FOREWORD

The Loan Disbursement Handbook is a compilation of the Asian
Development Bank’s disbursement policies, guidelines, practices, and
procedures. The Handbook will serve as a useful reference guide for ADB staff,
DMC borrowers, officials, and project staff from executing agencies and project
management units, in designing and operating an efficient disbursement
operation that will support project implementation.

The four pillars of an efficient disbursement operation are: (i) funds flow
structure, (ii) disbursement arrangement, (iii) staff capacity and systems, and
(iv) internal controls. A good understanding of ADB’s disbursement policies,
guidelines, practices, and procedures are instrumental for building these pillars.
The Handbook endeavors to complement this need and thereby supports project
implementation.

The Handbook applies equally to both loan and grant-funded ADB
investment projects and programs.

The Handbook supersedes all previous editions and takes effect
immediately. It is also available electronically in the Loan Financial Information
Web Services (http://lfis.adb.org). The Controller’s Department will update the
Handbook as deemed necessary and publish the revised version in the
aforementioned website. The reader is advised to visit this site regularly to
ensure they have the latest version of the Handbook.
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ACRONYMS

ADB
ADF
ADTA
AFS
APA
AU
BIC
BL

CL
C&F
CIF
CFS
CH
CTL
CTLA
CTLA-FIS
CTLA-LA
DFI
DMC
EA
EAL
ERPS
Euribor
FAW
FMCL
FW
GNP
I/A
IA
IBAN
IPD
JSF
LBL
LC
LCL
LFIS
LIBOR
MBL
MFF
OCR

Asian Development Bank

Asian Development Fund
Advisory Technical Assistance
audited financial statements
audited project accounts
Australian Bank State Branch Code
Bank Identification Code

German Bankleitzahl

commitment letter

cost and freight

cost, insurance, freight
complementary financing scheme
CHIPS Universal Identifier
Controller’s Department

Loan Administration Division

Loan Administration Division-Financial Information System Section
Loan Accounting Section
development finance institution
developing member country
executing agency

Emergency Assistance Loan
Exchange Risk Pooling System
Euro Interbank Offered Rate for euro
Force Account Works

Fixed Rate Multicurrency Loan
Fedwire Routing Number

gross national product

imprest account

implementing agency

International Bank Account Number
interest payment date

Japan Special Fund

LIBOR-based loan

letter of credit

Local Currency Loan

Loan Financial Information System
London Interbank Offered Rate
market-based loan

multitranche financing facility
ordinary capital resources
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ACRONYMS Vv

PCG partial credit guarantee

PCR project completion report

PCSS Procurement Contract Summary Sheet
PCUS Procurement Contract Update Sheet

PITA Project Implementation Technical Assistance
PMCL Pool-based Multicurrency Loan

PO purchase order

PPER Project Performance Evaluation Report
PPIAF Public/Private Infrastructure Advisory Facility
PPPA Project Progress by Project Activities

PPTA Project Preparatory Technical Assistance
PRG political risk guarantee

PSCL Pool-based Single Currency Loan

PSOD Private Sector Operations Department

RC revolving credit

RETA Regional Technical Assistance

RM resident mission

RRP Report and Recommendation of the President
SAW Subloan Approval and Withdrawal

SC UK Domestic Sort Code

SDR special drawing rights

SFR special funds resources

SGIA Second Generation Imprest Account

SOE Statement of Expenditures

TA Technical Assistance

TASF Technical Assistance Special Fund

TD Treasury Department

TDTS Treasury Services Division

TFFP Trade Finance Facilitation Program

WA withdrawal application

Loan Disbursement Handbook



CONTENTS

1 THE HANDBOOK 1
1.1 Purpose 1
1.4 Scope 1
1.5 For Inquiries 2
2 THE ASIAN DEVELOPMENT BANK 6
2.1 Introduction 6
2.4 ADB Operations 6
2.5 Lending Criteria 7
2.6 Relending Policy 7
2.7 The Project Cycle 8
2.13 Types of Loans 8
2.17 Cofinancing 9
2.18 Private-Sector Operations 9
3  DISBURSEMENT POLICIES 10
3.1 Basic Principles 10
3.3 Loan or Grant Regulations 10
3.4 Loan Documents 10
3.5 Loan Milestone Event Dates 11
3.6 Retroactive Financing 12
3.9 Reallocating Loan Proceeds 12
3.10 Loan Cancellation 12
3.12 Suspending Withdrawals 13
3.13 Acceleration of Maturity 13
4 DISBURSEMENT GUIDELINES AND PRACTICES 14
4.1 General Guideline 14
4.2 Loan Account 14
4.3 Discussion of Disbursement Procedures 14
4.4 Disbursement Letter 14
4.5 Actions to Be Taken by the Borrower 14
4.6 Basic Requirements for Disbursement 15
4.8 Withdrawal Application 15
4.9 Eligible/Ineligible Expenditures 16
4.10 Disallowances/Nonpayments 16
4.12 Capitalization of Interest and Charges 16
4.13 Refunds 16
4.17 Retention Money and Bank Guarantee 16

Loan Disbursement Handbook



viil

Loan Disbursement Handbook

4.18 Audited Project Accounts and Financial Statements

4.20
4.21

5 INSTRUCTIONS FOR WITHDRAWAL OF LOAN PROCEEDS

5.1
5.2
5.4
5.6
5.7
5.8
5.11
5.13
5.14

Follow-up Action for Audit Findings
Delay in Submission of APA or AFS

Authorized Signatory
Allocating Loan Proceeds
Currency of Withdrawal
Currency of Payment
Payment Instructions
Other Instructions

PCSS Number

Sample Forms
Disbursement Review

6 DISBURSEMENT PROCEDURES

6.1
6.2

6.3
6.4

Four Major Types

Simplified Documentation

under the Reimbursement Procedure
Suggested Disbursement Procedures
Modes of Loan Disbursement

7 DIRECT PAYMENT PROCEDURE

7.1
7.2
7.4
7.5

Description

Basic Requirements
Supporting Documents
Other Features
Checklist

8 COMMITMENT PROCEDURE

8.1
8.5
8.6
8.7
8.10
8.11
8.13
8.18
8.20
8.21
8.22

Description

Basic Requirements

Supporting Documents

Issuing the Commitment Letter

Accepting the Commitment Letter
Payment to Commercial Banks
Amendments to the LC

Amendments Requiring ADB's Prior Approval
Limitation of ADB's Commitment
Discrepancies

Linking the LC to the Commitment Letter
Checklist

17
17
17

18
18
18
18
19
19
19
20
20
20

21
21

21
22
23

24
24
24
24
24
25

26
26
26
26
26
27
27
27
28
28
28
29
29

Loan Disbursement Handbook



CONTENTS X

9 REIMBURSEMENT PROCEDURES 30
9.1 Description 30
9.4 Basic Requirements 30
9.5 Supporting Documents 30
9.6 Simplified Documentation 31
9.7 Narrative Procedures 31
9.8 Statement of Expenditures Procedure 31
9.14 Conditions for Using the Procedure 32
9.15 Approval of the Procedure 32
9.17 Limits in Using SOE 33
9.19 Ineligible Payments 33
9.20 Audit Arrangements 33
9.21 Review by ADB 33
9.22 Suspending Use of the SOE 33
9.23 Force Account Works Procedure 34
9.24 Conditions for Using the Procedure 34
9.25 Details on the Certificates 34
9.27 SAW Procedure 35
9.29 Conditions for Using the Procedure 35
9.30 Contents of the Summary Sheet 35
Checklist 36

10 IMPREST FUND PROCEDURE 37
10.1  Description 37
10.2  Objectives 37
10.3 Conditions for Use of the Procedure 37
10.4 Approval of Procedure 37
10.5 Basic Requirements 38
10.6 Establishing the Account 38
10.7 Location of the Account 38
10.8 Currency of the Account 38
10.9 Using the Account 38
10.10 Ceiling of Advances 39
10.12 Initial Advance 39
10.14 Liquidation/Replenishment 39
10.15 Recovery of Advances or Final Liquidation of the Account 39
10.18 Comfort Letter 39
10.19 Second-Generation Imprest Account (SGIA) 40
10.22 Audit Arrangements 40
10.23 Review by ADB Staff 40
10.24 Suspending Replenishment 40
10.26 Narrative Procedures 41
Checklist 41

Loan Disbursement Handbook



Loan Disbursement Handbook

11 DFI LOAN, PROGRAM LOAN, AND
DISASTER AND EMERGENCY ASSISTANCE LOAN

11.1
11.3
11.4

11.6
11.8
11.9
11.11

11.12
11.13
11.15
11.16
11.18
11.19

Loans to Development Finance Institutions (DFIs)
Description

Ceiling/Free Limit

Disbursement Procedures

Program Loans

Purpose of Program Loan

Loan Proceeds

Disbursement Procedures

Audit Arrangements

Disaster and Emergency Assistance Loans
Description

Disaster and Emergency Assistance Policy
Emergency Assistance Loans

Terms and Conditions

Disbursement

Retroactive and Supplementary Financing

12 COFINANCING OPERATIONS

12.1
12.2
12.8
12.10

Description

Types of Cofinancing
Disbursement Procedures

Types of Cofinancing Disbursement

13 PRIVATE SECTOR OPERATIONS

13.11
13.19
13.24

13.25
13.26

Description

Disbursement Procedures

TFFP Disbursement Procedures for Revolving
Credit

TFFP Disbursement Procedures for Revolving PCG
Other Information

14 DELEGATION OF DISBURSEMENT FUNCTION

14.1
14.2
14.4

Objectives
Scope and Responsibilities of RMs
RMs with Delegated Disbursement Function

15 LOAN INFORMATION REPORTS

15.2
15.5
15.12
15.13

Executing Agency Reports
Country Reports
LFIS Website

Capitalization Statement

42
42
42
42
42
42
42
43
43
43
43
43
44
44
44
44
45

46
46
46
47
47

48
48
50

51
51
52

53
53
53
54

55
55
55
56
56

Loan Disbursement Handbook



CONTENTS xi
16 LOAN FINANCIAL INFORMATION SYSTEM
WEBSITE 57
APPENDIXES 59
1 Asian Development Bank Member Countries 60
2 Ordinary Capital Resources (OCR) 61
3 Asian Development Fund (ADF) 75
4 Sample of a Disbursement Letter 78
5 Withdrawal Application for Direct Payment and
Reimbursement (Form ADB-DRP/RMP) 81
6 Application for Issuance of Commitment Letter
(Form ADB-CL) 83
7  Withdrawal Application Form for Imprest Fund
(Form ADB-IFP) 86
8 Summary Sheet for Direct Payment/
Reimbursement/Liquidation (Form ADB-DRP/
RMP/IFP-SS) 89
9 ADB Loan Summary Sheet for Issuance of
Commitment Letter (Form ADB-CL-SS) (W/A) 90
10 Summary of Supporting Documents Required
for Processing Payment of Withdrawal Application 91
11 Eligible and Ineligible Expenditures 92
12 Disbursement Review by Resident/Regional
Mission 93
13 ADB Guidelines for Processing Withdrawal
Applications 94
14 Narrative Procedures for Direct Payment Procedure 97
15 ADB Commitment Letter 98
16 ADB Payment or Reimbursement and Other
Instructions 100
17  Application for Approval of Amendment of Letter
of Credit 101
18 Approval of Amendment of Letter of Credit 102
19 Borrower’s Advice of Extension of Letter of
Credit Expiry and Shipping Dates 103
20 Narrative Procedures for the Commitment
Procedure 104
21 Narrative Procedures for the Reimbursement
Procedure 105
22 Statement of Expenditures (SOE) for Contracts
of US$100,000 and Below 106
23 Statement of Expenditures (SOE) for Contracts
Over US$100,000 107

Loan Disbursement Handbook



xii Loan Disbursement Handbook
24 Statement of Expenditures (SOE) for

Operating Costs 108
25 Statement of Expenditures (SOE) - Free Format 109
26 Certificate Parts I and II for Force Account Works 110
27 Physical Progress by Project Activities 111
28 Simultaneous Application for Subloan Approval

and Withdrawal (SAW) Summary Sheet 112
29 Estimate of Expenditures Sheet

(Form ADB-IFP-EES) 113
30 Imprest Account Reconciliation Statement (IARS) 114
31 Liquidation of Advance 115
32 Example of a Comfort Letter for an Imprest

Account 116
33 Second Generation Imprest Account

Reconciliation Statement (SGIARS) 117
34 Narrative Procedures for Imprest Fund Procedure 118
35 Program Loan Disbursement (Format of Support

Document Attached to a Withdrawal Application) 119
36 Certificate of Incumbency and Authority 120
37 Withdrawal Application for Private Sector Loan 121
38 Disbursement Receipt Form 123
39 Promissory Note 124
40 Qualified Commitment Letter 125
41 Subloan Summary Report 127
42 Notice of Unpaid Claim 128
43 Notice of Participation Contribution - TFFP Risk

Participation Agreement 132
44 Notice of Participation Contribution - TFFP

Cooperation Agreement 134
45 Semi-Monthly Listing of Loan Disbursements 135
46 Status of Category Balances and Imprest

Advances in US$/SDR 136
47 Request for LFIS Web Access 137
INDEX 139

Loan Disbursement Handbook





