People’s Credit and Finance Corporation, Inc.
SOE Guide

The SOE Form is the official data entry template provided by PCFC. It is designed specifically
for encoding SOE2.

Note: All MFIs are enjoined to use this worksheet a s other formats will not be honored by
PCFEC.

1) Set the first row as your active cell; enter the Type of Lending Program as labeled. *
(This is required)*
Ex. PCFC (ADB/IFAD) RMFP Program
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Note: Please do not forget to indicate the Type of Lending Program as this is
important and needed during data extraction. Some s ubmitted SOEs do not contain
this data.

2) Go to 3rd row (2nd row - locked), under replicator name, enter your company/institution
name. * (This is required)*
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Note: Please do not forget to indicate the Institut

ion’s name. This is very important.

Some submitted SOEs do not included the name of the

MFL.

3) Go to C6, Click the cell, you'll see a drop down menu to select the Month, and then at
C7, select a Year. * (This is Required)*
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Note: Please select the appropriate month and year.
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Double check the month and

compare it with the date release of the loans. Some

submitted SOEs contain different

months from the date releases included in the SOE.

4) At G6, enter the PN Number otherwise leave it blank if unknown, underneath that, enter

the PN Date.

5) At K6, enter the branch name. Then address of the branch at K7. * (This is required)*

6) Start entering the borrower's information at row 10.

# - borrower's number (ex. 1, 2, 3,4 ....)

IMPORTANT: Entries for Total # of Borrowers and Tot

al Amount Release are

automatically computed. The cells here are unedited
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Note: As illustrated on the image above, the number s of the borrowers reflect on
the number of the Total # of Borrowers. Please chec k if the last number of
borrower is the same as the Total on the specified cell.

7) Enter the borrower’'s name. This information should be in proper format as Last Name,
First Name and Middle Initial. The names should not include any special characters such
as period, comma, dash, slash, etc. The Middle Initial does not have to be with period as
of the moment * and it should be the initial only . The Middle Initial should not contain
any numeric value and should not be the whole middle initial.

8) Enter the gender of the borrower. Click the cell, you'll see a drop down menu and
choose either male or female, you can't type here just select with the use of arrow keys
or the mouse”.

9) Enter the birth date of the borrower.

" MicroBlits is only accepting middle initials witho periods as of the moment but we will be enhamtire system
for it to accept the initials with period.

" Microblits is only accepting Male and Female ashef moment but we will be enhancing the systeact®pt M
and F as the gender.
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Note: Please check the birthdates as some submitted SOEs contain invalid
dates such as the year is 2009 or after 1991. Some dates are before 1900s.

10) Specify the borrower's sector classification. Valid Entries are Farmer, Fisherfolk,
Indigenous People, and Workers in the Informal Sector/Landless Rural Workers,
Persons with Disability, Displaced Worker, and Urban Poor.
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Note: Please indicate only the sectors on the drop- down as unidentified
sectors are not recognized by MicroBlits and they w ill be unassigned. This
information is important and needed in data extract ion being used by some
of our departments such as Corporate Planning Depar tment.

11) Specify if the borrower is a client funded under the DOLE (WMP) Workers Microfinance
Program. Choose either Yes or No.
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12) Enter the Barangay, Municipality and Province of the borrower. This information should
be in proper format and not consolidated as it will not be recognized by Microblits.

13) Specify the Sub Borrowers PN or the Promissory Note Number. This is very important
and please do not leave it as blank.

14) Enter the loan cycle and this is also important as the PN Number. The loan cycle should
only consist of general number such as 1,2,3,4,etc. and not “15","2"" “new”,’reloan”,
etc.

15) Enter the released date which corresponds to the date from which the loan was
received by the end-borrower and the date which the total loan falls due as per approved
loan term.
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Note: Please check the Date Release and Maturity Da te. Some SOEs contain
Maturity Dates that are equal, conflicting or excee ding the Date Release.

16) Specify the project type which refers to the business/project proposal for the intended use
of the borrower’s loan. Click the cell, you'll see a drop down menu and choose among the

valid list.
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Note: Please indicate only the project type on the

drop down because Microblits

does not recognize unidentified type and this will

be unassigned. If the project

type is different from the options, you can check t

he “Project Type Legend”

worksheet for your reference. This information is a

Iso important and needed in the

data extraction of some of our departments.




17) Specify if the borrower's project/livelihood is registered with the Office of the Treasurer of a

city or Municipality as "Barangay Micro Business Enterprise" (BMBE Act-RA No. 9178). Choose
either Yes or No.

18) Specify whether the loan is meant for 'New' or 'Existing' business/project. Click the cell,
you'll see a drop down menu and choose either 'New Business' or 'Existing Business'.
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19) Specify the number of persons outside the immediate family members hired to assist in
operating the livelihood activity/micro enterprise. A married son/daughter and their immediate
family members working in the family microenterprise should be counted as an employed

worker.

20) Refers to the loan availment of the borrower. Non-numeric key is not allowed.
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Note: Please take note of the Total Amount Release as this was
automatically computed from the Loan Amount. Someti mes, the formula

from this cell is removed and the total of the Loan Amount is not tally with
the Total Amount Release on its specified cell.

Note: There should only be three worksheets on the SOE and and twenty
columns. Microblits is only accepting the valid tem plate.




