Foreword

During the regiond and sub-regiond training workshops organized by UNESCO PROAP, the
concept and drategies of the APPEAL Training Materids for Continuing Education Personne (ATLP-CE),
Volume V: Income-Generating Programmes (IGP), were presented to and discussed with the participants from
various countries in the Asa and Pacific region. APPEAL has received feedback from both the workshop
participants and the countries in the region requesting us to develop a manua on entrepreneurship as a
supplementary manud to the IGP volume. This is because of the economic criss in the region. Many
Iabourers who were working in the big city factories logt their jobs and returned home. The unemployment rate
is increasing throughout the region. The scope for paid employment has not kept pace with the growing
demand. Thus people are turning to sdf-employment to upgrade their standard of living and eradicate their
poverty.

In response to the needs of the Member States of the region and due to these rgpid changes in the
world of work, we have developed and published the Training Manua for Small-Scale Enterprise.

Thefirst draft of the manua has been revised and findized according to the results received from the
field test conducted in co-operation with neoliterate villagersin Bangladesh.

The manud is designed to provide entrepreneuria skills to nedliterates or those who have completed
literacy programmes and who are keen to set up smdl-scale businesses in their own communities. It provides
trainers with detailed guiddlines on how to conduct an entrepreneurid <kills training workshop. The
participantsin the workshop will acquire entrepreneuria skillsincluding marketing and accounting skillsto help
them set up their own small businesses.
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Course Objectives:

At the end of the course, the participants will be able to:

Name various economic activities.

Relate how to get ideas for an enterprise.

Explain the process of preparing an enterprise plan.
Finalize the enterprise plan through market appraisal.

Identify the preparatory steps for starting an enterprise and state how to complete
them.

Explain the importance of cost analysis.

Explain the importance of pricing products/goods and how to set prices.

Explain the importance and strategies of marketing.

Explain the importance of keeping enterprise accounts and the methods of doing so.

Identify the areas of caution in enterprise management and explain how to deal with
them.

Define competencies in business and explain the process of acquiring them.



Course Contents:

Economic activities

Basic concepts of enterprise
Enterprise planning

Market survey and enterprise plan
Preparation for enterprise development
Cost analysis

Pricing

Sales and marketing

K eeping accounts

Cautions in enterprise management

Competencies in business



Cour se Methodology:

Question and answer
Large group discusson
Smdl group discussion
Video

Lecture and discussion
Case study
Braingtorming
Seriesof cards
Structured experience
Scding

Group work and presentation
Exerdses

Role play

Course M aterials/Resour ces:

Pogters and markers
Videos (Economic Activities)
Case study

Seriesof cards

Exercise sheets

Guidesfor role play

Course evduation format



DAY 1
Time
09:00 - 11:00
11:00 - 11:30
11:30- 12:10
13:00 - 14:00
14:00 - 15:00
15:00 - 15:30
15:30 - 17:00

DAY 2
Time
09:00 - 09:15
09:15 - 10:15
10:15 - 11:00
11:00 - 11:30
11:30 - 13:00
13:00 - 14:00
14:00 - 15:30
15:30 - 15:45
15:45 - 16:25
16:25- 17:00

Training Schedule

Session

Inauguration and Introduction

Tea break

Inauguration and Introduction (cont.)
Lunch break

Various Economic Activities

Tea break

Various Economic Activities (cont.)

Session

Review of previous discussion
Various Economic Activities (cont.)
Entrepreneurship

Tea break

Entrepreneurship (cont.)
Lunch break

Planning an Enterprise

Tea break

Planning an Enterprise (cont.)
Market Survey



Training Schedule

DAY 3
Time
09:00 - 09:15
09:15 - 11:00
11:00 - 11:30
11:30 - 13:00
13:00 - 14:00
14:00 - 15:30
15:30 - 15:45
15:45 - 17:00

DAY 4
Time
09:00 - 09:15
09:15 - 11:00
11:00 - 11:15
11:15- 13:00
13:00 - 14:00
14:00 - 14:55
14:55 - 15:30
15:30 - 15:45
15:45 - 16:00
16:00 - 17:00

Session

Review of previous discussion
Market Survey (cont.)

Tea break

Market Survey (cont.)

Lunch break

Market Survey (cont.)

Tea break

Market Survey (cont.)

Session

Review of previous discussion
Market Survey (cont.)

Tea break

Market Survey (cont.)

Lunch break

Market Survey (cont.)

Capital and its Sources

Tea break

Capital and its Sources (cont.)
Costing Goods
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DAY 5
Time
09:00 - 09:15
09:15 - 11:00
11:00 - 11:15
11:15 - 13:00
13:00 - 14:00
14:00 - 14:30
14:30 - 15:30
15:30 - 15:45
15:45-17:25

DAY 6
Time
09:00 - 09:15
09:15 - 11:00
11:00 - 11:30
11:30 - 13:00
13:00 - 14:00
14:00 - 15:30
15:30 - 16:00
16:00 - 16:45
16:45 - 17:00

Session

Review of previous discussion
Pricing Goods

Tea break

Marketing Goods

Lunch break

Marketing Goods (cont.)
Keeping Accounts

Tea break

Keeping Accounts (cont.)

Session

Review of previous discussion
Risks in Business

Tea break

Competencies in Business
Lunch break

Course Evaluation

Tea break

Course Evaluation (cont.)

Closing



a) Session Title

b) Session Number

c) Time

d) Objectives

e) Contents

f) Resources

g) Mehods

I nauguration and Introduction

Session Plan

Inauguration and Introduction

2 hours 40 minutes

At the end of the course, the participants will be ableto:

Introduce eech other
Reate the objectives, expectations and in-house rules of thetraining

Inauguration and welcome address

Regigtration

Introduction and bresking theice

Objectives, expectations and in-house rules of the training
Explaining the training schedule

Attendance sheet

Betd ledf, lime and tobacco packet (enough for each participant)
Training schedule

Handouts 1.1, 1.2

Lecture and discussion
Structured experience
Group work
Discussion
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Session Guide

| Step 1 | Inaugur ation and welcome address

Time: 15 minutes

11 Thank dl participants

1.2 Introduce the guest(s) present for theinaugural session
1.3 AsK participantsto introduce themsdlves

14 Invitethe guesty(s) to speak

15 Invite spesker(s) on behdf of the participants

16 Declareformd inauguration of the training course (or arrange for a

forma declaration by the chief guest)
Step 2 | Registration of participants Time: 15 minutes
2.1 Circulate the registration form among all participants
2.2 Explain how to sign the attendance shet daily
Step 3 | Introduction/breaking theice Time: 1 hour
30 minutes.

3.1 Digtribute the packets and explain what to do (Handout 1.1)

3.2 Now invite everybody to introduce themsdlves and tdl a joke or
sng or act out something, etc.

3.3 Didribute name cards
34 Get feedback from dl concerning their fedings about the exercise




Inauguration and Introduction

| Step 4 | Objectives, expectations and in-houserules of thetraining Time: 40 minutes

4.1 Discussthe objectives of the course (Handout 1.2)

4.2 AsK the participants about what they expect from the course and
have them (in groups) write down their expectations on poster
paper. Then invite each group to present. Compile the
expectations on a single sheet of poster paper and display on the
wal.

4.3 Ask for ideas on how to better manage the course. Get opinions of
al and write them down on a sheet of poster paper.

44 Didribute the training schedule and ask participants to see
whether it matches their expectations.
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Handout 1.1

Guidelinesfor Breakingthelce

Here is one example of bresking the ice thet the trainer can use. There are others that he or she can
choose from, depending on thelocal culture.

Prepare separate packets of betd leaf, lime and tobacco. The total number of packets should equa
the number of participants. Mix up the packets and ask each participant to pick up one. No participant can
show the others what is inside hisgher packet. Now request al to consume the contents of their packets.
They cannot move from their seets, nor discuss anything with their neighbours. Tell them to keep the packet
if they cannot use the contents properly.

Ask the participants who could not use the contents of their packet, why they could not use them.
After their responses, adlow them to approach other participants to get the required matching items and
consume them properly.

Now everybody is sharing the contents of their packets with others and consuming the betdl leaves,
lime and tobacco together.

Next, ask the participants:

Why couldn’t they consume the contents of their packets properly?
How could they consume these the second time round?
During the second time round, what benefits could they see from sharing?
Explain the benefits of mutua sharing in every sphere of life (e.g., experiences, opinions).

10



Inauguration and Introduction

Handout 1.2

In-house Training Rules
Weshall:

1 Arriveontime.

2. Pay attention to the deliberations.

3. Speck one a atime.

4, Not make any sdetak.

5. A for daification for better understanding.
6. Allow othersto speak.

7. Befrank on dl matters.

8. Participate in group activities.

9. Not leave the training centre unnecessaxrily.

10.  Shareviewswith others.

1
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Various Types of Economic Activities

Session Title

Session Number

Time

Objectives

Contents

Resour ces

g) Mehaods

Session Plan

Various Types of Economic Activities

2 hours 30 minutes

At the end of the course, the participants will be ableto:

Identify various types of economic activities

State the advantages and disadvantages of wage-earning activities and
f-employment

Deveoping saif-confidence as an entrepreneur

I dentification of various types of economic activities

Wage-earning and saf-employment

Advantages and disadvantages of wage-earning and sdf-employment
Taking initiative and issues for congideration

Assessment of learning

Handouts 2.1, 2.2, 2.3, 2.4, 25

Case study
Brainstorming
Discussion

Question and answer



Various Types of Economic Activities

Session Guide

| Step 1 | Waysto increase self-confidence as an entrepreneur | Time: 25 minutes

11 Sat the sesson by saying ‘we shdl read a dory’.
Digtribute the case study Malee (Handout 2.1) to dl and
ask themtoreadit.

12  AsK quedtions to see if they have understood what they
have reed

13 Discussthe questions at the end of the case study

| Step 2 | I dentification of varioustypes of economic activities | Time: 30 minutes
21  Ask the participants what women and men generdly do to
earn money
22  Listtheresponses on poster paper
23  Discuss one by one the items on the prepared poster on
economic activities (Handout 2.2)
24 Summarize the contents of both posters
| Step 3 | I ntroducing wage-ear ning and self-employment Time: 40 minutes

31 Refer to the previous list of activities and invite al to see
the video Econommic Activities
32  Ask for comments on the film and to share views on what

they have learned; add more economic activities to the
poster from their responses

33 Discuss wage-earning activities and the sdlf-employment
activities. Prepare a two-column poster with headings for
these two types of activities. Point out one by one various
types of activities from the previous poster and ask under
which category do these activities fit? Why? Write down
esch activity in the appropriate column of the poster

34  Get feedback from dl about ther perceptions of wage
earning activities and salf-employment activities

13
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Step 4

Discussion about the advantages and disadvantages of wage-
earning and salf-employment activities

Time: 20 minutes

41

4.2

43

44

Ask paticipants to think over the advantages and
disadvantages of wage-earning and sdf-employment activities

Put anumber of cards with statements of both advantages and
disadvantages on the table (Note: The trainer should
prepare these cards before the session in the same
format asHandout 2.3)

Invite the participants one by one to pick up a card and read
the statement on hisher card. (S§he should decide in which
category of economic activity (wage earning or sdf-
employment) it fits. Write the results on a sheet of poster
paper.

Wrgp up with brief discusson on the advantages and
dissdvantages, emphesizing the advantages of sdf-
employment

|Step5

Takinginitiative and issuesfor consideration

Time: 25 minutes

51
52

53

54

Distribute Handout 2.4 to dl and ask them to read it

Ask them to put their individua responses (1/2/3) inthe
‘Individud’ column

Divide the participants into groups and ask them to put group
responsesin the ‘group’ column. Each group will present its
responses

Discuss the issues mentioned in the handout and explain the
equa importance of dl of these

| Step 6 | Assessment of learning

| Time: 10 minutes

6.1

6.2

Digtribute Handout 2.5 to dl for assessment of learning and
ask them to respond

Collect the responses and hold a brief discusson through
question and answer. Wrap up by asking questions about
their learning from this session.

14




Various Types of Economic Activities

Handout 2.1

Malee

Maee married Arun about eight yearsago. Arun’sfamily was very poor at that time. Arun lived in
asmdl hut with his aged parents. They did not have any cultivable land. Arun was the only wage earner in
the family. Hewasaday labourer for alandlord, earning avery low wage. They wereliving in dire hardship.

One year &fter the marriage of Maee and Arun, the firgt child was born. It increased the living
expenses of their family.

Malee went to her parents for help, but failed to obtain any. Then she went to a relative, with no
result. Arun also fruitlesdy tried to borrow some money. They become very frustrated.

With no other dternative, Mdee joined a savings and crediit group of aloca organization, following
the suggestion of her friend, Meena. She started growing vegetables at home. Gradually she was becoming a
functioning member of the group.

Maee discussed her problems with fdlow group members. Some advised her to dart a small
business. But Mdee thought, being awoman, how could she run a business? The neighbours would not teke
to it easly. She had no idea how to start abusiness. If she failed, it would be difficult for her to repay the
loan.

One day she met Kama, who owned a nursery. Kama explained to Mdee the basic rules for
operating a plant nursery. Maee became more confident.  She asked questions. Becoming interested, she
joined in atraining course on nursery operations. She aso contacted some other nursery owners. Findly she
decided to start up anursery. She borrowed from the group and went into business.

For the last eight years Mdee has been doing wdl through her nursery. She does not face the
problemsthat she was facing eight years ago. She has repaired the house and sends their children to school.

Questions
What was the condition of Arun’sfamily when Madee married him?
Did anybody help Mdeeand Arun?
How could Maee change their condition?

How can we use the experience of Maeein our own lives?

15
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Handout 2.2

Economic Activities

With the increase in population, peopl€ s needs have aso increased. Both women and men have to
seek income to meet the extra expensesin the family.

Variouskinds of work men/women do to earn money

Shop keeping
House-maid

Day labourer

Rice husking for others
Rice husking for e
Poultry raising
Livestock rearing
Road condtruction
Making bricks

House construction
Petty trade
Aquaculture

Woashing dothes
Operating atea all
Cooking at arestaurant
Other

16



Various Types of Economic Activities

Handout 2.3
Advantages and Disadvantages

of Wage-Earning and Self-Employment

Advantages and Disadvantages of Wage-ear ning

Advantages
Regular and fixed income
Low risk
Advice from others not often required

Disadvantages
Less possihility of increaseinincome
Increasing dependency
Difficult to find anew job
Limited scope to apply on€’ sown idess
Work may not always be available
Always have to obey somebody ese
No work availablein old age
Sometimes have to work even wheniill

Advantages and Disadvantages of Self-employment

Being sef-employed (usng one' s own initictive, intelligence and capital to earn and perhaps employ
others) has many advantages and disadvantages.

Advantages
SKillsimproved day by day
Possihility of increased income
One can work a one s own discretion
No need to be dependent on others
Norisk of losing ajob

17
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Disadvantages
One has to make continuous efforts to improve skills
Risk isinvolved
Requires own capital
Requires updated knowledge of the market situation

Onemay incur loss

Note: The advantages and disadvantages mentioned on this page should be written on note
cards by thetrainer for conducting the session.

18



Various Types of Economic Activities

Handout 2.4

Issuesto Consider before Initiating an Enterprise

Put vaues (1/2/3) in the ‘Individuad’ column of the following table: 1 for the highest value and 3 for
the lowest. Oncetheindividud exerciseis over, then put in the group views.

Issues to consider Individua opinion Group opinion

1. Isthework what |/we want to do

2. | Whether the experience required for thework is
avaladle

3. | Whether the entrepreneur has the experience

4. | Theamount of capital required has been assessed

5. | Whether I/we own the capital

6. | Whether there are other ways of capitad mobilization

7. | Awarenessof therisksinvolved

8. | How toincrease skills and experience for undertaking
the work

9. | Whether other rlevant facilitiesare available and
within reach of the entrepreneur

19
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Assessment of Learning

Answer the following questionsin your own words.

1 In your opinion, what can be done to increase sdlf-confidence?
2. What is meant by salf-employment activities?
3. What are some wage-earning activities?

Handout 2.5
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Session Title

Session Number

Time

Objectives

Contents

Resour ces

Methods

Conceptsof Entrepreneurship
Session Plan

Concepts of Entrepreneurship

2 hours 15 minutes

At the end of the course, the participants will be ableto:

Tdl how to get idess for an enterprise and identify things to be done.
Explain the stepsto initiate an enterprise.

Waysto learn about entrepreneurship

Functionsin an enterprise
Seriesof cards

Poster paper
Learning assessment sheet

Question-answer and discussion
Seriesof cads

21
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Session Guide
Step 1 Waysto learn about entrepreneur ship Time: 1 hour
20 minutes.
11 Discuss the following points regarding various aspects of
enterprise with the help of Handout 3.1
- Importance of learning about an enterprise
How to acquire idess for an enterprise
Importance of identifying an gppropriate business
Pointsto consider in identifying an gppropriate
business
Points to consider in deciding to sdlect abusiness
12 Divide the paticipants into smdl groups. Each group
discusses the points mentioned above and prepares a
checklist. Ask them to present and generdize.
| Step 2 | Functionsin an enterprise Time: 45 minutes
21 Put the cards (Handout 32) on the table and invite
participants to look over the various functions of an
entrepreneur written on the cards
22 Form four groups and distribute one set of cards to each
group
23  Askthemto arrange the functionsin sequence
24  Distussesch of the functions
25  Wrgp up by saying that we will discuss how to accomplish
these functions later
| Step 3 | L ear ning assessment Time: 10 minutes

31 Didribute the learning assessment form and ask participants
to complete it

32  Collect theforms, hold brief discussion on the outcome of
the sesson and conclude



Concept of Entrepreneurship

Handout 3.1

Getting Ideasfor an Enterprise

1. Importance of getting ideasfor an enterprise

Basicideas are required in dl casesto perform any work successfully. If the concept of the work is
not clear, it becomes impossible to do it successfully. The same is true for launching an enterprise. One
should acquire the basic concepts about entrepreneurship before getting involved in running an enterprise.
This knowledge helps you to run the enterprise smoothly and aso to explore the possihilities of taking new
initiatives. 1t aso helps in correct decison making. For example, Sakhina and Hasina decided to start up
weaving as a busness.  Sakhina dtarted right away, but Hasina searched for information related to this
business from various sources. |n addition, she collected information about the potentiaities of other kinds of
business. The result was that, a one point, when she found weaving unprofitable, she switched over to
poultry raising.

2. How to get ideas

Consult with those who are currently in the business.

Obsarve other enterprisesto identify problems and think about possible solutions.
Discuss with friends and neighbours.

Get ideas from the existing available merchandise in the market.

3. Identifying the appropriate trade

Not everyone has the skill to succeed at every kind of enterprise. Thus, it is essentia to be sdlective
in identifying one's trade. The sdection should be made according to the ability and interest of the
entrepreneur.  Success in business very often depends on this choice. For that reason, one should make the
decision after getting enough relevant information about a particular trade or business. It will help to:

Run the business smoothly.

Avoid loss from mgor mistekes.
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4. Factorsto consider in selecting a business

Whether it is possible for oneto operate the enterprise successfully
What risksareinvolved
Profitability

Attractiveness

5. Factorsto be considered in deciding about initiating an enterprise

One must dlow for both profit and loss in any business. Some people may earn large profits,
others may break even. Sometimes people become bankrupt. That is why it is important to be careful in
sdecting atrade. One should consider the following points in making this sdlection:

Availability of experienced and knowledgesble personsto consult with
Mohilization of sufficient capita

Adequate demand for the products/goods in the market

Facility for marketing

Fecility for storage of goods

Auvailahility of raw materid

Ability to get support from the government

24



Concept of Entrepreneurship

Handout 3.2
Functionsin an Enterprise
Preparing Busness Plan Surveying the Market
Mobilizing Capita Anayzing Costs
Pricing Goods Marketing Products
Keeping Accounts Identifying Risk Factors

Looking for Waysto
become
SHf-reliant

25



Training Manual for Small Scale Enterprise

Handout 3.3
Assessment of Learning
Answer the following questionsin your own words.
1 Why isit important to acquire idess and background information about an enterprise?

2. Wheat factors are to be considered in selecting an enterprise?

3. What are the functions of an entrepreneur?
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Session Title

Session Number

Time

Objectives

Contents

Resour ces

Methods

Planning for an Enterprise
Session Plan

Planning for an Enterprise

2 hours 10 minutes

At the end of the course, the participants will be ableto:
Explain the concept of business planning and itsimportance
List the factors to be considered for planning
Prepare aprdiminary plan for an enterprise

Panning and itsimportance
Factorsinvolved in the planning process
Preparing a preliminary business plan

Poster paper, markers and scotch tape
Handouts 4.1, 4.2, 4.3, 4.4

Discussion

Individua and group discussion

Group work and presentation

27
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Session Guide
Step 1 Planning and itsimportance Time: 45 minutes
11  Prepareaposter smilar to Handout 4.1
12  Find out what the participants know about planning
13 Explan the concept and importance of planning
following the points mentioned in Handout 4.1
Step 2 | Factorsinvolved in business planning | Time: 30 minutes
21  Prepare a poster smilar to Handout 4.2. Explain eech
factor to the participants and provide examples. Add
further points from the discussion of the participants.
Step 3 Preparing a preliminary business plan | Time: 45 minutes
31 |Initiate discusson by saying tha so far we have
discussed the essentid factors of business planning.
Now we shal prepare aplan by oursdves.
32  Digtribute Handout 4.3 and ask participantsto fill in the
blanks
3.3  Divide the participants into small groups and ask them
to discusstheir draft plans
34  Invite each group to present its plans
| Step 4 | Assessment of learning Time: 10 minutes

41  Digtribute assessment form (Handout 4.4)

42  Discuss opinions of the participants and wrap up the
sesson

28



Planning for an Enterprise

Handout 4.1

Planning an Enterprise

1. What is planning?

It is good to think about atask before starting to doit. This thinking helps to accomplish the work
smoothly. When thinking is done logicaly and sequentidly, then it is called planning. A few basic questions
awayshdpinthinking logicaly:

Who will do the work?
Why?

How will it be done?

When will it be done?

What materids are required?

Thefina answersto these questions become your plan.

2. Importance of planning

A good plan helps usin many ways:
To get ideas about the business
Tofacilitate in getting financia support
To reducerisk of loss
To develop sdf-confidence
To help solve problems
To help run the business smoothly

To help sdect an gppropriate business
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3. Factorsto be considered in making a good business plan

One should consider some key factorsin preparing agood business plan. Some of these include:

Income

Expenditure/cost

Credit/source of investment
Amount of credit and rate of interest
Marketing channdls

Sorage
Profit

Income

In afew businesses one can earn from the very beginning, but in most cases one has to wait awhile
to get anincome. For example, if one decides to raise poultry, one hasto wait for a particular period until the
fowl are mature, wheress in the cases of weaving or running a shop, the entrepreneur can begin to earn
immediately. Thus, in the business plan, it isimportant to caculate the time when earnings will begin.

Expenditure

Expense is a regular phenomenon in business. For example, in running a poultry farm, there are
codts for the coops, food and medicine. An esimate of these expenses must be included in the planning.
Otherwise, it will be difficult to work out future profit or loss.

Sour ce of credit/investment

Money is an essentia requirement for any business. The initid investment can come from various
sources, such as borrowing from friends or from the bank, or using one' s own funds. In the plan, the specific
source of investment has to be mentioned.

Credit and therate of interest

All credit has to be repaid with the gpplicable rate of interest. This repayment process has to be
mentioned in the plan. If the loan is not repaid in time, the ligbility increases, which ultimately may result in
loss to the business. Thusiif funds are borrowed, the calculation of credit, amount of interest to be paid and
the repayment schedule should be mentioned in the plan.

Sales/marketing



Planning for an Enterprise

This is very important in any business. Success in business depends mostly on the sde of
goods/products.  If the sdlling cannot be done properly, the risk of incurring a loss increases. How the
products/goods will be sold, where and in what quantity have to be mentioned in the plan.

Storage of goods

The unsold goods will perish if not preserved properly. Any surplus goods/products thus should
be stored at an gppropriate place with due care. Storage facilities should be chosen earlier and mentioned in
the plan.

Profit

In business, there is an equal possibility of getting profit or incurring loss.  In cases of profit
entrepreneurs fed encouraged. They are inspired to expand the business. But in most cases, the
entrepreneurs do not maintain a proper record of their profits. Lacking this information, they cannot make
any plans for the future. There should be a projection of profit earnings in the business plan so that aregular
assessment of profit can be mede.

31
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Handout 4.2

Factorsto be Considered in Business Planning

What type of businesswill it be?

Does the entrepreneur have enough experience to run the business?

Whét risks are involved?

What is the demand for the products/goods/services provided by the business?
Will it be profitable?

How much capita will be required?

Are there sources of adequate capita?

How will the capital be mobilized?

Arethe required facilities and infrastructure available?

32



Planning for an Enterprise

10.

11

Handout 4.3

Format for Preparing a Preliminary Plan

Name of enterprise:

How much money is required:

Amount of own capital:

Source of remaining capita required:

Experience acquired to date:

Other types of experience required:

Number of employees required:

Types of facility required to run the enterprise:

Expected volume of production per month:

Where the products'goods will be marketed:

Estimated profit per month:

Risksinvolved in running the enterprise:
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Handout 4.4

Assessment Sheet

Check the box indicating whether you agree or disagree:

1. Abusinessplanisrequired to get credit only.

2. Preparing aplan reducestherisk of lossin business.

3. Itisessentid to have aplan to run abusiness smoothly.

4. Panning helpsin sdlecting a proper business.

0000 O
0000 O

5. Making aplan meanswesdting time.



a) SessionTitle

b)  Session Number

c) Time

d) Objectives

e) Contents

f)  Resources

g) Mehaods

Market Survey

Session Plan
Market Survey
5
11 hours

At the end of the course, the participants will be ableto:

Explain what information will be collected and from which source
Prepare aquestionnaire for amarket survey

Anayze the information from the survey and use it in sdecting a
business

Types of information to be collected

From whom information will be collected and how

Type of questions asked

Preparation of aquestionnaire

Preparation for asurvey

Conducting the survey

Analysis of data collected, preparation of report and presentation
Findizing abusiness plan

Importance of amarket survey

Handouts 5.1, 5.2,5.3,54,55,5.6,5.7,5.8

Discussion

Role play

Question and answer
Exercise

Group discussion
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Session Guide

Step 1 Typesof information to be collected Time: 45 minutes

1.1 Distribute Handout 5.1 to all and ask to reed

1.2 After reading, request participants to answer the questions
1.3 Ask severd participantsto share their answers with the group
1.4 Explain how to survey the market

15 Ask about what types of information can be collected from
the survey. As participants respond, write down the points
on poster paper.

Step 2 From whom information will be collected and how Time: 30 minutes

2.1 Distribute Handout 5.2 to all and ask to read

22 Ask paticipantstofill intheformsindividualy

2.3 Arrange smdl group discussion of the completed forms
2.4 Ask each group to present

25 Check whether theissueisclear to dl

Step 3 Types of questions asked Time: 25 minutes

31 Ask participants about the ways to collect information about
the market

3.2 Ask how can we et the information required in number 1 of
Handout 5.2. Explain that for thisinformation we have to ask
both buyers and sdlers afew questions. The questions to be
asked should be prepared beforehand.  Similarly, questions
covering areas to be explored have to be prepared in advance.

3.3 Discussthetypes of questions
34 Didribute Handout 5.3 and explain its content



Market Survey

Step 4 Preparation of a questionnaire Time: 2hours
4.1 Divide the paticipants into smal groups. Each group will
survey a specific area. The groups will sdect the content
areas they will survey. (Sdection of location, arangement
for vist, etc. haveto be arranged in advance))
42 Ask the groups to prepare their own questionnaires
following the guiddines in Handout 5.3. They will write
down the questions on poster paper.
4.3 Each group will present their questionnaire. Help them to
finaizeit.
44 Folowing the guide for role play (Handout 5.4), invite
participantsto act out the roles
45 Reques dl to findlize ther questionnaires on the badis of
discussion
Step 5 Preparation for a survey Time: 30 minutes
51 Check the preparetion for the survey on the basis of the
checkligt in Handout 5.5
52 Invite participants to prepare themsdlves for the field-work
exerdise
53 Sdect aleader for each group
54  Confirm the preparation of each group from the leeders
Step 6 Conducting the survey Time: 3hours

6.1

6.2

The group members will conduct their surveys and record

the findings on the sheets provided
At the completion of the survey, they will collect dl survey

materia and return to meet the other participants
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Step 7 Analysis of data collected, preparation of report and Time: 1 hour
presentation
71  Ask paticipants in smal groups to discuss the findings
from their surveys
7.2  Cdl each group to present its findings. Other groups will
ak quetions for daification a the end of the
presentations.  Organize a brief discusson after each
presentation.
Step 8 Finalizing abusinessplan Time: 2hrs. 30m.
81 Now ak each paticipant to think and decide which
business he/she would prefer. (Makeit clear that this choice
isfor the purpose of the training course only.)
82 Didribute Handout 5.6 to dl and ask participants to
prepare their individud and group plans
83  After preparation of the business plans, ask them to st a
time frame according to the format used in Handout 5.7
| Step 9 | Importance of amarket survey Time: 15 minutes
91  Ask paticipants to express their views about the market
urvey
9.2  Solicit opinions about the inconveniences of not conducting
any market survey and write down the points on the board
Step 10 | Assessment Time: 5minutes

Digtribute Handout 5.8 and assess learning achieverment




Market Survey

Handout 5.1

Lokman’'s Grocery

Ramalivesin Samut village. He was married with two children. He thought about starting a small
shop, but did not dare to do so outright. He saw the difficulty Lokman was having with hisshop. There are
few sdes. Very few villagers go shopping at his shop. Mostly they buy goods from the market. Rama asked
neighbours why they did not go to Lokman's shop. Most of them complained that essential goods were not
available there, or ese were priced too high. In addition, the shop was not kept open regularly and some of
the goods were of low qudity. Ramathought this information would be useful for him. If he could overcome
these problems, maybe his shop would be a success. Rama aso obtained advice from nearby shopkeepers
about the conveniences and inconveniences of operating ashop. After consdering al this information, Rama
sdected a ste for the shop, purchased stock and started doing business. The new shop attracted many
customers. Lokman was perplexed. He asked Rama his secrets. When Rama shared his ideas for operating
the shop, Lokmean redlized the mistakes he had committed so far.

Questions:
1. What are the reasons for fewer customersin Lokman's shop?

2. What arethe reasonsfor the success of Ramd s shop?
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Handout 5.2

Market Survey

What to know How to know From whom

1. Present demand for goods and nature of demand

2. Which quality goods attract most customers (best,
medium, low)

3. Whether supply is adequate

4,  What are convenient times for customers

5. What the customers like most (e.g., accurate measurement,
fair price, etc.)

6. Gened rdations of cusomerswith sdlers

7. Possible number of competitors

8. Sdesvaueof thegoods

9.  Who arethe customers

10. What arethe current problems faced by shop-keepers

11. What favourable Stuaions are prevailing

12. Wherethe goods are purchased

13. Whether the number of producersisgradudly increesing

14. Other

)
b)




Market Survey

Handout 5.3

Types of Questions

A survey of the market is an important requirement for initiating any successful business.
Collecting information is the key to any kind of market survey. One has to go to the buyers and sdllers to
callect information. They have to be asked specific questions. The questions have to be asked so that they
are understood easily and quickly. The persons doing the survey have to keep in mind that both buyers and
sdlersare very busy. To avoid getting them irritated, the questions have to be planned so that the maximum
information can be obtained in a short time. Only key questions should be asked. The questionnaire should
be prepared in advance, based on the need for specific information. The questions should be smple, short and
specific. Thefollowing types of questions can be asked:

Which goods do you buy daily/monthly?
Which goods are of an essentid nature?
Do you buy any goods from along-distance market?
Why do you go to along-distance market?
Whét types of behaviour from saespeopleirritate you?
Whét types of goods do you sdll?
Which goods are sold mogt?
What types of problems do you facein this area?
Where do you buy goods for the shop?
What are your suggestions for running ashop in this area?
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Handout 5.4

Guidefor Role Play

After preparation of the questionnaire, arrange arole play session to demonstrate how it can be used
during the market survey. Some participants will be interviewers and some will be villagers or shopkeepers.
Tofacilitatethe role play, follow these guiddines:

Sdect 4 or 5 participants to be the persons administering the questionnaire.
Have them rehearse the role play (how to ask questions and record responses).
Other participants will be villagers (buyers and sdlers).

Select 5 persons to be observers and ask them to observe the role play, identify problems and
record them on separate sheets.

After the role play, have the obsarvers, interviewers, buyers and sdlers exchange their views
about the exercise

Revisethe quegtions, if necessary.

Wrap up by giving ingtructions on how to administer the questions more effectively and how
to face problems, if they arise.
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Handout 5.5

The Market Survey and Its Preparation

Select the market that you want to survey. Contact afew buyers and sdllers personally about the
survey, so that they do not fed irritated when it actually occurs. Make rounds of the market along with the
leeders of the training groups.

Specify which group will cover which part of the ares/market. (It is better not to have al groups

concentrate in one area.) Other thingsto be kept in mind are:

Whether initiad contact has been made with the buyers and sdlers

Whether the questionnaire has been prepared

Whether it is clear to dl how to administer the questions

Whether group members have decided who will ask which question

How to approach the people to be interviewed (building rapport)

Time planned for each interview

When to start and to end, including establishing a reassembly point at the end of the day

How to preserve the data and prepare areport

Types of Information to be Collected during the Survey

Current leve of demand for goods

How much is supplied

Degree of competition

Sdesvdue of the goods

How thingsare sold

Background information (education, experience) about the customers
How much customers spend for specified items

Availability of raw materids

© © N oo g~ W DdD P

Cod of raw materids (low, high, medium)

=
o

Other

All of the expected aress of information have to be covered through the questionnaire and the
methodology hasto be specified. Otherwise, the basic purpose of amarket survey will not be achieved.
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Market Survey

Handout 5.6

Format for Planning and Enterprise

1. General information

Name of entrepreneur

Name of enterprise/business

Village Digtrict
Pogt office Province
Date of hirth

Educationa qudlificetion
Traning

2. Reasonsfor selecting thisenterprise

a8 What experience do you have for running this enterprise?

b) How would you expand the business?

¢) How would you accumulate resources for the enterprise?
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3. Market report

a What isthe demand for the goods/products?

b) Whatislikely to be the future demand for these goods?

) Whatisyour plan for marketing the goods?

4. L ocation of theenterprise

Name of the enterprise

Village Didtrict
Pogt office Province
Location

Why did you choose this|ocation?




Market Survey

5. Capital expenditure

Item no. Particulars Cost
6. Manpower requirements
Item no. Type of people (experience for Number of people Monthly pay

what purposg, €tc.)

7. Monthly expenses

Calculate monthly expenditures of production (electricity, raw materias, rent, etc.)

Particulars
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8. Total investment (capital, machinery, site, etc.)

Paticulars

9. Monthly profit

Paticulars Income Expenditure




Market Survey

Handout 5.7

Time Frame for Implementation of the Plan

The find task for implementing a business plan is setting atime frame. It is important to identify
the steps for implementing the plan. Equally important is specifying when each step will be completed. It
helps to complete dl steps smoothly and on time. The following table presents a format to help you decide
when to gtart and complete the various steps of the business plan.  All participants should prepare their
implementation plans on the basis of thistable.

Steps Planned start date Planned completion date
1. | Sdection of goods
2 Market survey
3. | dentification of location
4. Contact for credit
5. Purchase of items
6. Purchase of furniture
7.
8.
9.
10.
11
12,
13.
14.
15.
16.
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Handout 5.8

L ear ning Assessment Sheet

Check the gppropriate box:

Yes No
1. There is no need to survey the market before starting up a

business.

2. The amount of goods to be produced or procured can be

determined from amarket survey.

3. Thereare 1,000 peoplein avillage of which 300 are
smokers. The market for cigarettesin the village is based on the

demand of 1,000 people.

4. It is not necessary to vist any shops for conducting

amarket survey.

5. Surveyingisaweageof time.
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Session Title
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Contents

Resour ces

Methods

Capital and its Sour ces
Session Plan

Capital and its Sources

»

45 minutes

At the end of the course, the participants will be ableto:

I dentify various sources of capital mobilization
Identify sources of indtitutiond credit

Sources of capita/credit
Waysto mohilize capita/ arrange credit

Credit-related documents of banks/financid ingtitutions

Question and answer

Discusson
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Session Guide

| Step 1 | Sour ces of credit/capital and waysto mobilize | Time: 30 minutes

11  Discuss with the participants how much money (capital)
they would require for starting their business

12  Ask them what sources of capitd are available. Write these
down on asheet of poster paper.

13  Distuss the contents of Handout 6.1. A number of sources
are mentioned here. AsK participants which source would
be best for them. Discuss the procedures for getting
credit/capita from these sources.

| Step 2 | Assessment of learning Time: 10 minutes

Digtribute Handout 6.2 to al participants and assess their learning
in regard to the issues discussed
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Handout 6.1

Sour ces and Waysto Mobilize Capital/Credit

There are anumber of sources of capita or credit. Theseinclude:

NGOs

Banks
Money-lenders
Relatives
Neighbours

NGOs

Thefirst step is getting membership in a group and starting to deposit one's savings. Later on, the
member can ask the group to recommend aloan for him/her. The person hasto gpply formaly by filling out a
loan gpplication form and getting a recommendation from the group leader or chairperson. The gpplication
should then be sent to the office of the NGO through the supervisor. The loan can be obtained from the
appropriate office after gpproval. Different NGOs have different procedures for sanctioning credit (it is
better to know the exact procedures for getting aloan from the office concerned).

Banks

For a bank loan, you need to obtain an application form from abank. The completed form must be
submitted to the bank aong with title deeds of the gpplicant’ sassets. The gpplication requires two references.
The bank gpproves credit after due scrutiny. The sanctioned loan can be drawn from the bank when required.
The bank followsits own rules for sanctioning loans. Before gpplying for aloan, these rules should be known
in detail.

Discuss other sources of credit. If possible, collect sample loan application forms and share the
features of these with the participants. Of course, procedures for atainig fundsfrom money-lenders, rdatives
and neighbours are much more informa and very according to thelocd culture,
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Handout 6.2

L ear ning Assessment Sheet

Wheat are the sources of credit in your area?
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Session Title

Session Number

Time

Objectives

Contents

Resour ces

Methods

Costing Goods
Session Plan

Costing Goods

2 hours

At the end of the course, the participants will be ableto:
Explain the importance of cogting goods and relae the ways of
assessing the cogt of each product
Explain fixed and recurring expenses related to products’ goods
Assessthe total expenses of products/goods

Importance of costing
Waysof cost analysis
Assessment of business expenses

Handouts 7.1, 7.2, 7.3, 7.4
Poster paper, markers and scotch tape

Exercise
Question and answer

Group discussion
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Session Guide

Step 1 Why and how costing isdone Time: 35 minutes

11 Introduce the subject and ask participants how they might
determine the cost of something

12 Digtribute Handout 7.1. Have participants read and then
complete the exercise in the handout.

13 Identify the factors to be considered in costing items and
write these down on asheet of poster paper

14 A for opinions from al regarding the disadvantages of
not assessing costs

15 Discuss the advantages of ng costs

Step 2 Fixed and recurring expenses Time: 30 minutes

21  Solicit the views of participants about fixed and recurring
expensss

22 Discuss fixed and recurring expenses as summarized in
Handout 7.2

23  Asssstheleve of comprehension by participants

Step 3 Assessing the cost of products/goodsin a selected business | Time: 45 minutes

31  Ask the participants how they would assess costs in their
business

32  Didribute Handout 7.3, read and discuss

33  Now request everybody to assess the costs of goodsin their
own business. A number of participants can work together
inthisexercise

34  AsK paticipantsto present the results of their calculations

35 Distuss the presentations and conclude with questions
about how participants would use this knowledge in practice

Step 4 L ear ning assessment Time: 10 minutes

Distribute Handout 7.4 and assess learning achievement of
participants




Costing Goods

Handout 7.1

Calculating the Costs of Products/Goods

Amina trades rice. She buys paddy from a neighbouring market, prepares rice and sdls it to the
market. She spends one day for buying, one day for boiling and drying, one day for husking and five days for
sdling therice. Aminabought 200 kilogrammes of paddy for US$10. She spent US$1 on transport, US$2 for
aporter and US$1 astax. Bailing the paddy required firewood worth US$4. The rate for husking at the miill
isUS$1 per 40-50 kilogranmes  Amina could earn US$2 as aday labourer. Now she is busy full-time with
sling rice and has to forgo wages as a day labourer. She gets 28 kilogrammes of rice per 40 kilogrammes of
paddy. She borrowed US$80 and hasto pay US$4 asinterest per month.

With thisinformation, please caculate the cost of rice per kilogramme for Amina
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Handout 7.2

Fixed and Recurring or Variable Expenses

In any business concern, there are two types of expenses. fixed expenses and variable or recurring
expenses. It is difficult to run an enterprise if the difference between the two is not perceived. The
entrepreneur must have a clear ideaabout both.

Fixed expenses

Expenditures that are not related to the amount of goods produced are caled fixed expenses.
Examples are rent of a shop or dal, or the charge for using a scdle. These are core expenditures for the
business and do not vary with the volume of business.

Variable/recurring expenses

Expenditures thet vary with changesin the volume of sdles are called variable expenses. When sales
increase, the production or supply has to be increased.  Thus the purchase of goods or raw materids aso
increeses, resulting in an increase in recurring expenditure.

Thefollowing table shows various types of fixed and variable expenses.

Fixed expenses (US$) Variable expenses (USE)
Rent 100 Purchase of paddy 220 (200 kg)
Electricity 100
Bag, md, etc. 20
Other expenses 200
Totd fixed expenses 420 | Totd variable expenses 220

This table shows that the total cost for 200 kilogrammes of rice is US$640 (420 + 220). The per
kilogramme cost is US$3.20 (640/200).

If the amount of rice is increased to 400 kilogrammes, then the per kilogramme cost becomes (640 +
440 = 1080/200) US$5.40.

In generd, fixed expenses never change, while variable or recurring expenses change dong with the
changein the volume of transactions.
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Handout 7.3

Example of Costing (Popped Rice)

A person prepares popped rice and produces 200 kilogrammes per month.  The common expenses
for this product are asfollows:

1. Paddy 45
2.  Porter 5
3 Tax 125
4.  Bailing and drying 5
5. Paddy husking 3.75
6.  Frewood and labour 5
7. Rent 750
8. Weghing scdeand bag 250
9.  Estimated cost for sdlf-labour (US$0.75 x 30 days) 3750

Totd (US$) 11250

For producing 200 kilogrammes of popped rice, the totd cost is US$112.50. Therefore, the per
kilogramme cogt is (112.5/200) US$0.56.

Since the production cost is US$0.56 per kilogramme, the sdes price should be fixed above this
amount.
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Handout 7.4

L ear ning Assessment Sheet

Check the gppropriate box.
Yes No

1 It is not important to assess the cost of goods, | | | |

2. Thereis no difference between fixed and variable expenses | | | |

3. Fixed expenses do not influence the cogting of goods. | | | |

4, Fixed expenses increase with the increase in production. | | | |
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9)

Session Title
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Pricing Goods
Session Plan

Pricing Goods

1 hour 50 minutes

At the end of the course, the participants will be ableto:
Explain the concept and importance of pricing goods
Reate the factors contributing to pricing
Explain the rdations among price, sde and profit

Importance of pricing
Reations among price, sdle and profit

Process of pricing

Handouts 8.1, 8.2
Pogter paper and markers
Scotch tape

Case study
Group work

Presentation
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Session Guide

| Step 1 | Pricing and itsimportance Time: 30 minutes

11  Introduce the subject by observing that we have cdculated the
cogt of products/goods, now we shdl learn how to determine
thelr sdles prices

12 Digribute Handout 8.1, read and ask participants to answer
question 1

13  Distussthe process of pricing goods

| Step 2 | Relationsamong price, sale and profit Time: 30 minutes

21 Explain the negative rdations between price and sales and the
positive relations between sdes and profit.  If the price
increases sales go down, while if sales go up profit aso goes up.

22  Notethat if someone sdls more goods with a lower price, there
istherisk of ahigher loss

23  Emphasize that the price has to be fixed so that both sales and
profits remain at an optimum level. Explain the issue with an
example

24 Hang up atwo-column poster, one column for the disadvantages
of low pricing and the other for the advantages of high pricing.
Invite the participants to give their views and write ther
responses on the poster.

25  Discussthe points one by one

| Step 3 | Pricing of goods Time: 40 minutes
31 Askfor responsesto questions 2 and 3 from Handout 8.1
32  Discusstheresponses
33  Now ask participants to work individualy to set prices for the
goods in their sdlected businesses
34  Ask themto present the results of their work
| Step 4 | L ear ning assessment Time: 10 minutes

41  Disgtribute Handout 8.2 and assessthelevel of comprehension
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Handout 8.1

Pricing Goods

Adam isin the pressed rice business. He buys paddy, prepares pressed rice and sellsit in his small
shop. He dso distributes it for sdlein 4 or 5 other shops. Adam sdlls 200 kilogrammes of pressed rice each
month. Hisexpenses are asfollows:

Part A
1. Price of paddy: 200 kgsx US$200 US$100
2. Labour cogt: US$600
3. Expensefor pressing: US$50
Part B
4. Rent: US$50
5. Electricity: US$10
Totd: US$610

Along with this expense, Adam added a daily wage rate of US$5 per day for his labour in the
business. The monthly charge comesto (5 x 30) US$150. Thus the totd expense stands a (610 + 150) =
US$760. Expense per kilogrammeis (760/200) US$3.80.

Adam caculated thet if he sdllsthe pressed rice at the rate of US$3.80 per kilogramme, he would not
suffer aloss. Since he has invested his own capital, he does not need to pay interest. If he had to pay that,
expense per kilogramme could be higher. He checked neighbouring shops. They were sdling at the rate of
US$5 or 5.50. Adam decided to sdll a alittle less. He started sdlling at US$4.50. The other shopkeepers
reacted and lowered the price to USH4. Adam thought that he could not sdll at that rate. He kept waiting.
Eventually the other shopkeepers realized that they were losing money.

Questions:

1 Why isit important to set pricesin a proper way?
2. How did Adam st the price of the pressed rice?
3. What other factors can be considered for pricing goods?
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Assessment of Learning

Answer the following questions.

1 How ussful isthe pricing of goods?

2. What are the relations among price, sde and profit?

Handout 8.2
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Session Title

Session Number
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Objectives

Contents

Resour ces

Methods

Mar keting Goods
Session Plan

Marketing Goods

2 hours 15 minutes

At the end of the course, the participants will be ableto:
Explain the concept of marketing and itsimportance

Rdae what the entrepreneur should know about customers and
competitors

Identify the techniques for increasing sdles

Marketing and itsimportance
Essential information about customers and competitors

Techniquesfor increasng sdes

Handouts 9.1, 9.2,9.3,94

Case study
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Session Guide

Step 1

Basic concept of marketing and itsimportance Time: 30 minutes

11 Digtribute Handout 9.1 and ask participantsto read
12 Askfor answersat the end of thereading

| Step 2

Primary information about customersand competitors Time: 45 minutes

21 Solicit from participants their views about marketing.
Discuss the elements of marketing (Handout 9.2)

22 Ask what information about the customers is required and
record on poster paper

2.3  Ask for comments about the required information concerning
customers and write these on poster paper

24 Now ask what information is required for competitors and
record on poster paper

25 Didribute Handout 9.2. Read and discuss the materid
written on posters so far

Step 3

How to increase sales Time: 50 minutes

Ask participants about ways to increase sdes. Discuss the
various drategies mentioned in Handout 9.3. Explain with
examples

Step 4

L ear ning assessment Time: 10 minutes

Distribute Handout 9.4 and assess the learning outcomes



Marketing Goods

Handout 9.1
The Fate of Nicha

Nichais unemployed. She has little education. She wants to get established in life. But it is not
essy to gat ajob with amargina education. Nevertheless, she made up her mind to do something.

Nicha went to Madhupur and learned that lots of pinegpple is grown there and chegply as well.
With a little capitdl she could go into the pinegpple business. To buy a full truckload of pinegpple, she
needed US$250 and US$50 for the transport cost. She did not have that much money.  She bought about half
aload and waited for a partner to share the cost of a full truckload. It took five to seven daysto carry the

goodsin oneround. But she has been making agood profit. In each trip she makes a profit of US$25-30. She
can make two trips amonth.

Nicha thought thet if she could arrange for a full truckload, her profit would be double. She
borrowed US$250 and brought a full truckload of pinespple to her village. Her house was full of pinegpple.
But she could not sdll more than half of it. Shetried to sall it retail but even then was not successful. Much
of the fruit perished. What could she do? That time Nichaincurred aloss of around US$125.

Why did Nicha suffer thisloss?
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Handout 9.2

Marketing

a Marketing means making your goods or services attractive to customers. One has to acquire adequate
information about customers and the current competition in the market to ensure proper marketing. Ina
nutshell, marketing involves devel oping strategies for increasing the sale of goods and services.

b) Important information about customersis required for marketing:
What products do they want?
What quality of product do they want?
Wheat colour, size, design, etc. do they prefer?
What kind of service do they expect?
When do they expect to buy the things they need?
Which features of the goods attract them?
Other
€) Important information about competitorsis required for marketing:
At what price do they sdl their goods?
Do they advertise their goods?
What gtrategies do they follow for increasing the sdes of their goods?
Have they ever sold goods a areduced price?
d) Thesdler must keep the following pointsin mind for the proper marketing of goods.
Create good will in the marketplace
Sat afixed price
Ensure the quaity of goods
Make the digtribution mechanism easy
Inform customers about the qudlity of goods
Keep adequate stock
Keep the shop open regularly according to schedule
Deveop acomprehensive plan for marketing goods/services
Other



Marketing Goods
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Strategiesfor Increasing Sales

Improving the quaity of goods
Ensuring afair price

Kesping adequate stock
Cleanliness

An attractive preservation system
Accurete weighing

Keeping up with customer demand
Fair deding with customers
Advertising
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Assessment of Learning

Answer the following questionsin your own words.

1. What istheimportance of marketing?

2. What sort of knowledgeis required about customers and competitors?

3. What arethe strategiesto increase sales?
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K eeping Accounts

Session Plan
Session Title Keeping Accounts
Session Number 10
Time 2 hours 40 minutes
Objectives At the end of the course, the participants will be ableto:
Explain theimportance of kegping accounts
Explain the procedures for kegping accounts
Use aledger, cash book, receipt book, stock register, etc.
Contents - How we keep accounts
Disadvantages of not keeping accounts
Procedures and practice
Resour ces Handouts 10.1, 10.2
Methods - Quedtion and answer
Exerdse
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Session Guide

| Step 1 | How we keep accounts | Time: 15 minutes |
AsK the participants how they keep accounts

| Step 2 | Disadvantages of not keeping accounts | Time: 15 minutes |

21 A paticipants what problems might occur if they do
not keep accounts

22  Collect viewsof dl and write these down on poster paper

23  Distuss the importance of kegping accounts according to
Handout 10.1

Step 3 Proceduresand practice Time: 2 hours

31 Sdlicit views of participants about various ways of
keeping accounts

32  Introduce use of a ledger, receipt book, cash book, and
stock register according to Handout 10.1

33 A paticipants to make ledger book entries according to
the exercise in number 6 of Handout 10.1. Provide hdp if
needed.

Step 4 L earning assessment Time: 10 minutes

41  Didribute Handout 10.2 and assesslearning achievement
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Handout 10.1

K eeping Accounts

1. What is account keeping?

In every business anumber of transactions occur. These are usualy accountable in terms of money.
These transactions are recorded in sequence according to specific methods. Thisis caled account keeping.

2. Importance of account keeping

The success of a business largely depends on keeping accounts properly. This is why the
entrepreneur places much emphasisonit. Before arriving a any decision, one hasto know the financia status
of the business, which can only be determined if accounts are maintained properly. These accounts are the
source of the following information needed to understand a business firn sfinancia stuation:

Sources of investment and receipt of funds
Aress of expense

Debtors and amount of debt

Creditors and amount outstanding

Scale of profit or loss

Present capital and current status of assets

If accounts are kept properly and the above information is avalable to an entrepreneur, (s)he can
manage the financia Stuation smoathly. Otherwise, there remainstherisk of loss.

3. What isaledger?

Transactions in abusiness consigt of receipts and payments. These are made againg certain items.
For example, Sude sold a basket for US$2.  Here she received US$2 and ddlivered one basket. Both are
transactions and have afinancid vaue. |n the ledger book, these transactions are recorded separately but are
grouped together as transactions of asimilar nature. In Sude's ledger book, dl transactions relating to sale of
baskets are recorded in the same column.
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How to keep aledger book
In keeping aledger book, al types of transactions must be listed. The format below is one way of

preparing aledger book. A few common types of transactions are sde of goods, buying raw meterias, cashin
hand, fundsin the bank, wages, loans, etc.

Date Particulars | Transaction no. Cash in hand Bank Fund Sale Raw Wages Loan
materials
Db. Cr. Bal. Db. Cr. Bal. Db. Cr. Db. Cr. Db. Cr. Db. Cr.

Db. = Dehit: Cr. = Credit; Bd. =Bdance

In the ledger book, both debit and credit influence the transactions. For example, Sude spent US$1
on 25 April to buy bamboo for making baskets. With this transaction her stock of raw materiads (bamboo)
increased, but smultaneoudy her cash fund decreased.  In the ledger book, she would have to make two
entries: in the debit column for cash in hand and in the credit column for raw materials. Since all transactions
influence two items, in aledger book the entries have to be madetwice. Thisis called adouble entry system.

Other than a ledger book, there are a number of books one can use for keeping accounts. These
include the recaipt book and the stock regigter.

4. Receipt book

Generdly, when goods are received and supplied, records are kept on receipts. These record the
particulars of goods (name, specification, etc.), quantity and vaue. An example of aform in areceipt book is
given bow:
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Example of a Receipt

Receipt
Receipt no. Date:

Name:

Address:

No. Particulars of goods Quantity Rate Amournt

Total:

Signature of buyer Sgnaureof sler

5. Stock register

Since in every business with financid transactions there are transactions of goods, it is essentid to
keep records of goodsin aregister. The book where these records are kept is called a stock register. From the
stock register, the Stuation relating to the receipt and ddlivery of goods as well as the stock of goods &t any
given time can be perceived. Since a stock of goods is an important requirement of business, the maintenance
of astock book helps the entrepreneur to monitor the stock Stuation on aregular bass. Hereis an example of
astock regigter.
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Example of a Stock Register

Name of the item:

Date

Previous bdance Recaipt Tota Ddivery

Bdance

6. Enter thefollowing transactionsinto a ledger book:

1597 Sude withdrew US$13 from the bank

2597 Sude purchased bamboo worth US$2

2597 She paid US$0.50 for trangport

55.97 She bought rope for making a basket
155.97 Sude sold the basket and received USH4
18.5.97 She deposited US$4 in the bank
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Handout 10.2

Assessment of Learning

Answer the following questionsin your own words.

1. Why iskeeping accountsimportant?

2. Which books can be used for keeping accounts?

3. What are the disadvantages of not keeping eccounts?




Risksin Business

Session Plan
a) Session Title Risksin Business
b) Session Number 11
c) Time 1 hour 40 minutes
d) Objectives At the end of the course, the participants will be ableto:

Identify possible risks and cautions in business
Redae possible waysto overcomerisks

e) Contents - ldentification of risks
Overcoming risks

f) Resources Handouts 11.1, 11.2

g) Mehaods - Groupdiscussion,
Question and answer
Discussion
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Session Guide

| Step 1 | Identification of risksin business Time: 30 minutes

Divide the participants into smdl groups. Ask each group to
identify afew risksthat areinvolved in business. Help the groupsto
identify pointsin linewith Handout 11.1. Ask each group to present
itsresults.

| Step 2 | Overcoming risks Time: 1 hour

Now ask al groupsto work out possible ways to overcome the risks.
Have them present their conclusions. Wrap up through discussion.

| Step 3 | L ear ning assessment Time: 10 minutes

Distribute Handout 11.2 and assess learning achievement
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Handout 11.1

Risksin Business

Too many sdeson credit

Scarcity of capital

Sabotage by competitors

Supply of low quality goods

Purchase of insufficient or inaccurately weighed goods
Theft

Spoilage

Other



Risks in Business

Handout 11.2

Assessment of Learning

Answer the following questionsin your own words.

1 Inyour opinion, what risks are possible in business?

2. What are some possible ways to overcome these risks?
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f)

9)

Session Title

Session Number

Time

Objectives

Contents

Resour ces

Methods

Competenciesin Business
Session Plan
Competenciesin Business
12

1 hour 35 minutes

At the end of the course, the participants will be ableto:
Explain waysto attain competenciesin business

Explain what should be done to become competent in their own business

What are competenciesin business
Essentid elements of competencies and how to attain them

Wheét to do to become competent in your own business

Handouts12.1, 12.2

Question-answer and discusson
Pogter display and discussion
Card show and discussion
Group work and presentation



Competencies in Business

Session Guide

| Step 1 | What are competenciesin business Time: 20 minutes

11  Ask participants what competencies they think are needed in
business

12  Introduce the concept “ compentenciesin business’ discussed
in section 1 from Handout 12.1

| Step 2 | Essential elements of competenciesand how to attain them Time: 25 minutes

21  After initial discussion, introduce the idess in section 2 of
Handout 12.1

22 Invite comments from participants concerning how to acquire
these competencies

23  Explainthe approach outlined in section 3 of Handout 12.1

| Step 3 | What to do to become competent in your own business Time: 40 minutes

31 Invite the participants to work in smal groups to identify
way's to become competent in their own businesses

32 Ask participants to present their strategies in the plenary
sesson

33 Wrapupthediscusson

| Step 4 | Assessment of learning Time: 10 minutes

41  Digribute Handout 12.2 and assess learning achievement
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Handout 12.1

Competenciesin Business

1. Competenciesin business

Certain competencies are required by everyone to be successful in life. For example, to become a
good artigt one should have very clear ideas about colour and form, and should be cregtive in hisher thinking.
Similarly, an entrepreneur must have certain competenciesin order to be successful.

People used to think that only those from business families could do well in business. Thisis not
true. Although people from these families have more advantages and opportunities, they do not aways
become successful entrepreneurs.

To become successful an entrepreneur should have clear ideas about the business. Also required are
skillsto get things done properly, a strong desire to improve the business situation and motivation to continue
inthelong run.

2. Certain important business competencies

To start up anew business and keep it going, an entrepreneur should have certain competencies. A
few of the important ones are listed below.
Taking new initistives
Exploring opportunities and taking advantage of them
Perseverance in accomplishing tasks
Alwayslooking for information
Improving qudity of work and product
Kesping commitments
Trying to improve capacity at al levels of the enterprise

Systemetic planning
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Solving problems quickly
10. Sdf-confidence
11. Ability to influence others

To acquire these competencies, sdf-confidence is the key.  Firm commitment, trid and experience
are dl important for building up and sustaining the competencies needed to be a successful entrepreneur.



Competencies in Business

3. Theentrepreneur can follow a five-step appr oach to acquire and maintain

business competencies.

b)

[dentification
Sdf-evaluation
Experiment and practice
Reinforcement

Application in business

The entrepreneur must identify the competencies needed for a successful enterprise. This means
looking for those qudities in higher behaviour that are needed to make dl business activities
effective. The best way to do thisis through self-andlysis - looking a on€' s everyday actions and
behaviour to discover what competencies are present or absent.

Once the entrepreneur has identified competencies, the next essentia step is sdf-evaluation. Here
the entrepreneur evauates hisher performance and decides what aspects of behaviour need
improvement.

The next step is to try out and practice the desired behaviours and actions needed to develop
business competencies. This has to be done in dl of the situations and circumstances faced by the
enterprise. Only inthisway can (S)he truly assess the attainment of the necessary skills.

The entrepreneur continues to practice these actions and behavioursin order to reinforce the newly-
learned ahilities and sKills through interaction in different Situations, so that these become part of
highher life. Thisreinforcement is a continuous process.

An entrepreneur should attempt to apply everything (S)he haslearned to running the business. This
means using the newly acquired competencies to help the businessflourish in dl respects.
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Handout 12.2

Assessment of Learning

Identify the attitude that contributes to building competencies in business. Check the gppropriate

Attitude Yes No

| get asmuch information as | can before making any decison

| bedieve that my current level of experience is enough for running this business

| dways keep my word with customers and suppliers

| fed unessy if | fail to provide good quaity goods and service

| pay attention to the suggestions of my workers for improving the business

| am only interested in developing my own skills

| try to complete work in progress as quickly as possible

| never check with customers before deciding to increase the supply of any goods or
products

| am aways looking for new products and goods to provide customers




f)

)

Session Title

Session Number

Time

Objectives

Contents

Resource

Methods

Course Evaluation

Session Plan

Course Evaudtion
13

2 hours 15 minutes

At the end of the course, the participants will be ableto:
Recdl the course contents

Review mgjor issues discussed during the training
Explain to what extent their expectations about training have been fulfilled

Andyze the success and failure of the course

Coursereview
Assessment of fulfillment of expectations
Course evauaion

Closing remarks

Handout 13.1

Group work
Question and answer
Discussion

Lecture
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Session Guide
Step 1 Coursereview Time: 1 hour
15 minutes
11 Divide the participants into four groups. Split the course
contents into four parts and distribute to the groups. Ask
each group to prepare 20/25 questions on the course issues
and discuss among themsalves the possible answvers.
12  Ask the groupsto St facing esch other. Each group will ask
questions of the other groups. Ensure that everybody in the
groups gets a chance to ask and answer questions.  Arrange
scoring for the responses.  Taly the scores and declare the
name of the winning group.
Step 2 Assessment of fulfillment of expectations Time: 25 minutes
21  Hang up the poster with the list of participant expectations,
prepared during Sesson 1
22 Discuss ech expectation and get comments from the
participants about whether theirs were met
Step 3 Courseevaluation Time: 15 minutes
31 Digtribute Handout 13.1 and explain how tofill it out
32 Askadl paticipantsto fredy expresstheir views
33 Callect the completed forms (keep them for preparing the
training report)
Step 4 Closing session Time: 20 minutes

41  Inviteoneor two participants to spesk on behaf of the entire
group, sharing their views about the training and how they
will be applying what they have learned

42  Invite a representative from the sponsoring organization to
speak to the participants

43  Close by thanking participants and wishing them well in the
future



Course Evaluation

Handout 13.1
Cour se Evaluation Sheet
To what extent did this course fulfil your expectations?
Fully Moderatdly Not &t al
Give your opinion about the course content (check the gppropriate column).
No. Content Undergtanding
Full Moderate Not at all
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3. Check the appropriate box.

Savice Excdlent Good Moderate

Bad

Classroom arrangement

Quality of food

Recredtiond arrangement

4. Mention the good and bad things abouit this course (three of each type).

Good things Bad things
1 1

2 3
4, S

5. Of thetotal contents of the course, which part did you
a likethemost

b) notlikea dl

6. How would you use the experience from thistraining?




Course Evaluation

7. Give your overal opinion about the course (check the appropriate box).

Exodlent

Good

Moderate

Bad

8. Writeif you have any other comments.
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