displayed in the Community Facility Center of the department 
of Information Technology, GOR. 

¶ The CDO will also nominate one of the EC member as PIO 
under the provisions of RTI ACT, capacity regarding  the role 
and responsibility of PIO would be built up through the project 
in specific manner)  

 



 

 

 
 
 
 
 
 
 
 
 

Chapter -7 

 
 

Area Federation 
 



 

 

Area Federation: 
 

A federation consists of a network of SHGs and UTTHAN 
SANSTHAN seeking to further empower women and sustain their 
economic activities in a specific geographical region.  It is a 
democratic body that unites the common interests of SHGs and 
works for the common good.  It urges all SHG members to identify 
the needs of their communities and participate in the political, 
economic, and social development of their villages. Scholars and 
resource agencies have defined Federation in following ways 
 

"A SHG Federation is a democratic body formed with certain 
number of SHGs functioning in a specific geographical area with 
the objective of uniting such SHGs for common cause and for 
achieving these causes which an individual SHG would not be 
able to do. In short, the SHG Federation has to be necessarily of 
SHGs, by SHGs and for SHGs". 
 
"An association of autonomous bodies uniting for common 
perceived benefits" (FWWB, 1987) 
 

¶ The federation will consist of 15-20 UTTHAN SANSTHAN in 
a PFT area. The general Body will be all the SHG members. 
Each UTTHAN SANSTHAN will send one representative to 
the Federation, which will form Executive committee of the 
Federation. 

¶ Federation will be a legal body and will frame its bye laws in 
consultation with its members. Federation can be registered 
as a Cooperative or Society, depending on the functions and 
need of federation. 

¶ Federation will convene a monthly meeting as decided by the 
members. 

¶ Following will be the roles of Federation 
 To provide Financial Services to its members- Insurance, 
remittances, credit etc 

 To  establish linkages with financial Institutions 
 To resolve SHG conflicts, which cannot be addresses at 
UTTHAN SANSTHAN level 

  To engage in building capacities of SHG members and 
acquiring of technological know- how for its members, 
awareness generation on Health, education etc 



 

 

 To scale-up the initiative, through formation of groups, 
micro financing. 

 To audit SHGôs & Clusters annually and ensure they 
maintain their accounts properly 

 To ensure women are fairly represented in PRIôs. 
 To take the role of promoting Institution in long run. 

 
Process of Area Federation Formation 

 
 During the SHG meeting, the PFT member will discuss the 
concept of the federation with SHG members. He or she will 
explain the federationôs roles and responsibilities, the 
communityôs need for a federation, the federationôs 
organizational structure, process of creating a federation, and 
the SHGsô role in the federation. Moreover, the PFT 
members will discuss current community problems (i.e. 
exploitative moneylenders, health issues, education, financial 
problems, agricultural inputs...) and explicate how the 
federation will benefit SHGs and the wider community.   
 

 Federation should be formed with Min of 10 matured Utthan 
Sansthan. 

 First few meetings should be around identifying the services, 
Minimum service charges, building systems & procedure. 

 Federation must establish a Standard Meeting Procedure in 
following manner 
× Prayer (Common Song) 
× Attendance  
× Review of Last meeting issues 
× Review of performance of UTTHAN SANSTHAN 
× Review of Credit requisition from UTTHAN SANSTHAN 
× Repayments 
× Review of Service delivery to members, operational 

issues, Performance & Monitoring issues 
× Discussion on Social and other Issues. 

 Facilitate the federation members in Recruiting the federation 
staff 

 Discuss the roles of elected representatives of federation, 
tenure and process of election.  



 

 

 Open a federation bank account with nearest commercial 
bank 

 Conduct CBNA- Capacity Building Need Assessment of the 
federation Executive Body members.  

 Organize exposure visit of the elected representatives 
 Discuss with members the annual membership fees 
 Draft bye laws of the federation 
 Start process of Federation Registration 

 
Area Federation Fund 
 
It is envisaged that all the SHGs under one PFT will come together 
to form an apex Federation. Once the formalities of formation have 
been completed, RRLP will give a grant of Rs. 50,000/- to the 
Federation. The Federation will incur establishmentôs expenses 
from this fund while the balance will be retained by the federation 
as corpus. 
 
The eligibility criteria would be : 
(i) The Area Federation will submit application to DPMU through the 

PFT. 
(ii) Regular meeting for three months. 
(iii) Membership of 10 Utthan Sansthan or 100 óAô grade SHGs. 
(iv) Members contribution (decided by members) have been 

received. 
(v) Bank account of PFT area federation has been opened. 
(vi) MOU with Support Functionaries. 
 
Disclosure at Area Federation Level 
 

¶ The most appropriate disclosure system of information at the 
Area Federation will be at walls of Block Office/ Panchayat 
Samiti. The information will includes details of Name of 
member CDO, date of registration, name of Executive 
Committee officials, name of support persons (annexed 
Format-45). 

¶ The information related to details of Area Federation will also 
be displayed at the website of department.  

¶ The information and progress of the Area Federation will also 
be published in the RRLP quarterly newsletter óDhani Ki Vaniô  



 

 

 Formation & Support to Area Federation 

  

¶ The information of the Area Federation will also be discussed 
in the community radio programme/radio programme. on turn 
basis . 

¶ Efforts would be made that The information of Area Federation 
will also be displayed in the Community Facility Center  of the 
department of Information Technology, GOR 

¶ The Area Federation will also nominate one of the EC member 
as PIO under the provisions of RTI ACT, capacity regarding  
the role and responsibility of PIO would be built up through the 
project in specific manner)  

 

 
 

 
 

 
 
 
Record & Books of Accounts at Area Federation 
 

¶ Meeting Register   (annexed Format-46 (i, ii, iii)) 

CDO 
(5-15 SHG) 

Area Federation 
(15-20 CDO) 

¶ Registration & 
Establishment cost 

¶ 50  percent 
contribution on 
remuneration of book 
keeper & Support 
functionaries 
(insurance/ Bank 
work) etc. 

 

SHG SHG SHG 

SHG SHG SHG 

SHG SHG SHG 

SHG SHG SHG 

SHG SHG SHG SHG SHG SHG 
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Supp ort to 
Federat ion 
Rs. 50000  

3 to 6 
months  

3 to 6 

months  

Functions of Area Federation 
¶ Facilitate for technical assistance to CDO 

& SHGs. 

¶ Solving day to day problem. 

¶ Review of CDO & SHGs performance. 

¶ Establishing linkages with Financial 
Institutions/ Banks. 

¶ Providing financial services to its 
members viz. insurance. 

¶ Capacity Building 

¶ Facilitating Audit. 

Area Federation 



 

 

¶ Cash Book     (annexed Format-47) 
¶ Ledger    (annexed Format-48)



 

 

 

 

 

 

Chapter - 8 

Producer Organisations  



 

 

 
Primary Produce 
 
Produce of farmers from agriculture and allied activities or produce 
of persons engages in handloom, handicraft and other cottage 
industries, including any by-product and product resulting from 
ancillary activities thereof. Also, any activity intended to increase 
the production or quality of aforementioned products or activities. 
 
Producer 
 
Any person engaged in any activity connected with or relatable to 
any primary produce. 
 
Producer Organisations 
 
Is a body of Primary producers, whose members are engaged in 
similar production of Primary Produce. Primary produce means 
produce of farmers arising from agriculture including (Horticulture, 
floriculture, animal Husbandry, pesiculture, bee keeping, forestry, 
forest products etc produce of persons engaged in handicraft, 
handloom and other allied activities.  
 
Objectives of forming Producer Organisations 
 

¶ To protect and/or increase the market share of producers and 
ensure that their production is as market-oriented as possible; 

¶ To increase the capacity of producers to access market 
information and to undertake new marketing activities so as to 
promote the placing on the market of the products produced by 
Producer Organisationsô members; 

¶ To improve the producersô ability to meet legislative and other 
constraints by promoting production techniques which are 
environmentally sound and along rational lines. 

¶ To maximize earnings due to economy of scale and economy of 
integration. 

¶ To provide backward and forward services to producer 
members 

 



 

 

Process of Forming Producer Organizations: 
 

¶ Once SHGôs are formed and stabilized, a common livelihood 
activity will be identified for further up-scaling, value addition 
and linkage with wider markets 

¶ A meeting will be convened with individual producer and 
concept will be discussed and its benefits. 

¶ On the basis of Common Livelihood activity, groups will be 
formed and shall be called as Producer Institutions. 

¶ These producer Institutions will be further federated to form the 
Executive body of the producer organisations 

¶ The producer members will decide the legal form of the 
Producer Organizations depending on the activity requirement. 
i.e. Co-operatives/ Producer Company 

¶ In order to ensure the viability of the organization, the Producer 
organizations will accept other households engaged in the 
similar activity to become members. 

¶ The producer organization will formulate its own bye laws, 
Memorandum of Association and Article of Association. 

¶ The Producer organization will develop its system on the basis 
of its functions and activity 

¶ The producer organization will recruit professional staff like 
Chief Executive Officer, Marketing, Accounts, Production and 
other supporting staff depending on the requirement of the 
Producer Organisation. 

¶ The members will subscribe to the minimum Shareholding in the 
Company. 

¶ The Producer Organisation will at least convene one General 
Body meeting in a year. 

¶ Other details are discussed under value chain development 
 
Why Producer Organization ? 
 
¶ To offer a statutory and regulatory framework that creates the 

potential for producer-owned enterprises to compete with other 
enterprises on a competitive footing. 

¶ To provide for the method of formation and registration of 
"Producer Companies" which, inter alia carries the principles of 
"mutual assistance" and "Co-operation" within the more liberal 



 

 

regulatory framework afforded by the company law with suitable 
adaptation. 

¶ To provide an opportunity (on a purely voluntary basis), to the 
existing large multi-state cooperative institutions and societies, 
to voluntarily convert themselves into the new form of producer 
companies. 

 
Registration Process of Producer Organization 
 

First, producers will elect or nominate the promoters/ Board 
members. Then the board will develop a Memorandum. They will 
seek approval of Memorandum and Article of Association from the 
Shareholders. Then, the company shall file for registration with the 
registrar of companies. The certificate of Incorporation will require 
the completion of following formalities. 
 

 Check availability of Name with the registrar for Producer 
Company 

 File for Director Identification Number (DIN) 
 Get Digital Signature Certificate (DSC) 
 Memorandum and Article of Association 
 Other Documents, if any required for Registration of Company 
for incorporation. 

 After issue of Certificate of Incorporation the Producer 
Company will file for TIN- Tax identification Number, which will 
include VAT too. 

 
 

Sectoral Fund 
 
Every Producer Organization will receive Sectoral Fund (SF) up to 
Rs. 20 Lac, in two installments, to invest in value chain 
development for livelihood promotion. The first installment of SF 
will be given to the PO within two months of its formation on 
submission of Activity Identification Report (AIR)19, an action plan 

for six months and bank account details. This installment can be 
up to Rs. 5 Lac. The action plan will be prepared by the executive 
committee of the PO with support from Sector Support 
Organisation (SSO). The SSO will be appointed by RRLP. 

                                                           
19

 As discussed in the Community Institutions section 



 

 

 

 
Apart from background information, the action plan should list 
activities to be carried out in the next six months to establish the 
PO which will include: 
 

¶ Establishment of office 

¶ Establishment of governance systems 

¶ Recruitment of necessary staff 

¶ Business planning 

¶ Operational planning 

¶ List of equipments together with cost estimates and suppliers   

¶ Aggregation strategy development 

¶ Estimation of cash flows and working capital requirement  

¶ Establishing linkages with technical institutions and market 
players 

¶ Establishing linkages with financial institutions 

¶ Establishing linkages with SHGs/ CDO 
  
This is only an indicative list and is likely to be edited in context of 
sector and area by the SSO. 
 

On completion of the establishment phase, the PO will submit a 
Business Strategy Report (BSR) to RRLP together with a 
requisition for release of next installment. The BSR across the 
Project will be in a standardized format developed jointly by 
SPMU, DPMU and SSOs. The BSR will have to be approved by a 
nationalized commercial bank. The second installment will be 
released by the Project on the basis of such approval. This will be 
the final installment and can go up to a maximum of Rs. 15 lac. 
(The detailed guideline and manual will be developed.) 
 
Rationale for producer Organization  
 
It is observed that in absence of backward and forward linkages 
most of the livelihood promotion projects donôt deliver much in 
terms of employment generation. Beneficiaries / Trainees acquire 
skill get credit support but donôt start acting as an entrepreneur in 
real life and problem of un-employment remain same. We expect 
all of them to initiate their own ventures and make livelihood out of 



 

 

Figure 4.3 - Likely Institutional Map in a Project District by the end of 3rd year 
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that but it doesnôt happen often. Therefore, taking in account the 
lesson from previous projects RRLP has worked out an extensive 
business / livelihood incubator model, which would not only 
provide required financial & technical support but also make sure 
the use of given inputs so that expected results are realized and 
delivered in true sense. Having said, until all key areas of 
livelihood are not taken into consideration probability of being 
failure would always remain high and especially when we are 
working with rural women, who is not a position to take high risk, 
which is in-build in business affairs. RRLP model would take care 
of most business areas /concerns.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
Frame work of working with Producer Organization 

 
(A). Formation of Producer Organization 
 
Project will do the expenditure related to formation and registration 
of Producer Organization. 50% of total expenditure or maximum 
1.00 laks rupees will be given by project for formation of Producer 
Organization of SHGs. Expenditure related to formation and 
registration will be as follows: - 

I. Consultancy service expenditure for preparation of 
documents like MOU, bylaws etc.  

II. Registration Fee. 
III. Traveling, stationary etc and other different expenditure. 

 
Eligibility Criteria for Formation of Producer Organization 

Expenditures 
I. Board of Directors (BoD) / office bearers of Producer 

Organization have been selected. 
II. Proposal, regarding formation of Producer Organization have 

been approved by Board of Directors. 
III. Formation related expenditure, assessment approved by 

BoD 
IV. Bank account opened in the name of Producer Organization. 
V. 50 % of total amount, required for formation of Producer 

Organization deposited in bank account.  
VI. Consultant has been selected according to the World Bank 

guidelines. 
VII. Agreement has been signed between Producer Organization 

and consultant. 
 



 

 

Process to get expenditure amount done on formation of 
Producer Organization 

I. Assessment of approximate expenditure required for 
formation of Producer Organization will be prepared with the 
support of DPMU/ PFT. 

II. By getting approval of assessed expenditure from BoD, 
demand application will be sent to DPMU. Application consist 
details of bank account like name of bank, bank account 
number and branch. 

III. DPMU will examine and analyzed the assessment and 
ensure that Producer Organization having 50% amount of 
total cost. After that DPMU will transfer the remaining 50% 
amount in Producer Organization account and will keep 
necessary records and documents. 

IV. After doing necessary expenditure related to formation, 
Producer Organization will send the copy of registration 
certificate with expenditure records and utilization certificate 
to DPMU. 

 
(B). Hand Holding Support 
 
In initial three years Producer Organization can take continuous 
support from sector support organization/ consultant. Expenditure 
made on hired consultant, will be beard by the project upto the 
certain limits. Support to consultant will be given as follows: 

I. Support taken for formation process of Producer 
Organization and necessary licenses/ registration. 

II. Support taken for development of Business Plan of Producer 
Organization and get approval from bank. 

III. Support taken to contact and preparation of proposals to get 
services from different institutions/ amount from schemes. 

IV. Support to develop linkages with different markets/ 
techniques/ finance.  

V. Support for operation/ strengthening and capacity building. 
VI. Support for documentation, records and account keeping. 

VII. Technical support related to Act/ Rules. 
 
Process to get handholding support expenditure amount 



 

 

I. Producer Organization has to send the demand application to 
get expenditure amount to DPMU with the following 
documents: 

a) Copy of Term of Reference (TOR) and Agreement done 
with consultant/ agency. 

b) Copy of registration certificate of Producer Organization. 
c) Bank details of Producer Organization like account 

number, name of bank and branch. 
d) Copy of proposal approved by Board of Directors (BoD). 

II. After examine and analysis of proposal with remarks DPMU 
will forward the proposal to SPMU for approval. 

III. After getting approval from SPMU, DPMU will sign a one time 
agreement with Producer Organization. Producer 
Organizations need not to sign agreement again to take more 
amounts for other expenditure. 

IV. After the agreement DPMU will transfer the amount at a time 
required for three years within the limit of Rs. 5 lakhs and will 
maintain the necessary documents and accounts. 

V. After getting amount, Producer Organization has to send tri-
monthly report, verified by District Project Manager, to 
SPMU. Other then this annual audited financial statement will 
also be sent to DPMU. 

 
(C).  Operational Support for Producer Organization 
 

Under this office and administrative expenses of activity based 
Producer Organization, working capitol support related expenses 
are included. 
 
Amount for Office and Administrative Expenses 
 

Up to a certain limits (will be decided in separate manual), official 
and administrative expenditure will be given by project for 5 years 
in the following ratio:- 

a) First Year   - !00% of total expenditure 
b) Second Year   - 75% of total expenditure 
c) Third Year   - 60& of total expenditure 
d) Fourth Year   - 45% of total expenditure 
e) Fifth Year   - 20% of total expenditure 

 



 

 

Eligibility to get Operational Expenditure of Producer 
Organization  
 

I. Producer Organization should be registered under company 
act or MACS Act. 

II. Business Plans has been approved by commercial bank. 
III. The annual expenditure has been assessed and approved by 

Board of Directors. 
IV. Producer Organization has been deposited the 5% amount of 

working capitol in bank account. 
V. The recruitment process has been completed for necessary 

post of the company. 
 
Process to get Amount for office and administrative expenses 
 

I. To get the amount for office and administrative expenses, 
Producer Organization has to submit demand proposal with 
annual assessment and following documents to DPMU:  

a) Approved Business Plan 
b) Copy of registration certificate of Producer 

Organization. 
c) Bank details of Producer Organization like account 

number, name of bank and branch. 
d) Proposal approved by Board of Directors. 
e) Copy of MOU done between DPMU and Producer 

Organization. 
II. After examine and analysis of proposal with remarks, DPMU 

will forward the proposal to SPMU for approval. 
III. According to business plan / proposal of Producer 

Organization SPMU will give approval. 
IV. After approval, DPMU will transfer the amount required for 

annual expenditure and will maintain the necessary 
documents and accounts. 

V. The payment and allowances of the members posted under 
the Producer Organization will be paid by Producer 
Organization as per the criteria fixed by project. Like wise 
Producer Organization will be responsible to do other 
expenses of the company within limits given in company 
manual. DPMU/ DPM will responsible for verification of 
payment made for different works and salary. 



 

 

VI. Producer Organization will responsible to keep records 
shown in manual like attendance register, leave register, 
traveling allowance register and accounts etc 

VII. If, Producer Organization will not utilize the amount as per 
the MOU then project will have right to recover the amount.  

VIII. After getting amount, Producer Organization has to send tri-
monthly report, verified by District Project Manager, to 
SPMU. Other then this annual audited financial statement will 
also be sent to SPMU through DPMU. 

 
(The total ceiling for point no. A, B, C would be Rs. 5.00 lac) 
 
(D).  Fund for Working Capital 
 
On the basis of business plan of Producer Organization at a time 
maximum rupees 15.00 lakhs will be given from the project. 
Producer Organization has to keep working capital amount 
received from the project in the form of F.D. in bank and CCL 
received against the F.D will be used as working capital. Producer 
Organization has to deposit 5% amount of margin money 
deposited in bank through contribution. 
 
Process to get Amount for Working Capital 
 

I. To get the working capital, Producer Organization has to 
send the demand proposal to DPMU with required amount 
assessed according to business plan with following 
documents: - 

a) Approved Business Plan 
b) Copy of registration certificate of Producer 

Organization. 
c) Bank details of Producer Organization like account 

number, name of bank and branch. 
d) Proposal approved by Board of Directors. 
e) Copy of MOU done between DPMU and Producer 

Organization. 
II. After examine and analysis of proposal with remarks, DPMU 

will forward the proposal to SPMU for approval. 
III. According to business plan / proposal of Producer 

Organization, SPMU will give approval. 



 

 

IV. After approval, DPMU will transfer the amount required for 
annual expenditure and will maintain the necessary 
documents and accounts. 

V. After doing FDR of received amount, Producer Organization 
has to send the copy of FDR to SPMU through DPMU. The 
copy of FDR will be accepted as Utilization Certificate. 

 
(E).  Fund for Value Chain Investment 
 
The project will support Producer Organizations by providing fund 
for necessary infrastructure, assets, materials, machinery, branding, 
packaging, and other value chain investment. For this works project 
will give maximum 15.00 lakhs to Producer Organizations. 
 
Producer Organization will get loan for value chain investment from 
commercial bank. If, amount sanctioned by bank for value chain is 
less than the required amount then project will help through this 
investment. 
 
 
Disclosure at Producer Organization Level 
 

¶ The most appropriate disclosure system of information at the 
Producer Organization will be at walls of Block Office/ 
Panchayat Samiti. The information will includes details of Name 
of member CDO, date of registration, name of Executive 
Committee officials, name of support persons. (annexed 
Format-49) 

¶ The information related to details of Producer Organization will 
also be displayed at the website of department.  

¶ The information and progress of the Producer Organization will 
also be published in the RRLP quarterly newsletter óDhani Ki 
Vaniô  

¶ The information of the Producer Organization will also be 
discussed in the community radio programme/radio programme 
on turn basis. 

¶ Efforts would be made that the information of Producer 
Organization will also be displayed in the Community Facility 
Center of the department of Information Technology, GOR. 



 

 

¶ The Producer Organisation will also nominate one of the EC 
member as PIO under the provisions of RTI ACT, capacity 
regarding  the role and responsibility of PIO would be built up 
through the project in specific manner)  

 



 

 

 

 

 

 

Chapter - 9 

Social Audit  



 

 

 
Social audit in the project is taken up for the purpose of enhancing 
Community/ local governance, particularly for strengthening 
accountability and transparency in the project 
 
Objectives of social audit 
 

1. Assessing the physical and financial gaps between needs 
and resources  

2. Creating awareness among beneficiaries and project 
facilitators 

3. Increasing efficacy and effectiveness of the project.  
4. Scrutiny of various policy decisions at SHG, CDO keeping in 

view stakeholder interests and priorities, particularly of rural 
poor.  

5. Estimation of the opportunity cost for stakeholders of not 
getting timely access to services.  

 
By WHOM 
 
Social Audit Committee (SAC) will be constituted by Grama Sabha 
which plays role of guardian of the project principles. This 
committee shall not be permanent, but will be set up according to 
the nature of the project. 
 
A 5 member Social Audit Committee nominated by the Grama 
Sabha monitors project activities and ensures adherence of the 
project principles during implementation. The Committee is 
accountable to the Grama Sabha and reports to the Grama Sabha 
on a regular basis. 
 
Social audit committee members can be drawn from among 
project stakeholders. It is advisable to use the services of retired 
functionaries of different organizations, teachers or persons of 
impeccable integrity living in the Gram Panchayat jurisdiction. Both 
facilitators and social audit committee members will be trained by 
social audit experts 
 
Rights of the Social Auditor : 
 



 

 

1. seek clarifications about any decision-making, activity, 
scheme, income and expenditure incurred by the SHG,CDO  

2. consider and scrutinize project  and other activities of the 
SHG and CDO; and access registers and documents relating 
to all  activities undertaken by the SHG and CDO. 

 
WHEN 
Social audit would be conducted after closing of the each financial 
year. 
 
Process of the social audit 
 
The detailed process of the social audit under the project would be 
as under; 

 
× Defining the scope of the social audit 

 
Clarity of purpose and goal of the project 
 
 

× Identify & consult stakeholders 
 
Identify stakeholders with a focus on their specific roles and 
duties. Social auditing aims to ensure a say for all 
stakeholders. It is particularly important that marginalized 
social groups, which are normally excluded, have a say on 
activities and have their views on the actual performance of 
project. 
 

× Nomination of auditors  
 
Members can be drawn from among project stakeholders. It 
is advisable to use the services of retired functionaries of 
different organizations, teachers or persons of impeccable 
integrity living in the Gram Panchayat jurisdiction 
 

× Develop indicators, collection of data 
 



 

 

Definition of performance indicators which must be 
understood and accepted by all. Indicator data must be 
collected by stakeholders on a regular basis 
 

× Prepare the social accounts and verification 
 
Establishment of a group of trusted local people including 
elderly people, teachers and others who are committed and 
independent, to be involved in the verification and to judge if 
the decisions based upon social audit have been 
implemented 
 

× Public hearings 
 
The findings of the social audit should be shared with all local 
stakeholders. This encourages transparency and 
accountability. A report of the social audit meeting should be 
distributed for Gram Panchayat auditing. In addition, key 
decisions should be written on walls and boards and 
communicated orally 
 

× Advocacy and institutionalization 
 
Follow-up of social audit meeting with the panchayat body 
reviewing stakeholdersô actions, activities and viewpoints, 
making commitments on changes and agreeing on future 
action as recommended by the stakeholders 
 

Capacity building for social audit 
 
¶ Organization of a mass campaign to increase public 

awareness about the meaning, scope, purpose and 
objectives of social audit.  

¶ Establishment of a team of social audit experts in each 
district who are responsible for training social audit 
committee members (stakeholders).  

¶ Implementation of training programmes on social auditing 
methods - conducting and preparing social audit reports, and 
presentation at Gram Sabha meetings.  

 



 

 

 
 
 
Key factors for successful social audit 
 
¶ Level of information shared with and involvement of 

stakeholders, particularly of the rural poor, women, and other 
marginalized sections.  

¶ Commitment, seriousness and clear responsibilities for 
follow-up actions by elected members of the Gram 
Panchayat.  

¶ Involvement of key facilitators in the process.  
 
   
Social development monitoring  
 
SDM is a periodic observation activity by socially disadvantaged 
groups as local citizens who are project participants or target 
beneficiaries. It could also take the form of action intended to 
enhance participation, ensure inclusiveness, articulation of 
accountability, responsiveness and transparency by the project 
implementing agencies institutions, with a declared purpose of 
making an impact on their socio-economic status. 
 



 

 

 

 
  
 

 
 
 

Formats 
 
 
 
 
 
 
 



 

 

FORMATS INDEX 

Format 

No 

Title 

1(i) Merit criteria for selection of CM/ Book keeper/Para-

professional 

1(ii) Application form for Community Mobilizer 

1(iii) Application form for book keepers 

1(iv) Application form for para-workers/professional 

2 Area Profile 

3 Village Level Entry Programme Schedule (VLEP) 

4 Criteria for identification of Left out poor (other than BPL) 

(based on pilot BPL Survey, 2011) 

5 Village Profile 

6 Existing SHGs Information (Village) 

7 Listing of the potential candidates identified for CM/BK/PW 

by community & PFT 

8 Listing of the Potential Candidates / youth for Skill 

Development &  

Employability Trainings 

9 Listing of the poor families identified by community left out 

from BPL list 

10 Proceeding of member to be added in SHG non but poor 

family 

11 SHG member Information 

12 Application form for SHG Registration 

13 Registration Certificate of SHG 

14 Evaluation of Existing SHGs 

15 SHG grading format 

16 Attendance Register of SHG 

17 Meeting Registers for SHG 



 

 

18 Loan Ledger 

19 Cash book 

20 Member Loan register  

21 Member Savings /Loan passbook 

22 Format of wall painting for SHG at Village Level 

23(i) Application for Livelihood Investment Tranche-1 

23(ii) Evaluation of SHG for Livelihood Investment Tranche-1 at 

CDO level 

23(iii) SHG member-wise Livelihood Investment Tranche-1 

priority 

23(iv) Individual Application form for Livelihood Investment 

Tranche-1 

24(i) Receipt &  Payment statement of the member (1 year) 

24(ii) Comprehensive information of the SHG members 

25 Family/ member Livelihood Plan 

26(i) Details of members availing livelihood investment tranche-

1 in the first priority 

26(ii) Details of members availing livelihood investment support 

in the second priority 

27 Environmental appraisal summary sheet -SHG Livelihood 

Plan 

28 (i) Comprehensive information of the SHG 

28 (ii) SHG profile to be prepared for MCLP 

28 (iii) Application for Livelihood Investment Fund (LIF) from SHG 

29 Approval of proposal by working committee of CDO 

30 Application form for training of Youth 

31 CDO formation information to DPMU 

32 MOU between DPMU & CDO 

33 MOU between CDO & SHG 

34(i) Meeting Register for CDO 



 

 

34(ii) Format for First meeting 

34(iii) Details of monthly meeting 

34(iv) Details of discussion in the meeting 

35 Cash book at CDO level 

36 Ledger at CDO level 

37 Journal Voucher  

38 SHG wise Livelihood Investment Tranche-1 register 

39 SHG wise Livelihood fund register 

40 HRF contribution and support fund register 

41 Food security contribution & support fund register 

42 Fodder security contribution & support fund register 

43 SHG savings Loan Passbooks 

44 Format of Wall painting for CDO at Gram Panchayat level 

45 Format of Wall painting for Area Federation at Block  level 

46(i) Meeting Register for Area Federation 

46(ii) Format for first meeting of Area federation 

46(iii) Details of monthly meeting 

46(iv) Details of discussions in the meeting of Area federation 

47 Cash book at Area Federation level 

48 Ledger at Area Federation level 

49 Format of Wall painting for Producer Organization (PO) at 

Panchayat Samiti level 

 

 



 

 

Format- 1 (i) 
 

Merit Criteria for Selection of CM/Book keeper/Para Professionals 
 

 

Name of 

the 

Candidat

e 

Academic 

Qualificati

on 

 

 

 

Marks 

Sex 

Male/ 

Femal

e: 

 

 

Marks 

Membe

r of 

Target 

Family 

 

 

Marks 

Memb

er Ship 

in 

SHG 

 

 

Marks Marks 

Experien

ce of 

working 

with 

SHG/ 

CIG 

 

Marks 

Experienc

e of 

Participato

ry Activity 

 

Marks 

Belongs 

to 

 

 

 

 

Marks 

Acceptab

le to 

Commun

ity 

10 No. 

 

Marks 

Total Meri

t 

 

Shri--

S/Oé 

 

Shri--

S/Oé 

 

Shri--

S/Oé 

 

Shri--

S/Oé 

 

          



 

 

Shri--

S/Oé 

 

 

 

 

 

 

 

 

 



 

 

Format- 1 (ii) 

 
Application form for Community Mobilizor 

 
 
 
To                                                                                               
 
-------------------------- 
 
-------------------------- 
 
--------------------------  
 
 
 
Sir,   
   
       I am interested to work as a community mobilizer in your project  
 

1. bŀƳŜ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦΦ 
 

2. !ƎŜ ΧΧΧΧΧΧtƘƻƴŜόǿƛǘƘ ŎƻŘŜύΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 
 

3. CŀǘƘŜǊκIǳǎōŀƴŘ bŀƳŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦ 
 

4. PresŜƴǘ ŀŘŘǊŜǎǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 
 

±ƛƭƭŀƎŜΧΧΧΧΧΧΦtƻǎǘΧΧΧΧΧΧΧΧΦΦ¢ŀƘǎƛƭΧΧΧΧΧΧΧΧΧΧΧ 
 
.ƭƻŎƪΧΧΧΧΧΧΧ5ƛǎǘǊƛŎǘΧΧΧΧΧΧΧΦtƛƴ /ƻŘŜΧΧΧΧΧΧΧΧΧΦΦ 
 

5. Categorizing (Please P mark) 
   

I     Male/Female 
 

II   BPL/ left out poor 
 
III BPL Serial No.                         /Selected my family as left of  poor. by 
project   

 
 

Photo  



 

 

 
            IV  SC/ST/OBC/Minority/Disabled/ General   (Enclosed Certificate) 

 
6. Education Qualification    (PleasePmark)  
 

1.   literate      
 2.   Educated Less than 10th  
3.   10th Pass  
4.   12th Pass  
5.    Graduate  
6.   Post Graduate  

 
 
 
 
 

7. Family Business (Please Pmark) 
   

1. Labour 
2. Agricultural and Livestock 
3. Shop/Business  
4. Govt. Service  
5. Non Government Service  
6. Others  

    
      8. Family income (Please Pmark) 
 

1. Per month Less than 2000/- 
2. Per month  2001 to 5000/- 
3. Per month  5001 to 10000/- 
4. Per month more than 10001/- 

       
9      Experience in community mobalization 
    

 
             
        
 

    Signature of applicant  
 



 

 

     
           
 
 
 
 

 



 

 

Format- 1 (iii) 
 

Application form for Book Keeper 
 
 
To                                                                                               
 
-------------------------- 
 
-------------------------- 
 
--------------------------  
 
 
 
Sir,   
       I am interested to work as  Book Keeper  in your ǇǊƻƧŜŎǘ ΧΧΧ 
 
 
      м   bŀƳŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦΦ 
 
н   !ƎŜ ΧΧΧΧΧΧtƘƻƴŜόǿƛǘƘ ŎƻŘŜύΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 

 
a. CŀǘƘŜǊκIǳǎōŀƴŘ bŀƳŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦ 

 
п    tǊŜǎŜƴǘ ŀŘŘǊŜǎǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 

 
±ƛƭƭŀƎŜΧΧΧΧΧΧΦtƻǎǘΧΧΧΧΧΧΧΧΦΦ¢ŀƘǎƛƭΧΧΧΧΧΧΧΧΧΧΧ 
 
.ƭƻŎƪΧΧΧΧΧΧΧ5ƛǎǘǊƛŎǘΧΧΧΧΧΧΧΦtƛƴ /ƻŘŜΧΧΧΧΧΧΧΧΧΦΦ 
 

5    Categorizing (Please P mark) 
   

I     Male/Female 
 

II   BPL/ left out poor 
 
III BPL Serial No.                         /Selected my family as left of  poor. by 
project   

 

 
 

Photo  



 

 

           IV  SC/ST/OBC/Minority/Disabled/ General   (Enclosed Certificate) 
 
 
6. Education Qualification    (PleasePmark)  
 

1.   literate      
2.   Educated Less than 10th  
3.   10th Pass  
4.   12th Pass  
5.    Graduate  
6.   Post Graduate  

 
 
 
 
 
 

7. Family Business (Please Pmark) 
   

1  Labour 
2  Agricultural and Livestock 
3  Shop/Business  
4  Govt. Service  
5  Non Government Service  

         6  Others  
    
      9. Family income (Please Pmark) 
 

1 Per month Less than 2000/- 
2 Per month  2001 to 5000/- 
3 Per month  5001 to 10000/- 
4 Per month more than 10001/- 

     10   Any Experience in Account keeping 
    
             
        
 

    Signature of applicant  
 
     



 

 

           

 
 
 
 
 

 
 
 
 
 
 
 



 

 

Format- 1 (iv) 
Application form for Para-worker 

 
 
To                                                                                               
 
-------------------------- 
 
-------------------------- 
 
--------------------------  
 
 
 
 
 
Sir,   
   
        L ŀƳ ƛƴǘŜǊŜǎǘŜŘ ǘƻ ǿƻǊƪ ŀǎ ǇŀǊŀ ǿƻǊƪŜǊ ƛƴ ȅƻǳǊ ǇǊƻƧŜŎǘ ŀǎΧΧΧ 
 
мbŀƳŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 

 
н!ƎŜ ΧΧΧΧΧΧtƘƻƴŜόǿƛǘƘ ŎƻŘŜύΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 

 
a. Father/Husband 
bŀƳŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦ 

 
п    tǊŜǎŜƴǘ ŀŘŘǊŜǎǎ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 

 
±ƛƭƭŀƎŜΧΧΧΧΧΧΦtƻǎǘΧΧΧΧΧΧΧΧΦΦ¢ŀƘǎƛƭΧΧΧΧΧΧΧΧΧΧΧ 
 
.ƭƻŎƪΧΧΧΧΧΧΧ5ƛǎǘǊƛŎǘΧΧΧΧΧΧΧΦtƛƴ /ƻŘŜΧΧΧΧΧΧΧΧΧΦΦ 
 

5Categorizing (Please P mark) 
   

I     Male/Female 
 

II   BPL/ left out poor 
 

 
 

Photo  



 

 

III BPL Serial No.                         /Selected my family as left of  poor. by 
project   

 
            IV  SC/ST/OBC/Minority/Disabled/ General   (Enclosed Certificate) 

 
6. Education Qualification    (PleasePmark)  
 

1.   literate      
 2.   Educated Less than 10th  
3.   10th Pass  
4.   12th Pass  
5.    Graduate  
6.   Post Graduate  

 
 
 
 
 

7. Technical Experience  
  

8. Family Business (Please Pmark) 
   

1   Labour 
2   Agricultural and Livestock 
3   Shop/Business  
4   Govt. Service  
5   Non Government Service  
6   Others  

    
      9. Family income (Please Pmark) 
 

1   Per month Less than 2000/- 
2   Per month  2001 to 5000/- 
3   Per month  5001 to 10000/- 
4   Per month more than 10001/- 
 

     10  field in which interested to work as para professional 
 

     11  Any Experience in Agriculture/Livestock/Microfinance 
    



 

 

             
        
 

    Signature of applicant 
 
 



 

 

Format-2 

Area Profile 

  Name of PFT :ééééééééééé.                          Name of 

District: ééééééé 

S. 
N
o. 

Name of 
Village 

Name of 
Gram 

Panchay
at 

No. 
of 

Hous
ehol
ds 

Total 
Popula

tion 

No. of BPLs Name of 
Sarpanch & 
Contact no. 

SC ST OB

C 

Oth

er  

1 2 3 4 5 6 7 8 9 10 

1          

2          

3          

4          

5          

6          

7          

8          

9          

10          

11          

12          

13          

14          

15          

16          

17          

18          



 

 

19          

20          

21          

22          

23          

24          

25          



 

 

 

26          

27          

28          

29          

30          

31          

32          

33          

34          

35          

36          

37          

38          

39          

40          

41          

42          

43          

44          

45          

46          

47          

48          

49          

50          

Total         



 

 

 

Signature of PFT Coordinator 



 

 

Format-3 

Village Level Entry Programme Schedule (VLEP) 

TO BE SUBMITTED BY PFT TO DPMU 

Block------------------------------------                                              Dist.-------

--------------------- 

S. 

No. 

Name of Village Name of 

Gram 

Panchyat 

Proposed 

VLEP Date 

Resource 

Person 

1     

2     

3     

4     

5     

6     

7     

8     

9     

10     

11     

12     

13     

14     

15     

16     

17     



 

 

18     

19     

20     

21     

22     

23     

24     

25     

26     



 

 

 

27     

28     

29     

30     

31     

32     

33     

34     

35     

36     

37     

38     

39     

40     

41     

42     

43     

44     

45     

46     

47     

48     

49     

50     

 

Signature of PFT Coordinator 



 

 

 

 

 



 

 

Format- 4 
 

Criteria for Identification of Left-out Poor (other than 
BPL) 

(based on pilot BPL Survey 2011) 

 

 
S. 
No 

 
(A) The households which fulfill any one of 

the following conditions will not be 
surveyed for BPL Plus. 

 
Yes 

 
No 

 
1 

 
Families who own double of the land of the 
district average of the agriculture Land per 
agriculture household partially or wholly irrigated 
(3 times if completely unirrigated) 
 

  

 
2. 

 
Families who have three or four wheeled 
motorized vehicles, such as jeeps, SUV, etc. 
 

  

 
3. 

 
Families who have at least one mechanized 
farm equipment, such as tractor, or power tiller, 
thresher, harvester, etc. 
 

  

 
4 

 

Farmers who have any person who is drawing a 
salary of over Rs. 10000/-per month in non 
government/private organizations or is 
employed in government (including para statals) 
on a regular basis with pensionary or equivalent 
benefits.  
 

  

 
5 

 

Income Tax payers 
 

  

(Note: In case any state wish to add the above indicators  for 
exclusion ,they may be permitted to do so .For instance ,those 
owing a two ïwheeler (less than 8% of rural households own these 



 

 

,according to NSSO),or a running  bore-well  may also be 
excluded as per the directions of the state government.) 
 
If  the household fulfill above any one of the criteria would be 
considered for next (B) criteria 
 

 
(B) The following would be compulsory  for inclusion as 

BPL PLUS 
 

 
6 

 

Designated ñPrimitive Tribal Groupò 
 

  

 
7 
 

 

Designated most discriminated against SC 
groups ,called Maha Dalit Groups if so 
identified by the state 
 

  



 

 

 

 
8 

 
Single women headed household 
 

  

 
9 

 
Household with disabled person as bread ï
earner 
 

  

 
10 

 
Household headed by a minor 
 

  

 
11 

 
Destitute households which are dependent 
predominantly on alma for survival  
 

  

 
12 

 
Homeless households 
 

  

 
13 

 
Any members of the households is bonded 
labourer 
 

  

 

The household which fulfill above the both (A&B) criteria would be 

considered as BPL- PLUS. 

 



 

 

 

 

HOUSEHOLD SCHEDULE  

 

This questionnaire intends to collect some socioȤeconomic information related to the household. T

he information   

collected as part of this questionnaire will be used by the Ministry for informed policy making.  The i

nformation   

provided by the household for this survey will in no case deprive any household of any existing ben

efit that it   

receives, or entitle any household to any benefit. Honest cooperation in this process is solicited for 

this purpose.   

 

CONVENTIONS FOR FILLING THE QUESTIONNAIRE  

1.  No cell meant for recording information should be left blank.    

2.  Information collected should be recorded in English.  

3.  Cells shaded in light gray are to be PostȤCoded by the Field Supervisor after the interview has 

been completed.  

4.  Where the term "(code)" is given, the list of applicable codes is provided immediately below the 

Block.  If the   

respondent's response cannot be classified using the codes provided, please use code 97 (for 'oth

er'), and specify   

details in brackets.  

5.  If a question is not applicable,  write 'N.A'.  

6.  If the respondent does not know the answer to a question, or is reluctant to respond to a questio

n, write 'D.K'.    

7.  Please follow skip patterns carefully and write 'N.A' for questions skipped.  If an entire Block is s

kipped, cross out   

the Block.  

Block-

0. Identification  Nam

e  

(1)  

Cod

e  

(2)  

Nam

e  

1      State  

 

2      District  

  

3      
Block/Taluk  

 

4      Village  

5  
 

Hamlet/ Segme

nt/   

Tola  

7     

Investigator Name  

8     

Supervisor Name  

 

9     
Respondent Nam
e  

d

d  

mm  yyyy  

10    

Date of the survey  

 

11    Start Time  

 

12    End Time  

 __ __ / __ 

__  

 

 __ __ / __ 
__  

6.1   Census House Number  

6.2   Household Serial Number  

 

Block-0 Codes  

 

Q1-4, 5, 6.1, 6.2 Col.2:  Location codes --
 Use codes from Census Layout maps  

Q5, Col.2:  Hamlet ï POST-

CODE from Col.1, Block 5 in Village Survey  

Block-

1. Household Basic Characteristics                                                                 1  

 

2  

 

Name of Household 

Head  

 

 Name of Caste/Tribe  

3  
 

Caste/trib

e   

 group  

Central list (

A)  

State (B)  

4     

Religion   

(post-  

code)  

(code)  

Block-1 Codes  

Q3:  Caste/tribe Group ï POST-

CODE (A) from Col.3; (B) from Col.4 of Block 6 in Village Survey  

Q4:  Religion:  1=Hinduism;  2=Islam;  3=Christianity;  4=Sikhism;  5=Jainism;  6=Buddhism;  97

=Other (specify)  
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Block-

2.  Household Members Details  

 

Name of the members  

PID  

Gend

er  

Ag

e  

(1)  

 

1  

 

2  

 

3  

 

4  

 

5  

 

6  

 

7  

 

8  

 

9  

 

10  

 

11  

 

12  

(Before asking Q.3 to 10 make a 

list of   

all family members, in order specif
ied in   

instruction manual)  

 

(2)  

(1=male

,   

2=femal
e  

(3)  

)

  

(years

)  

 

(4)  

Relation

   

with   

 
househol
d   

head  

 

(code)  

 

(5)  

Highest

   

Marital        
education   

statu

s  

level   

complete
d  

 

(code)  

 

(9)  

Name of Fat

her  

Name of Mot

her  

(6

)  

(7

)  

(code

)  

 

(8)  

Possess

   

educatio
n   

certificate
?   

 

(1=yes,   

2=no)  

(10)  

Col.5   Relationship to household head:  1=Head;  2=Wife/husband;  3=Son/daughter;  4=Son/Daughter-in-

law;  5=Grandchild;  6=Father/mother; 7=Father/mother-in-law;    

8=Brother/sister; 9=Brother/sister-in-law;  10=Grandfather/grandmother;  11=Niece/nephew;  12=Servant/attached labor; 97=Other (specify)  

 

Col.8   Marital Status:  1=Unmarried;  2=Married;  3=Widowed;  4=Divorced; 5 = Separated; 6 = Abandoned; 97=Other (specify)  

Col.9   

Educational Attainment: 1=Illiterate; 2=Literate  but below primary; 3=Primary; 4=Middle; 5=Secondary; 6=Higher Secondary; 7=Graduate or higher; 9

7=Other (specify)  
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BlockȤ2.1. Details of family members living outside vill

age  
1  

 Is there any member of the family who is normally resident in this household but has been living   

 outside the village for more than six months in the past one year?                  (1=yes, 2=no)  

 

If yes in Q1, please provide details of family members living outside the village.  If no in Q1, 
skip to Block 3  

Sl.   

No  

Name of the fa

mily   

member  

Gend

er  

Ag

e  

Relation

   

with   

househol
d   

head  (1)  

 

1  

 

2  

 

3  

 

4  

 

5  

 

Block-
2.1 Codes:  

(2

)  

(1=male

,   

2=femal
e  

(3)  

(years

)  

 

(4)  

(code

)  

 

(5)  

Number

   

of month
s   

since   

leaving
   

the villag
e  

 

(months

)  

 

(6)  

Purpos

e   

of leavin
g  

(code

)  

 

(7)  

Receive/sen

d   

financial   

support fro
m   

 
this member 
in   

last one yea
r?  

 

(code)  

 

(8)  

Father's    

Mother's   

PID            PID  

(use Block 2, Co

l.1   

for PID)  

(9)            (10)  

Col.5 

Relation with household head: 1=Self; 2=Son/daughter; 3=Grandchild; 4=Husband/wife; 5=Brother/siste

r; 97=Other   

(specify)  

Col.7 
Purpose of leaving: 1=employment/business; 2=studies; 3=natural disaster (drought, flood etc.); 4=social
/political   

problems; 97=Other (specify)  

Col.8 
Receive/send financial support: 1=Household received money from member; 2=Household sent money 
to member;   

3=Household both received & sent money; 4=Household neither received nor sent money  

BlockȤ3.  Disability and Chronic Illness  

 

Is any member of the household disabled or does an

yone   

1   

suffer from chronic illness?             (If no, skip to 

Block 4)   

(1=Yes, 2=No)  

PID of   

individual  

 

(Use Block 
2,   

Col.1 for PI
D)  

 

(2)  

Disabili

ty  

Chronic Illn

ess  Sl.   

No  

(1

)  

 

1  

 

2  

 

3  

 

4  

(code

)  

(code

)  

(3

)  

(4

)  

(5

)  

(6

)  

Possess disabili

ty   

certificate?    

 

(1=yes, 2=no)  

 

(7)  

Block-3 Codes:  

 

Col. 3&4. Disability: 1=blind; 2=deaf; 3=mute; 4=orthopaedic; 5=mentally challenged; 97
=Other (specify)  

Col. 5&6. Chronic illness: 1=cancer; 2=HIV/AIDs; 3=TB; 4=leprosy; 5-

silicosis; 97=Other (specify)  
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Block-4.  Sources of Household Income/Livelihood  

 

Note:  Ask respondent for income earned by all household members.  Multiple income sources are p
ossible.  

Enter code (1=yes, 2=

no)   

4.1    

In the past one year, did your household receive any income from the following 

sources?   

for each option in l

ist   

below  1  

 

2  

 

3  

 

4  

 

5  

 

6  

 

7  

 

8  

Cultivation  

 

Fishing  

 

Forest gatherer/natural produce colle
ction  

 

Livestock/other agric enterprise  

 

Casual wage employment (agricultur

al)  

 

Casual wage employment (nonȤagri
cultural)  

 

Salaried employment  

 

Own nonȤagricultural enterprises/ser
vices  

8.

1  

 

8.
2  

 

9  

 

10  

 

11  

 

12  

 

13  

 

14  

If Yes in Q8, is it a tradition

al   

occupation?  

 

If Yes in Q8.1, what type (c
ode):  

 

Interest and rental income  

 

Pension  

Remittances/Transfers from frie

nds or   

family (cash or kind)  

 

Begging/charity  

 

Other (specify)  

 

Other (specify)  

What are the two main sources of household income in the past one year?  (use serial num

ber of income   

4.2   source from list in Q4.1):  

 

Block-4 Codes  

Q 8.

2  
Traditional occupations: 1=Barber; 2=Cobbler; 3=Ironsmith; 4=Carpenter; 5=Tailor; 6=Swe

eper/rag -picker;   

7=Washermen; 8= Potter; 9=Weaver; 10=Folk Artist; 11=Butcher; 12=Priest; 97=Other (speci
fy)    

Block-

5.  Employment and Income Details  
5.

1  

 

In the past one year, did any member of the household have a salaried j

ob?                 

(If no, skip to Q5.2)  

(1=Yes, 2=

No)  

PI

D  

Nature of j

ob  

Gross month

ly   

salary  

Mode o

f   

salary   

paymen
t  

Sl.   

No  

(1

)  

 

1  

 

2  

 

3  

 

4  

(Use Blo

ck   

2, Col.1   

for PID)  

 

(2)  

(specif

y)  

(Rs. per mon

th)  

(code

)  

(3

)  

(4

)  

(5

)  

Government. 

or   

private?  

 

(1=Govt.,   

2=Private)  Sk
ip   

to Col.8 if   

private   

(6)  

If Govt.       

If private   

job, type      
job, type   

of job?       
of job?  

(code

)  

(code

)  

(7

)  

(8

)  

Block-5.1 Codes:  

Col.5 Mode of salary payment: 1=cash; 2=cheque; 3=bank account; 97=Other (specify)  

Col.7 Type of government job: 1=Gazetted employee; 2=Non-

gazetted employee; 3=Honorarium/incentive based/contract   

employee  

Col.8 

Type of private job: 1=Professional/managerial/executive; 2=Machine operators/skilled factory workers; 3

=Manual   

factory workers; 4=Service/Sales workers; 97=Other (specify)  
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