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Introduction  Who we are 
We are contracted to a number of Build It stores to take full responsibility for the in-house finance division of each 
store. Our responsibilities include, but are not limited to: 

Representing Build It in a professional manner 
Manning the Credit Kiosk 
Promoting and marketing the Build It finance division outside the store 
Processing all credit applications 
Liaising with the Credit clients, the hardware store staff and the lenders 
Handling all other administrative tasks necessary to service the Credit clients 

We specialise in on-the-ground sales and marketing techniques, with our core focus being on finding and assisting 
people who are building or looking to build. We are professional, and with our business being spread across various 
areas of the Eastern Cape, we rely heavily on communication. We communicate primarily via email and telephone 
calls. 

Company Structure 
Our customer is Build It. 

Our suppliers are Nedbank, Real People (now Evolution Finance), Thuthukani and Lendcor (now Kanga Finance).

We have a team of Independent Sales Consultants (ISC
Manager. These ISC various Credit Admins  territories. The Credit Admin is 
expected to work with these ISC The Directors 
of the company are charged with managing the Sales Manager (and ISC
Admins. Weekly progress reports from the Sales Manager and all Credit Admins are expected, and any issues/problems 
encountered must be communicated to the Directors in order to assist and resolve. 

 

DIRECTORS 

SALES 
MANAGER CREDIT 

ADMIN 
CREDIT 
ADMIN

CREDIT 
ADMIN 

CREDIT 
ADMIN 

ISC ISC ISC ISC ISC ISC ISC ISC ISC ISC ISC ISC 
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How we Operate 
Our business operates as follows: 

We bring clients to the store OR find clients in the store that are looking to build, but need access to funds 
We process credit applications for these clients inside the store  this involves:  

o Explaining the product to the client 
o Presenting the various offers from the various lenders 
o Completing the application 
o Submitting all supporting documentation required 
o Following up until paid out 
o Opening the client  

 

Lead Follow Ups & Appointment Setting 
Each ISC is given access to a link which they use in the field (https://form.jotform.com/210103876141041) . They are 
charged with speaking to potential clients, explaining the product, and if the potential client is interested, sending 
through the client store s leadsheet. 

thing like this: 

: 

NO PROGRESS - lead has been submitted by ISC, awaiting contact from Sales Manager/Telesales 
APPOINTMENT SET - lead has been contacted and an appointment has been made 
APPOINTMENT MISSED - lead missed his/her set appointment date 
APP SUBMITTED  an application has been submitted for this lead 
DECLINED  the lead was not creditworthy and was declined at all lending houses 
PAID OUT  the application was successful and has paid out 
NO CONVERSION  the lead did not result in an appointment being made or successful application 
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The process for following up on these leads is as follows:

In-store Service 
This is the most important asp lient, you process 
applications, you interact with the hardware store and you solve all the other issues that come up in between. 

Conversation with the Client 
It is important to build a relationship with each client or potential client that you interact with.  In order to best assist 
a client, you need to know what they need  understand the problem to help solve the problem.  In addition to this, 
by building relationships with your clients, you develop referral business. Those clients will tell people about the good 

 
appreciate the effort and value the connection.   

What sort of information do you need from the client? 

WHAT  What are you building? What do you need? 

LEAD SENT by ISC & 
added to Lead Sheet

Sales Manager/Telesales CONTACTS lead to explain the product further (if necessary), and set 
an appointment for the client to come in to the store to see if they qualify and potentially 

submit an application.  It is important to remind the client to bring all the relevant 
documentation with them.

Client is Not 
Interested/Not Ready 

- NO CONVERSION

APPOINTMENT DATE 
IS SET

LEAD DOES NOT PITCH -
follow up call made/SMS 

sent

Client is Not 
Interested/Not Ready 

- NO CONVERSION

Lead arrives & 
APPLICATION INITIATED

Application is 
DECLINED

Application is 
APPROVED & 
SUBMITTED

Application is 
DECLINED

Application is PAID 
OUT

ACCOUNT OPENED
for client & CREDIT 

CARD ISSUED
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WHERE Where are you building? I can assist you with finance, but you will need to shop IN THIS STORE.
HOW MUCH  How much do you need for your building project? How much can you afford to pay as a
monthly instalment? Do you need everything at once, or could you perhaps build in stages, keeping your 
instalments down? 
 

Application Process 
We work with four lenders, all with different focusses and different advantages and disadvantages. It is absolutely 
vital to understand what your client is looking for BEFORE processing an application, as your client
better suited to a specific lender.   

Before starting a credit application for a client, we need to find out more about them and their project, as well as 
record all their details. We do this by capturing all their information on our online CLIENT INFO FORM 
(https://form.jotform.com/223334793620556 ). The information captured, once submitted, is immediately emailed 
as a PDF to the relevant credit admin s email address, and automatically populated on the CLIENT INFO ONLINE 
SHEET  as seen below. It is then the role of the credit admin to fill in the details of each check for each client, say if 
submitted, and if not submitted, provide a reason why. 

Below is a little more information on each lender: 

NEDBANK 

Offer up to R300,000.00 
Offer consolidations 
Offer up to 72-month terms 
Offer interest rates as low as 24% 
Offer to those that are self-employed  as long as the client has a registered company, and transfers at least 
R3,500.00 per month to his/her personal bank account, he/she must be able to create a payslip that 
corresponds with the amount transferred per month 
Offer to monthly and weekly earners, DO NOT offer to fortnightly earners 
Offer cash portion (not limited) 
Basic salary needs to be at least R3,500.00 per month 
Net salary needs to be at least R3,500.00 per month 
Age limit of 65 years old 
Generally take 2 days to a week to pay out (can be a couple of hours if clean application) 
If the employer does not have a landline, the client will have to produce a letter confirming employment 
(letter must be on a company letterhead, dated, stamped and signed) 
Are stricter when it comes to creditworthiness  and will not give an offer if the client has applied or is in the 
process of applying for finance elsewhere 

As Nedbank are generally the strictest, but also offer the best rates  we tend to check the client on their system first 

Nedbank, we are essentially starting the application process.  The offer that comes back from Nedbank (if there is one) 
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is valid for 7 days, after that it will fall away and the client will have to reapply.  The client is not guaranteed to receive 
the same offer the next time. 

EVOLUTION FINANCE (REAL PEOPLE) 

Offer up to R175,000.00 
Offer up to 60-month terms 
Have higher interest rates 
Offer to weekly, fortnightly and monthly earners 
Offer Flexibuild Loan (see below) 
Offer up to 30% cash out option 
Offer to those who are self-employed  client must make monthly deposits into his/her personal bank 
account of at least R3,500.00, client will need 3 consecutive month  bank statements to show this 
Age limit of 65 years old 
Can pay out in under 2 hours 
Are not as strict with documentation & creditworthiness 

Evolution finance 
their offerings.  This means that they sometimes do offer clients more than they can actually afford, and their high 
interest rates also do put some pressure onto the clients.  The Flexibuild Loan that they offer, however, can assist with 
this, and is quite unique.  A client could qualify for say, R100,000.00 but only need R50,000.00 for now. 

does not have to make any payments until the money is spent, and if only half is spent, the instalments are calculated 
on the R50,000.00, instead of the full R100,000.00.  This is really nice for people building in stages, or people worried 
about the monthly instalments as you are able to provide them with the ability to access more funds if necessary, but 
only pay for what they need in the meantime. The Flexibuild access stays open for 6 months. 

THUTHUKANI 

Offer up to R80,000.00 for monthly earners 
Offer up to R50,000.00 for weekly or fortnightly earners 
Offer up to 48-month terms 
Similar interest rates to Real People 
Offer to weekly, fortnightly and monthly earners 
Offer up to 30% cash out 
Age limit of 75 years old 
Do not offer to those who are self-employed 
Can provide quick approvals for government employees and GEPF earner 

Thuthukani is smaller than Real People, and their offer is not always as solid. A quick check will generate an offer, but 
that offer may change significantly or be declined once the a
checked  so this is something to watch out for. The Thuthukani system pulls information from a government payment 
system that assists with providing more tailored offers to government employees and GEPF earners.  These deals are 
quick to be approved and paid out, provided all the relevant documentation has been submitted and the application 
has been processed properly. 

In addition to this, Thuthukani profiles a client according to his/her credit risk. They have five different risk analysis 
categories and each has a different colour: 
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1. RED: Very High Risk 
2. ORANGE: High Risk 
3. YELLOW: Average Risk 
4. GREEN: Low Risk 
5. PURPLE: No Credit Score 

Clients are likely to qualify from categories 3, 4 and 5; however, category 5 will only be offered a maximum of 
R10,000.00 over a 12-month term in order to boost his/her credit score. These colours are visible to you when busy 
with the application, so will provide a clear indication as to whether the application has a high or low chance of 
qualifying, and will assist with setting a realistic expectation for the client. 

KANGA FINANCE (LENDCOR) 

Offer up to R75,000.00 
Offer up to 36-month terms 
Have slightly more competitive interest rates 
Offer to weekly and monthly earners, DO NOT offer to fortnightly earners 
Offer up to 30% cash out 
Age limit is 81 years old 
Offer to SASSA pensioners 

Kanga is our go-to lender for all SASSA pensioners, as they are the only lender that offers this. They generally take a 
little longer to process applications, and the client has to come in once to submit an application, and a second time to 
sign the generated contract (it can take a few days for a contract to come back after submitting an application). 

OVERVIEW 

As you can see, it is not a straight forward process deciding which lender will be best for which client.  As a rule of 
thumb, I would say the following: 

Is this client a SASSA pensioner?  Yes, Kanga 
Is this client self-employed with formal documentation?  Yes, start with Nedbank 
Is the client self-employed (more informally)?  Yes, Evolution Finance 
Is this client looking for a consolidation?  Yes, start with Nedbank 
Is this client looking for a large amount?  Yes, start with Nedbank 
Is this client looking to build in stages?  Yes, start with Evolution Finance Flexibuild 
Is the client in a hurry and looking for an amount less than R175,000.00?  Yes, start with Evolution Finance
as this can pay out same day 

For everything else, I would suggest checking the client first at Nedbank  if the client qualifies, this should be your 

and you can check them at Evolution Finance, Thuthukani and Kanga. Note, if you begin an application at any lender 
before checking a client at Nedbank, your application will automatically be declined at Nedbank.   

Documentation Required 
It is crucial to collect ALL the required documentation from the client at the point of processing his/her application. 
This documentation must be scanned in and saved on your computer.  It must be visible, current (ie recent/not old) 
and complete. The basic documentation required for any application is: 

Valid South African ID  either the green book or ID card (back & front) 
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Latest Payslip if the client is a weekly or fortnightly earner, all the payslips for the entire month are 
required; if the client is self-employed, they might not have a payslip to submit 

 
salary deposits 

With regards to payslips, different lenders have different rules to be adhered to: 

Thuthukani 
o Monthly payslip must not be older than 45 days, one payslip is sufficient, unless client receives 

allowances 
o Fortnightly payslip must not be older than 15 days (the latest payslip), two payslips are required
o Weekly payslip must not be older than 10 days (the latest payslip), four payslips are required

Nedbank 
o Latest payslip cannot be older than two months, however, government, parastatals and some high-

profile private employees may submit payslips as old as 6 months (print outs must be submitted 
with an original  even if original is old) 

Evolution Finance 
o Payslip must not be older than 90 days 

Please see the back of this manual for examples of documentation required. 

Process on Payout 
Email 

On receiving the Remittance Advice or Proof of Payment from the lender, you will need to put an email together to 
go to: natalie@buildtoday.co.za; brad@buildtoday.co.za; support@buildtoday.co.za and the Build It Store 
administrator (unless they request a physical copy in order to create the account).  Ensure that your email is 

 

Status Report 

Every paid-out client needs to be added to the online status report.  A few pointers:  

the Deal Date is the date of pay out (on the remittance advice/proof of payment) 
type in any numbers without formatting (eg R3,000.00 deal value should be typed in as 3000) 
loan amount is the amount paid to the hardware store (excl cash portion) 
sales person  a walk-in client is a house deal, any leads sent by sales people is recorded as his/her sale (a 
lead is a lead sent via the tablet) 
cell phone number is very important to enter correctly, as this is used to send the client his/her pin 
all dates must follow the format  yyyy/mm/dd 
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the card number must correlate with the number on the front of your next available card
 

Card & Pin Process 

We have our own credit card   this card does not have any funds on it, the funds are with the hardware store, it 
does however have credits of the same value as the funds (eg R20,000.00 loan will show up on the customer s card 
as R20,000.00 credits that can be spent at the hardware store in which they received their credit). The card looks like 
below. Please note, this card can only be used in the hardware store in which the credit was processed, it will not 
work anywhere else, as it is made for our POS device only. 

 

Once the email with the remittance has been received, and the information loaded on the Status Report, you will 
need to wait for the Credit Card to be loaded and the account to be created at the store. While you wait, create the 
client file on the computer to keep all his/her documents, it is important to have everything neatly saved in order 
to refer to it should we need to again in the future. 

Head office is  and will confirm via email and on the Status Report 
once done. The Build It store staff are responsible for creating client accounts (in store) and will confirm either via 
email, or in person. Please note: the pin for the Credit Card will be sent at this point (via SMS, straight to the client), 
you need to stress to the client how important it is to write this pin down, or keep it safe, as they will need it each 
time they shop. 

Build It Process 

All Credit Clients will receive a Credit Card, however, they can only shop once their Build It account is created. The 
reason for this is that the money on the Credit Card is not in fact actual money, it is merely credits representing the 
value 

materials to the client. The Credit Card is used to track spend and allow the client to have something tangible to 
represent his/her loan. The client will need to remember his/her pin for this card as well as present his/her ID at 
checkout. 

Cancellation Process 
Every lender has his/her own process and own documentation that the client will need to come in and sign. We also 
have a cancellation form that the client will need to sign in order to cancel the Credit card. Once the client has signed 
these cancellation forms, the lender cancellation form will need to be presented to the Build It administrative staff, 
who will then need to refund the lender the amount per cancellation form (this is generally the full amount of the 
loan, but it is possible that a partial cancellation is made). Once this refund has been done, you will need to get the 
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proof of payment from the Build It store. This proof of payment, together with the signed lender cancellation 
documentation then need to be sent to the lender in order for them to process the cancellation. All documentation 
must be sent to the directors in order to cancel the card as well as to remove the account. 

 

Conclusion 
You have a very important role to play in the company as you are the face of the business to the client, the hardware 
store as well as the lenders. It is imperative that you are professional, look smart and communicate as much as 
possible. The directors and sales team act as a support structure for every store, however, you are in your store every 
day and have a far better idea of what is going on, what is going well and what you may need help with. We rely on 
you to provide us with this feedback, so that we can build your store and grow your sales.  


