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GUIDE: HOW TO BUILD A SAVINGS GROUP? 
PROSOLI-CAPITAL FOUNDATION 

Note: The guide was designed for the group leaders 
 
What is a savings group?  
1. Self-selection of the members (8-30 persons)  

2. Weekly meeting  

3. Saving by purchasing shares: from 1 to 5 shares per meeting  

4. Friendly loans with interest rate agreed by the group  

5. A cycle of 12 months for the distribution of capital and interest  

6. Transparency: Every transaction occurs before the group  
 

Benefits of being a member  
1. Saving habits  

2. Change in attitude and mentality, self-confidence, planning, punctuality, and discipline  

4. Learning business management  

5. Solidarity, empowerment, and teamwork  
 
Steps to start a savings group 
1. Elect the administrative committee: 8 persons  

2. Determine the frequency, date, time and place of the meeting  

3. Determine the value of one share, the social fund and the fines for various reasons  

4. Loan fund is the money available for loan and includes savings, fine and interest.  

5. Get a savings kit (1 box, personal passbooks, 3 padlocks, 2 bags, 2 bowls)  

6. Set the internal rules and regulations (loan, interest, share-out, etc.)  

7. Start saving and start lending in 2-3 months  

8. Distribute the savings with profit in 12 months  
 
Administrative committee 
*Record keeper, Box keeper, President, 2 money counters, and 3 key keepers 
*Record keeper and box keeper are the most important roles. 

 

1. Record keeper: Keep the record. Good at numbers, smart and honest. 

2. Box keeper: Keep the box and verify the savings in the meeting, live in a safe house, 
Reliable, respected and with good reputation. 

3. President: Open the meeting and moderate the debate ensuring that the meetings 
follow its own procedure. Respected, friendly, calm, organized and listens to the rest.  

4. Money counters (2): Count the Money during the meeting, inform the record keeper 
about each transaction. Reliable and organized.  

5. Key keepers (3): Keep the keys. Responsible and punctual.  
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SAVINGS KIT 
 

                   
 
 2 bags:                         2 Bowls:                 Personal passbook 
 - Social fund                      - To collect fines                    
 - Loan fund                       - To count money           
    

                                
        
               Group record form                     Box with 3 padlocks 

 
How to seat the attendants?  
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STEPS TO FOLLOW IN A TYPICAL GROUP MEETING 
 
President “Good afternoon, Let’s start our savings group meeting.” 
Record keeper Call the roll: “No.1, No.2, etc.”  
President 
Box keeper 
 
President  

“Key keepers, please come and open the box”  
When the box is open, hand over passbooks and group record 
form to the record keeper and place the bowls in their places. 
“What is social fund we have in the box?” “x pesos”  
“What is loan fund we have in the box?” “x pesos”. 

Money counter 
President 

Count the money in the bags and confirm the amount.  
“Those who should pay fine, please do it now.” 

  
President “Now we are going to deposit our social fund”  
Record keeper “No.1”, No.1 entrusts the social fund into the hands of a Money 

Counter, the Record Keeper writes the date and the payment on 
the passbook and gives it to No.1. This is repeated with all. 

Money counters Count the total sum of the social fund “Today we saved x pesos 
of social fund” They deposit the social fund in the social fund 
bag and place it inside the box. 

Record keeper Puts down the sum in the group record form. 

  
President “Now we are going to buy shares” 
Record keeper 
 
 
 
Box keeper 

“No. 1”, No.1 entrusts his/her shares into the hands of a Money 
counter who will say “No.1 deposited x shares”. No.1 then gives 
his/her passbook to the RK who will put down the number of 
shares and who will pass the passbook to the box keeper. 
Verifies the record and places the passbook in the box.    

Money counters  
 
 
 
Record keeper 

When all finished buying shares, Money counters add the fines to 
the shares, count all and announce the sum total. “Today we 
have saved 2000 pesos of loan fund.” They deposit the loan 
fund in the loan fund bag and place it inside the box.  
Puts down the sum in the group record form.  

 
Record keeper 

 

 
Announces the amount of social fund saved that day, with the 
accumulated sum of social fund, as well as the amount of loan 
fund saved that day, with the accumulated sum of loan fund. 

President Asks the group: “What is the social fund we have?” “x pesos” 
“What is the loan fund we have? “x pesos.” “Please remember 
this amount till the next meeting” 

Presidente  “Key keepers, please come forward and lock the box” 
“The next meeting will be held next Saturday, August 25. 
I declare the meeting closed. Have a good afternoon!” 
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RULES & REGULATIONS OF A SAVINGS GROUP 
*To be completed by all the members of the group 

 
 
1. Basic information of the group  
-Group name: 
-First date of saving: 
-Date of share-out:  
-Place, day and time of the meeting: 
 
2. Member leaving the group  
The group will only return the saving.   
 
3. Member expulsion  
A member can be expelled if he/she does not attend the meeting for ____consecutive weeks. 
 
4. Member’s death 
If a member dies, the group will hand over his/her savings to the heir..  
 
5. Fine 

Cause Amount 

Arriving late in the meeting  $ 

Absence from a meeting without a valid reason $  

Chatting during the meeting and using the cell phone $  

Leaving the meeting before it’s over $  

 
6. Saving  
-Members should buy at least one share in every meeting. 
-The price of one share is ____ 
-The máximum number of share one can buy is____ 
  
7. Loan   
-Only the member can apply for a loan. 
-Each loan application should be evaluated and can be given when 75% of the members approve. 
-The máximum amount of a loan a member can ask for is the third multiple of the amount saved. 
-The máximum term for a loan is three months.  
-The monthly interest rate is _____% 
-When a member fails to repay the loan,_________________________________________ 
 
8. Social fund 
The amount of social fund is ______ Each application for the social fund should be evaluated 
and be given with 75% of members approval. Social fund can be used for the extreme ocasions 
or public Works.  It is recommended not to be shared out. 
 
9. The administrative committee will be changed every _______year. 
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13 habits of highly successful savings groups 
 
1. Save at least one share in each meeting. You cannot save more than 5 

shares. 
 
2. Those who cannot attend the meeting should not be allowed to join the 

group. 
 
3. You cannot lend more than 3 times of the saving. The loan should be paid 

within 3 months. 
 
4. Only members are entitled to apply for a loan. You should stop giving loan 

one month before the share-out. 
 
5. Keep members’ passbooks always inside the box. 
 
6. Keep a separate group record book outside the box. 
 
7. It is compulsory to conduct share-out every 12 months. 
 
8. Never open the box out of the regular meeting.  
 
9. Change the committee every 1 or 2 years. 
 
10. If one of the 8 committee members cannot attend the meeting, you 

should find a person to fill the role. 
  
11. Weekly saving is highly advantageous. Never change the date nor the 

time of the meeting. 
 
12. The security of the box should be the top concern of the group. Deposit 

extra money in the bank.  
 
13. Savings group is not cooperatives nor bank. 
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GROUP RECORD FORM 
 

Date No. 
members 
attended 

Today’s 
Social 
Fund 

Social 
Fund in 
the box 

Today’s 
Loan Fund 
 

Accumulated 
Loan  
Fund 

Loan 
Fund in 
the box  

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 


