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Borrow at an attractive
Interestrate

The ordinary loan



The International Civil Servants’ Mutual Association (ICSMA), founded in 1958, is a non-profit fund
exclusive to the United Nations and Specialized Agencies, whose objectives are to promote mutual
assistance among staff members of the United Nations Office and other Organizations within the United
Nations family at Geneva, and the facilitation of the settlement of the said staff members and their
family.

The affiliated Organizations to La Mutuelle are the following: ILO, ITU, WTO, WMO, WIPO, IMO, UNICEF

(civil servants stationedin Geneva only), IOM, WHO, HCR, IPU, UNITAR and UNEP (civil servants stationed
in Geneva only).

Services proposed to the members

Loans Deposits
La Mutuelle offers two types of loan La Mutuelle offers various types
in CHF only, i.e. the ordinary loan and of accountsin CHF or USD.

the housingloan.

i,

Insurances Mobility

La Mutuelle offers its members their Members of La Mutuelle can benefit
spouses and dependent children, from reducedrates with several
various types of insurance. mobility providers.
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Admission - Resignation

By becoming a memberofLaMutuelle the civilservant has, de facto, confirmed that he/she has readand
understood the Statutes and the Internal Rules and Regulations, and undertakes to comply with them.

Membership is open to:
o Active locally recruited staff members of an affiliated organization stationed in Geneva;

o Internationally recruited staff members of an affiliated organization. UNEP and UNICEF staff
members are eligible only if stationedin Geneva.

Membership will cease upon:

o Voluntary termination of membership (in writing);

o Death;

o Separation from the United Nations system, except forretirement;
o Exclusion pronounced by a Board Sub Committee.

Documents to submit for membership

Before applying formembership, the applicant must verify his/her eligibility on www.lamutuelle.org.

The documents to be submitted are as follows:
o The membership application form duly completed and signed;

o Alegibly photocopy of the national passport;

o Alegible copy of the carte de legitimation (only if stationed in Switzerland);
o The personnel action form (issued by the Human Resources department);
° The formtorequest a secure access.

A membership fee of CHF 10 must be paid once the eligibility has been confirmed by La Mutuelle and
upon its request. If a loan application is sent at the same time as a membership application, and if the
applicant only wishes touse the loan services, the membership fee willbe deducted by LaMutuelle from
the amount of the loanif granted.
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The ordinary *
loan

The ordinary loan is a consumer loan intended, for instance, to finance vacations, education (including
for children), purchase of a car, repayment of an external personal loan or credit card, payment of
outstanding debts orlawsuits, etc.

Civil servants applying for a loan must fill in the documents correctly, accurately and truthfully, and
attach all the required supporting documents. Any omission, error and/or misrepresentation will
result in a definitive refusal to grant a loan and, if the civil servant is a member of La Mutuelle, may
resultin exclusion.

General provisions
Civil servants wishing to borrow must hold a permanent, indefinite or fixed-term contract.

Fixed-term contracts must expire no earlier than 6 months after the date of submission of the loan
application. Civil servants who have less than 6 months of valid contract must obtain from their Human
Resources department an attestation of renewal and enclose it to the loan application, failing which the
duration of the loan, if aloanis possible, may not exceed the expiry date of their current contract.

Civil servants on temporary contracts are not eligible for the ordinary loan.

Civil servants on "Special fixed-term" or on "Technical Cooperation (TC)" fixed-term contract can apply
foran ordinary loan. However, the duration of the loan will not exceed the expiry date of their contract.

Afreeze on monthly repayments is not allowed.

An annual tax attestation is available for each type of loan and can be downloaded in the secure access
from16 January.

Conditions

Interestrate

The interestrate is monthly and includes a death/disability insurance. It is fixed for the entire duration of
theloan.

Monthly interest is paid at an effective discount rate as the interest rate is applied monthly on the
remaining capital.

Theinterest and the amortization forany month started are due in full.

Duration of the loan
The minimum duration of the ordinary loanis 3 months and the maximum s 84 months.

The maximum duration of a loan that a civil servant can obtain depends on the expiry date of his/her
contract but cannot exceed the retirement date. Civil servants who do not have a permanent or
indefinite contract will have their length or service, acquired under fixed-term contracts and also
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throughinternational recruitment if they are not basedin Geneva, taken into account when determining
the maximum possible reimbursement period.

For civil servants employed for less than one year with their organization the maximum duration of the
loan shall not exceed the expiration date of their current contract.

Monthly repayments

Loanrepayments are done only through automatic monthly salary deductions.

Loans are granted in CHF and must be repaidin CHF. Members who receive a salary in USD may notice a
variationin the monthly payment deducted from their salary due to exchange rate fluctuations.
Deferred repayment of the first monthly instalment

Aborrower may request to deferrepayment of the first monthly instalment only. La Mutuelle will decide
whether to accept the request after examining it, but under no circumstances may the deferment
exceed 2 months.

Oncethe borrowerhasreturned the contractualdocuments, itisnolongerpossible to deferrepayment
of the first monthly instalment.

Grantable amount

The amount a borrower can obtain under an ordinary loan depends, notably, on his/her net salary, the
type of contract, the length of service, the retirement date, the financial commitments, etc. It is
maximum 7x the borrower’s last net salary, including ordinary loans previously granted by La Mutuelle.

The minimum amount that may be requestedis CHF 2,000.

The total debt a civil servant can have with La Mutuelle is CHF 250,000, housing and ordinary loans
combined.

Debtratios

The monthly repayment of one or more ordinary loans granted by La Mutuelle may not exceed 30% of
the civil servant's net monthly salary. If the civil servant has taken out otherloans of the same nature with
another establishments (credit cards, consumer loans, car leasing, etc), their monthly instalment(s) will
be considered when calculating the ratio. If the civil servant has one or more outstanding housing loans
with La Mutuelle the ratio willbe 35%.

If the borrower has one or more housing loans with La Mutuelle, the total monthly cost (including any
external loans, monthly rent in the case of the purchase of a residence other than the main residence,
leasing, loans with La Mutuelle, etc.) may not exceed 50% of income (net monthly salary and other
proven monthly income).

Other proven monthly income includes, for example, the spouse's salary (based on the last 3 payslips)
andrentalincome (evidenced by a title deed, an official lease contract and bank statements of the last
3 paymentsreceived).

Applying for an additional loan

Members who have just received an ordinary loan may submit a new ordinary loan application whenever
they wish, provided they have repaid at least 1 monthly instalment on the last ordinary loan granted. They
can, however, apply fora housingloan without having to respect a waiting period.

Sick leave - leave without pay

Civil servants who are on sick leave or on leave without pay are not eligible for a loan. They must have
resumed their work at 100% to apply for a loan, and a confirmation, issued by the Human Resources
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department, must be provided. If a civil servant does not declare thathe/sheis onsick leave and that the
loanis granted, it will not be covered by the insurance in the event of death or disability and will have to
berepaid by the memberin case of disability, or by the heirsin case of death.

Members who are on sick leave without full pay or without pay must continue to repay the full monthly
instalments. La Mutuelle recommends the borrowers to take out loss-of-earnings insurance, which it
offerstoits members on an optional basis, to cover the difference in the event of leave without full pay.

Civil servants who are on a leave without pay or have requested a leave without pay are not eligible fora
loan.

Members who will start a leave without pay must inform La Mutuelle, before the beginning date, and
provide a copy of the administrative notice confirming the leave, personal details and thereasonforthe
leave. The Credit Committee will set the monthly instalment to be paid during unpaid leave, as a freeze
onrepaymentsisnot allowed.

If a member does not inform La Mutuelle of his/her leave without pay and/or does not repay his/her
loan(s) during his/her leave as requested, in application of article 8.7 of the Internal Regulations, La
Mutuelle will inform the Human Resources department of the employing organization, and the unpaid
monthly instalments and accrued interest will become immediately payable. In addition, the access to
loans may be permanently denied.

Loan insurance - Invalidity - Death

An insurance taken out by La Mutuelle covers the balance due on loans in the event of the borrower's
death or total disability, as recognized by the employing organization, provided the insurer agrees to
covertheloan. If theinsurerrefuses to cover the loanin the event of death or disability, La Mutuelle may,
inexceptional casesonly and atits sole discretion, grant an ordinary loan but fora smallamount and over
a short term. If approved, in case of a claim the total outstanding debt must be repaid through the final
emoluments.

A civil servant applying for a loan must complete a medical questionnaire fully and truthfully. Any
omission, inaccuracy or misrepresentation made during the last 4 full years and the current year, from
the date of submission of the loan application to the date of loan payment the date of payment of the
loan by La Mutuelle, will result in cancellation of the insurance contract without payment of benefits. In
addition, the member will no longer be eligible for services and will be excluded from La Mutuelle upon
maturity of his/her current loan(s). In application of article 8.7 of the Internal Regulations, La Mutuelle will
inform the Human Resources department of the organization employing the member. In the event of a
claim, the total outstanding debt must be repaid directly by the member in the event of disability, or by
the member's estate in the event of death. La Mutuelle reserves theright to take legal action against the
member or his/her heirs torecover the sums due.

As soon as a borrowing memberis informed that he/she will be separated for health reasons, he/she, or
his/her representative, must immediately inform La Mutuelle, which will provide the procedure to be
followed so thattheinsurance cantake overthe balance due onhis/herloan(s). Inthe event of death, the
heirs must contact La Mutuelle. If La Mutuelle is not contacted, the member's debt cannot be
reimbursed by the insurance and will have to be borne by the member orthe member's heirs.

La Mutuelleis notinvolved in the medical process norin the decisions taken by the insurers.

Financial commitments - Default

Civil servants applying for an ordinary loan must declare all their external debts, including car leasing,
credit cards, consumer credit, mortgages and/or housing loans, lawsuits, unpaid debts, and attach the
latest statements to their application.

La Mutuelle is entitled to take all usual steps to obtain information on the borrower's financial situation
and to verify the accuracy of the information provided on loan application forms, including external
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financial commitments, sick leave days taken, the reason of the request for a loan. If a civil servant does
not provide complete information and/or documents required by La Mutuelle, the latter willnot be able
to considerthe loan application and any subsequent application.

Civil servants who are the subject of legal proceedings, certificates of default orwho do not repay their
external debts may apply for an ordinary loan, which must be approved by the Credit Committee, but
only to settle these debts as a matter of priority. If approved, payment will be effected directly by La
Mutuelle to the creditors.

Members who fail to repay their debts will have their files forwarded to an external debt collection
agency, which will be responsible forrecovering the outstanding balances through legal channels.

Appeal

Access to loans and/or La Mutuelle’ services may be temporarily and/or permanently refused to a civil
servant who has failed to honor previous commitments to La Mutuelle, who has provided inaccurate
and/or misrepresented information in current and/or previous loan applications (sick leave, external
debt, lawsuits, etc.), whose overall financial situation does not allow the granting of a loan due to over-
indebtedness, orwho does not comply with the Statutes and/or Internal Rules and Regulations.

Any appeal to a decision must be submitted to the Credit Committee according to the provisions
mentioned under Chapter 16 of the Statutes.

Early retirement - separation - inter-organizational transfer

Members who wish to take early retirement and who have an outstanding debt must have repaiditin full
no later than the time of their separation from their organization.

Members who leave their organization, who are no longer employed by an organization within the United
Nations systemandwho have anoutstanding debt must have repaiditinfullnolaterthan the time of their
separation from their organization.

For members who are separated or transferred from their organization and who will work for another
organization within the United Nations system, not affiliated to La Mutuelle, the final emoluments, if any,
are deducted to repay their debt to La Mutuelle. Should a balance nevertheless remain, members may
submit arequest to the Credit Committee to continue repaying theirloan(s) by means of monthly salary
deductions or, if thisis not possible, through a direct monthly payment to be received no later than the
last working day of the month instalments. In the event of refusal or unpaid loan, the balance due is
immediately payable. If the loanis not repaid andin application of article 8.7 of the Internal Regulations,
La Mutuelle willinform the Human Resources department of the employing organization.

Members who are separated or transferred from their organization and who will work for another
organization within the United Nations system, affiliated to La Mutuelle, may continue to repay their
loan(s) normally through monthly salary deductions, or, if this is not possible, through a direct monthly
payment to be received by the last working day of the month. If the loanis not repaid, in application of
article 8.7 of the Internal Regulations, La Mutuelle will inform the Human Resources department of the
employing organization.

Loan payment

Payment of aloanis made by bank transfer only when La Mutuelle is in possession of the duly dated and
signed loan documents.

La Mutuelle grants loans in CHF only. As it is in no way involved in the currency conversion process, if a
memberwishes thatit effects the loan paymentin a currency otherthan CHF, he/she accepts, de facto,
the exchange rate applied by the bank with which La Mutuelle works and will not contest it under any
circumstances. As some beneficiary banks donotaccept paymentsin CHF, members should check this
before submitting theirinstructions.
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Early loan repayment

Aloanmay be repaid partially ortotally inadvance, free of charge, provided that a minimum of 6 monthly
salary deductions have been made.

Apartial loanrepayment is allowed only once during the term of the loan.

In the event of early loan repayment, La Mutuelle will request from the member documents to justify the
origin of funds, their traceability and tax compliance. If the origin of the funds, their traceability and tax
compliance cannot be clearly established through the documents received, La Mutuelle will request
additional documents orrefuse the early repayment.

A partial or total early loan repayment process, which starts with the submission of the request for an
early loan repayment and ends with the receipt of the funds once the agreement has been given by La
Mutuelle, can only take place between the 1tand 15 of each month. Members should therefore submit,
in writing and by email, theirrequest for early reimbursement to La Mutuelle at the beginning of a month.

After receiving La Mutuelle’s agreement for the early loan repayment, members must ensure that the
instructions given by La Mutuelle are scrupulously followed failing which the early repayment will be
refused.

Fundsreceived without prior authorization from La Mutuelle and/or outside the period fromthe 15t to the
15% of each month will be refused and returned to the sender, at his/her expense.

Early repayment of aloan may only be made by abank transfer ora direct debit from any CHF account(s)
the member may have with La Mutuelle.

If the early repayment is done by bank transfer the funds may only come from the following sources,
failing which they will be refused:

e An account with La Mutuelle in the member's name or, if the member has given a power of
attorney in favour of another member of La Mutuelle, from the latter's Mutuelle account;

e Anexternalbankaccountinthe member's name;

e An external bank account in the name of persons holding a power of attorney previously
registered with La Mutuelle;

e Anaffiliated organization;

e ThePension Fund of an affiliated organization.
For members who have repaid a loan early and submit a new loan application within 6 months of the
repayment date, the approval of the Credit Committee is required. The latter is entitled to request
information and/or documents to rule on the request.
Documents to be submitted for an ordinary loan study for an active civil servant
The following documents must be submitted, at the same time, foran ordinary loan application:

e Theloanapplicationform duly completed and signed;

e Themedical questionnaire duly completed and signed;

e Thepersonnelactionform (issued by the Human Resources department);

e Thelastpayslip;

¢ Thelast Pension Fund statement (only if the civil servant has an outstanding housing loan with La
Mutuelle);

e Thelatest statement of credits/debts other than those the borrower may have with La Mutuelle
(mortgage, credit card, leasing, consumer and/or housing credit, debt to third parties, etc).
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Ifthe documents relating to a loan application are not completed completely oraccurately, orif certain
documents are missing, La Mutuelle willnot consider the loan application.

The ordinary loan for retired members

La Mutuelle grants ordinary loans to retired members provided that the amount of the loan granted and
the interest payable over the entire term of the loan are blocked as collateral in their CHF current or
depositaccounts, ortheirUSD current account.

The conditions are the same as foractive members, except where specifically stated below.

Conditions

Grantable amount

The minimum amount that can be requestedis CHF 5,000.

The maximum amount that can be granted depends on the sums deposited by the member with La
Mutuelle.

Conditions for securing a loan with the USD current account

If a member wishes to borrow by pledging his/her USD account as collateral, the countervalue of the
amount lent and the interest payable over the term of the loan will not exceed 65% of the amount
pledged as a guarantee. These two components will be adjusted over the life of the loan until maturity.
Monthly repayments

The monthly repayments can be effected by bank transfer, by direct debit from the CHF accounts or, in
the absence of CHF accounts orinsufficient balance, through the USD account.

Monthly instalments must be received by La Mutuelle no later than the last working day of the month,
failing which debitinterest will be charged. If the monthly repaymentis not made ontime, La Mutuelle will
deduct the sum due from the collateral.

The exchange rate applied for the monthly repayment through the USD account cannot be contested
by the member.
Early loanrepayment

The conditions are the same as for active members, except for the 15t paragraph, which is replaced by
the followingrule:

Aloan may berepaid partially ortotally in advance, free of charge, from the month following payment of
the 6" monthly instalment shown on the amortization table given to the borrower.

Death

In the event of the death of the retired member, La Mutuelle will recover the capital and interest due
through the guaranteed assets since no insurance covers the capital or interest due in the event of the
borrower's death, retired member.

The exchangerate appliedif the USD accountis used, cannot be contested by the heirs.

Documents to be submitted for an ordinary loan study for a retired member
The following documents must be submitted at the same time:

e Theloanapplicationform duly completed and signed;
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e Thelast monthly Pension statement;

e The last statements of credits/debts other than those the borrower may have with La Mutuelle
(mortgage, credit card, leasing, consumer and/or housing credit, debt to third parties).

If the documentsrelating to aloan application are not completed completely oraccurately, orif certain
documents are missing, La Mutuelle will not consider the loan application.

How to contact La Mutuelle

Forfurtherinformation or advice, please contact La Mutuelle as follows:

Forinformation or personalized face-to-face advice

Client Support Center (CSC)
United Nations Office, Geneva
Building H, Palais des Nations

Daily from10:00 amto1:00 pm

Forinformation or advice by telephone
Daily from 8:00 amto12:00 pm

Telephone: +4122917 3510
+4122 9179999 - Press 8

lamutuelle@un.org
www.lamutuelle.org
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