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Board 

Director 

Externally-funded 

Projects(s) 

Interns 

Loan Administrator  

Appeals Administrator 

Internal Memo 
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BACKGROUND AND PURPOSE OF THE MANUAL 

 

1. Introduction 

 

2. The Operations Manual 

2.1. Purpose of the Manual 

2.2. Objectives of the Manual 

 

 
 

 

2.3. Scope of the Manual 
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2.4. Related Policies, Manuals  and Guidelines of the Fund 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.5. Modification and Amendment of the Manual 



 

3 

3. The Environmental Investment Fund of Namibia 

3.1. The Fund’s Mandate, Goal and Objectives 

 

 

 
 
 

 

3.2. The Fund’s Governance Structure 

3.2.1. The Board of Directors 

3.2.2. The Executive Committee 

Responsibilities of the Executive Committee 

are attached as Annexure I. 

3.2.3. The Fund Management Committee   
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Terms of References for the FMC are attached in Annexure II.

3.2.4. The Technical Advisory Panel  

TAP Terms of References are attached in Annexure III.

3.2.5. The Risk and Investment Committee  
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Kindly refer to 
Annexure IV for detailed terms of the RIC.    

3.2.6 Temporary Institutional Mechanisms Responding Partnership Agreements   
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4. The Fund’s Financial Products 

4.1. Grants 

4.2. Seed Grants 
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4.2.1. Eligibility Guide  

 

 

 

 

 

 

 

 

 

4.2.2. List of Ineligible Activities under Seed Grant Instrument  

 

 

 

 

 

4.2.3. Improving Financial Accountability in Seed Grants 
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4.3. Green Concessional Loans 

These products are handled in terms of the Lending Policy and Manual. 

4.4. Green Soft Loan Scheme 
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4.5. Sponsorships 

Sponsorships Policy.

4.6. Bursaries 

4.7. Recordal  
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5. Project Appraisal Procedures  

5.1. Grants  

5.1.1. Receipt of Grant Applications 

 

 

 

As a rule, projects funded externally by development/donor partners, as per section 3.2.6 above, 

may use different or customized methods such as public “Call for Proposals” advertised in the media 

with definite timelines and customized submission procedures which may include online application. 

It is further worth noting that when applications of such projects are handled the roles and 

responsibilities assigned to various staff positions of the Fund in this section of the manual will 

naturally be undertaken by staff members of such projects (e.g. Project Coordinators, Project Grants 

Officers, Project M&E Officers, Project Accountants etc.). 

“Application Form for Full 

Proposal” – Annexure VI.  

annexure VIII.

They may, when possible, be supported by Student Interns or Young Professionals.

 

Annexure VII

 “Grants Applications Received” 
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5.1.2. Administrative Screening and Technical Evaluation 

 administrative 

screening Annexure VIII.

 

 

 

Annexure IX.

 

 

 

 Environment and 

Social Safeguard (ESS) Annexure X and Gender Assessment – Annexure XXVI – 

 

5.1.3. Fund Management Committee (FMC) 

 

A 

checklist in Annexure XI

 

 

 

Annexure XII.
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 template for minutes

Annexure XIII.

 

(i). 

 Annexure 

XIV. 

 

Annexure XV 

 

Annexure 

XVI.  

 

Annexure XVII.

 

5.1.4. Technical Advisory Panel (TAP) 

 

A 

checklist in Annexure XI
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Annexure XII

 

 

 template for minutes

Annexure XIII.

 

 

Annexure XIV.

 

Annexure XV

 

Annexure XVII.

 

5.1.5. Board 
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A checklist in Annexure XI

 

 

 

 

Annexure XII 

 

 

 template for 

Board minutes.

 

 

Annexure 

XIV

 

Annexure XV 

 

Annexure XVI.

 

5.1.6. Contracting for Approved Grant Applications  
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 (Annexure XVI)

 

 

 

 

Annexure XVIII

 

 

 

 

 

 

 

 

• 

• 

• 
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• 

• 
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Diagram 1: Grant Appraisal Diagram  

 

 

 

Grants Officer (GO) & M&E Officer (MEO):  

• Receive applications. 

• Perform completeness check (administrative screening). 

• Issue acknowledgment of receipt for complete applications. 

• Perform technical screening. 

• Perform ESS & Gender Screening 

• Prepare and submit to FMC- application that pass technical 
screening. 

 

Fund Management Committee (FMC): 

• Reviews applications presented. 

• Decides on applications up to N$150,000 (approve, decline 
or refer back). 

• Decides on applications above N$150,000 (decline, refer 
back or recommend to Technical Advisory Panel (TAP). 

• GO communicates FMC decisions to applicants. 

Technical Advisory Panel (TAP): 

• Reviews applications recommended by FMC. 

• Decides on all applications (decline, refer back or 
recommend to the Board). 

• GO communicates TAP decisions to applicants 
 

Board: 

• Reviews applications recommended by TAP 

• Decide on all applications (decline, refer back or approve) 

• CEO communicate TAP decisions to applicants 
 

EIF Staff Members: 

• Issue approval letter. 

• Negotiate terms, conditions and performance indicators. 

• Sign grant agreement (MoA).  
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5.2. Green Concessional Loans 

5.2.1. Receipt of Loan Applications 

 

 

 

“Loan Application Form” – Annexure XIX. 

 

Annexure VII

 “Loan Applications Received” 

 

5.2.2. Administrative Screening and Technical Evaluation 

“Loan Application Checklist” Annexure XX.  

 

 

“Loan 

Appraisal Form” (Annexure XXIII) “Loan Appraisal Report”

“Risk Rating Model” (Annexure XXIV) 
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of “Request 

for More Information” Annexure XIV

 

“Declined Letter” – Annexure XXII. 

Environment and Social 

Safeguard (ESS) (Annexure X) and Gender Assessment (Annexure XXVI) – 

5.2.3. Fund Management Committee (FMC) 

 

The checklist

Annexure XI

 

 

 

 

 Template for Minutes

Annexure XIII.

 



 

20 

 

 “Request for More Information” – use 

Annexure XIV

 

“Loan Declined Letter” Annexure XXII 

 

 

5.2.4. Technical Advisory Panel (TAP) 

 

A checklist 

in Annexure XI

 

 

 

 

 Template for Minutes

Annexure XIII.

 

 

“Request for More 

Information” (Annexure XIV) 

 

“Loan Decline Letter” Annexure XXII.
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(h) 

Annexure 

XVII.    

 

5.2.5. Risk and Investment Committee (RIC) 

 

 

 

 

 

 Template for Minutes Annexure 

XIII.

5.2.6. Board 

 

The checklist in Annexure XI 

 



 

22 

 

 

 

 

 Template for 

Board Minutes.

 

 

Request for More 

Information” Annexure XIV.

 

“Loan Declined Letter”

Annexure XXII.

 

“Loan Approval”  Annexure XXI.
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Diagram 2: Loan Application Appraisal Diagram  

 
Business Development Officer (BDO) & Finance and 
Risk Analyst (FRA):  

• Receive applications. 

• Perform completeness check (administrative 
screening). 

• Issue acknowledgment of receipt for complete 
applications. 

• Prepare appraisal reports & perform risk 
assessments & compile risk reports.  

• Perform ESS & Gender Screening. 

• Prepare applications with requisite scores for FMC. 
 

Fund Management Committee (FMC): 

• Reviews applications based on appraisal and risk 
reports. 

• Decides on all applications (decline, refer back or 
recommend to Technical Advisory Panel (TAP) via 
Risk and Investment Committee). 

• BDO communicates FMC decisions to applicants. 

Risk and Investments Committee (RIC)  

• Reviews applications recommended by FMC: 
Evaluates risks, proposed interests rates, payback 
periods and financials   

• Decides on all applications (refer back or 
recommend to Board). 

• BDO communicates RIC decisions to applicants. 
 

Board: 

• Reviews applications recommended by TAP 

• Decides on all applications (decline, refer back or 
approve). 

• CEO communicates Board decisions to applicants. 
 

EIF Staff Members: 

• Issue approval letter/letter of loan offer 

• Negotiate terms, conditions and secure bonds & 
securities. 

• Sign loan agreement.  

Technical Advisory Panel (TAP): 

• Reviews applications recommended by FMC & RIC. 

• Decides on all applications (decline, refer back or 
recommend to Board). 

• BDO communicates TAP decisions to applicants. 
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5.2.7. Contracting for Approved Loan Applications  

 

(Annexure XXI)
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• 

• 

• 

• 

• 

 

 

5.3. Publicising the Fund Grant and Loan Awards 
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5.4. Green Soft Loans 
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6. Implementation and Evaluation 

6.1. Commencement Post-Approval 

6.1.1. Grants 

. 

 

 

 

 

 

6.1.2. Loans 
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6.2. Monitoring During Project Implementation 

 

6.2.1. Grants 

6.2.1.1 Monitoring through Work plans and Reports 

 

 

 

 

 

 

 

 



 

29 

 

 

6.2.1.2. Monitoring Site Visits 

6.2.2. Loans  
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6.2.3. Monitoring Reports   

 

 

 

 

 

 

6.3. Post Implementation Evaluations (Final Evaluations) 

6.4. Disbursement Procedures 

6.4.1. Grant Disbursements 
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(Annexure XXV) 

Fund Request Form

 

 

 

 

 

6.4.1.1 Grant Budget Reviews and Adjustments 

 

 

 

 

6.4.1.2. Grant Close Out Procedures 
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6.4.2. Loan Disbursements 
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7. Appeal and Grievance Procedures 

 “AA”

 

(“Appeals Log”)
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“Appointed Staff Member”

 

 

 

 

 

 

 (Review 

Committee - RC) 
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8. Annexures 

(Completeness Check)

 Requests (Loans)
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