JAMAICA INFORMATION SERVICE

APPLICATION FOR STAFF LOAN

Department: _________________________


Date: __________________

PERSONAL INFORMATION

Name of Employee_______________________________________________________
Position_______________________________________ Length of Service_____________
For payroll use only:
Date Last Loan was Granted____________________ Date of last payment_________________
Gross Monthly Basic Salary__________________ Signed _____________________________
                                                  Payroll clerk
Debt Service Ratio: _________________________________
For HR use only;
PERFORMANCE RATING___________ Date of last assessment _________________

SURETY/IES [Other Employee(s)]

Name of Employee__________________________________________________________
Position__________________________________________________________________

Length of Service___________________________________________________________

Net Salary___________________________________________________
Signature of Surety____________________________   Date_____________

Attach last pay slip 

(No Surety/ies will be required for loans up to $15,000.00)

PURPOSE OF LOAN – SPECIFY FULL DETAILS 
_________________________________________________________________________________
FINANCIAL INFORMATION
                                                                                                TOTAL COST
      
$____________________







Less_______%








DOWN PAYMENT 
      
$____________________







LOAN REQUESTED      
$____________________

Attach a copy of the Bill of Sale, Purchase Agreement, Work Estimate, etc


I hereby authorize that during my employment, the payment on the above loan will be deducted from my monthly salary.  If my employment is terminated before this loan is paid in full, I hereby authorize the Jamaica Information Service, without any notice to me, to apply any unpaid balance of this loan from any salary accruing to me at that date.

CREDIT OBLIGATIONS INCLUDING HIRE PURCHASE (list all debt using and attaching additional sheet if necessary).

	Name of Creditor
	Address
	Monthly Payment
	Balance Owing

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EMPLOYEE’S SIGNATURE: __________________________

DATE: ________________



MANAGER’S COMMENTS: (Elaborate on any information provided in this Application or other useful data which, in your 





     view, will assist in making a decision).









            ___________________________










Manager

Do not write below this line

__________________________________________________________________________________

Documents Submitted:
Pay Slip/s                 [  ]

Pro forma Invoices  [  ]

Other    ______________________________________________________________           

Loan Approval Panel

RECOMMENDED
     (
 
NOT RECOMMENDED       (
__________________________________________________________________________________

Comments, if any:

CONDITIONS

Types of Loans
Loan facilities shall include (but shall not necessary be limited to) the following:

1) Emergency staff loans, e.g. for medical purposes or funeral expenses.  Where an emergency loan is granted under the Agency Group Insurance Plan or through another insurer, the proceeds of the medical claims must be applied towards the loan.

2) Standard Staff loans for financing of personal transactions e.g. purchase of assets. 

Loan for household furnishings
· Staff loans to acquire household furnishings will not exceed 50% of the purchase price and must be repaid within twelve (12) months.

· A proforma invoice, listing serial numbers where available or other acceptable supporting documentation, must accompany the loan application.

· Loans for building or repairs to houses will not be granted except extreme cases of emergency.

In order to expedite the processing of salary advance staff loans, the Department Manager must ensure that each application is accompanied by the following: 

1) Employee Salary Advance Staff Loan Application Form and current Pay Slip

2) Proforma Invoice showing dollar value of the items being financed where applicable.

3) Receipts evidencing staff member’s equity.

ALL SUPPORTING DOCUMENTS MUST BE PROVIDED OR THE APPLICATION WILL BE DELAYED OR DENIED.

Administration of Staff Loan
· All staff loan facilities will be salary deductible.

· Staff loans will be administered as part of the payroll function.

· All requirements must be met prior to disbursement. Staff members are to ensure that documentation is complete prior to submission. This will expedite the process.

· Loan Policy and Procedure upon Separation: On dismissal or resignation all outstanding liabilities will be settled in full.  Where the employees’ final salary is insufficient the surety will be required to pay the shortfall.

· Staff loans that are repaid within one month of the date issued will not carry any interest charges.

STATUS AND TENURE
Applicants must be a permanent, confirmed employee of the Jamaica Information Service, and must meet the minimum tenure requirement of one (1) year of service after probation.

PERFORMANCE
The employee must have achieved at least a competent “3” rating on the Agency’s standard performance appraisal system and the loan application must bear the recommendation of the Department Manager.

ABILITY TO REPAY
The employee must demonstrate his/her ability to repay the credit facility as established by the Agency’s standard credit policy guidelines.  He/she must be able to repay the credit requested and service all other debts (both internal and external).

EQUITY
Employees must be able to finance from their own resources at least 20% of the total cost of the product of service.

All staff loans are subject to a maximum Debt Service Ratio

DEBT SERVICE RATIO
The monthly payments for all debt servicing must not exceed 30% of the aggregate of the employee’s monthly basic salary and motor vehicle upkeep.  If the employee has other deductions, then the total DSR will be calculated at 40% of the above income. No other source of income will be included.

WAITING PERIOD                    

There is an 18 month waiting period. An employee can only receive one
                                                            
 (1) loan within each 18 month period.  However, applicants who received 
a loan between August and November 2008 may apply for an additional                                                                                                          amount to top up, to the $30,000.00
· Repayment of loans will commence not later than the end of the month subsequent to that in which the disbursement was made.

· Interest charges will be computed on the reducing balance basis
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