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	Employee Loan Policy
Owner/ Department: HR & Admin



	Brief
	Employee Loan may be given to an Employee in order to help in any unexpected short term financial needs at the discretion of management as per Levels of Authority (LOA)

	Purpose
	To provide guidelines and clarity on the employees Financial support.

	Persons Affected
	All SMSA employees who completed one year of services with the company.

	Guidelines
	Company Loan Amount:

Employees should apply the Loan application through SSHR with reasons mentioned, to their Direct Manager for approval as per Levels of Authority (LOA). 

Approval of applications is subject to the availability of revolving fund as per budget limitations

Company loan request will be processed upon final approval by system (SSHR). Final approval received on or before 15th of every month will be paid in the same month salary. If any final approval received after the deadline it will be paid in the next month salary.

Any company Loan will not exceed two basic monthly salaries.

Repayment:
        
The Company Loan must be re-paid within a maximum period of 4 months of time.
·        
Under no circumstances will the Company allow an Employee to waiver a monthly repayment.
 
Employee resignation / Termination:
 In the event of an Employee’s resignation or termination from the Company, the Employee will be immediately liable for the full repayment of the outstanding Employee Loan. This can be retrieved from the end of service benefits. The Company has the right to immediately deduct the Employee Loan from any amounts due to the Employee under the terms of his employment contract, however should this not cover the outstanding debt, the employee will still be liable for the whole/remaining amount.

Eligibility:      
 
· The employee must be on a full time permanent contract.
· Grade 5 and below employees.
· Once a year employee can avail company Loan.
· Dual loans cannot be avail on the same time.
· No employee Loan must be granted, if there are any outstanding advances with the company.
· Employee should not have HRA outstanding.


Bank loan

Guidelines – Bank Loan:
 
· Bank loan requisition letter will be provided after five working days from the date of submission of request.
· Bank loan is not advisable unless it is required and shariyah law is recommended to be considered.
· The Loan amount is up to the discretion of the bank.
· The monthly deduction depends upon the employee contract with the bank.
· It is employee’s sole responsibility to pay the installments on time.
· In cases of resignation or termination if employee provides clearance from the bank, Company will release the end of service benefits to the employee otherwise Company will transfer his end of service benefits to the respective bank.
· In cases of denial of loan the employee must return back the original requisition letter or must get clearance from bank otherwise we will consider that employee has availed the bank loan facility. 


Eligibility: 
     
To qualify the Bank loan for employees facility, the employee:

· Must have been with SMSA for at least one year.
· Must have valid account with respective Bank and his monthly salary must be deposited in the same account.
· Must not apply for loan with any other Bank with in Kingdom of Saudi Arabia.


	General
	Any exception to this policy must be approved by the Managing Director.
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