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ABSTRACT 

'i'be Basic Business Hanagement CC'urse {BBMC) Manual. 

consolidates and formalizes documents, materials and practices 

of the Development Services Section of the National Industrial 

Develo?Dent and Finance Organization into an organized guideline 

for the conduct of the said Course. 

Modifications have been introduced in the sequencing of 

topics as well as in the strengthening of some areas that address 

the management wealmesses of target participant small-scale 

indU5try entrepreneurs. 

A specific feature incorporated is a 6eries of workshops 

through the course whereby outputs progressively build up towards 

the p~eparation of a business plan for financial assistance 

consideration. 
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BASIC BUSINESS HANAGEHENT COURSE 

M A N U A L 

INTROOOCTICN 

This manual has been designed for the basic business 

managereent course for small-scale industry entrepreueurs selected 

for development in ma.Jage1r.ent skills. Reference is made to the 

Entrepreneureship Development Expert• s Report No. 2: Assessment 

of the l-iIDFO Entreprene-urship Development Prograrnme, on the 

rationale and areas for improvement in the Basic Business 

Hanagement Course (BBMC) conducted by the 1~ational Industrial 

Development arid Finance Organization (NIDFO) through the 

Sierra Leone Cpportuni ties Industrializa ticn Center (.3LOIC). 

The design of this manuc..... vas undertaken with the 

cooperation of the Officei-In-Charge, Development Services, 

NIDFO, and the Entreprenr.urship Development Specialist, UlN, 

fro~ 25 Yiarch to 2 April (6 working days) ~o constitute the 

seccnd training mcdule in the entrepreneurship developr::ent 

programme. 

The programme described herein addresses ir1 particular the 

sr.iall-scale industry entrepreneurs who have not had fon::al education 

and training in business management. The participants will find the 

concepts and a:proaches simple, familiar and easy t~ understand. 

Terminologies are expressed in such a way that high-sounding 

business jargon are avoided. As much as possible efforts must be 

made by resource persons to Ftay closely to local situations 

depicting Sierra Leonean business syst~ms and practices. 
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Workshor.s z.re bt:ilt i!:to fae coi.:.::-se to :-llow ~rtici:;:~!t.s 

to ii:::::ediately .:.rpreci:= te :::c <-p: lic.:·ti::n cf ;rccedu!"e:s mid 

e;'~idelines ccve!"ec i:-, +:!le se.::::icns. -:::e ot:tp1t of ti'_!: ;·ori:~~c::s 2.'!'e 

in;t:t~ :.r.tc the business ~lar.. ~rep?.ratc!1- to fin~.ncial c?~~i~t<'..I:ce. 

I C()\jRSE c::JSCTr!ZS 

A. Ge~erc;l Cb~~ctive 

T!:c course is ded~ed to cc:ui:; pa.rtici?2Il ts with the b.:!~ic 

concepts a.~d techni~ues in managing ~ small business e~te?L-'!'°isc. 

B. Speci:ic Obj~ctives 

1. To fe.:::iliarize the r>'!!"tici:::-.zn tf; \.;i th the str-..1ctur~, ch?~cte::-istic~ 

and management problems of the sz:iall-sccl.e enterprise sector 

in Sierra Leone; 

2. Tc enable the p~rticipants to ?.~;reciete the role of the 

e~trepreneur as a CC'n~ger; 

3. To provide the prticipc".r, ts i!ith 1-~"lowlcdge and recog.i Eon of 

the resources put together in or~2nizing and managin£ a 

sr.:~11 business enterprise; 

4. To equip the p;::!"ticipi'nt~ wi+:.r. rca.e:cn<:lble kno\":ledre "'nd &-:i2-ls 

in the functional <::rei!io of r.:.::r.;.:cin:; the enterprise; c!nd 

5. To enabl£ tr.c p~rticipantG to prepcire a busines::: plan for 

!tis/her enteryri~c prer;c?r<·tcry tc r:l~FC fina~!d<•l. <iri;i::;t::icr-. 
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II Tnz DISTRIBUTION 

Total Available Tine: 

2 weel-:s x 5 days x 6 hours = 60 hours 

Di~tri bn ti on: 

Objective l-iodule Heu rs ~ 

1, .... 3 General ~.anage~ent 4.5 7 .::.., 

4 fl.arketing 9.0 15 

Production 12.0 20 

Records Keeping 9.0 15 

Finance 12.0 20 

Hu:::an Resources 1.0 2 

5 Business Planning 9.0 15 

Course Adr.iini~ 

tration 3.5 6 

Total 60.0 100 
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DSFI!\ITIOrl 

A small-scale enterprise (SSE) may be defined in general as one 

wherein the owner-canager performs the varied range of tasks involved 

in the t;Uidence and leadership in the enterprise. In other words, it 

is an establishment wherein the entrepreneur is the marketing, 

production, finance and personnel manager. In addition, the 

entrepreneur is the principal tedmician as well. 

In tenns of employment size, for purposes of NIDFO assistance, 

the small-scale enterprise is one which er.1ploys not r.iore than 15 workers. 

POTEIITIAL CONTRIBUTIONS TO THE ECONOHY 

T'ne following are some of the most commonly recognized contributions 

of SSEs to the econom1: 

1. Creation of employment opportunities at relatively low 

capital investments, 

2. Regional dispersal of industrial activities, 

3. Eqqitable distribution of income, 

4. Generation of foreign exchange, 

5. Nurturin~ of entrepreneurial talents, 

6. Establishing industrial linltages. 

STRUCTURE 

Small-scale enterprises are the backbone of the economy of a 

developing country like Sierra Leone. They dominate the manufacturing 

sector in terms of number and actually cont~ibute to employment. 



- 12 -

1. Number of Establishments 

'Ibe NIDFO survey of manufacturing and re~ated services sector 

in 1989 gives the estib.ated magnitude of small-scale enterprises 

in the country, as follo"'s: 

Classification Eciployoen t No. of 

Size Establishz::ents 

t.rtisanal 1 - 5 4,175 

SSE 6 - 15 1,699 

Total 5,874 

2. Distribution of SSEs by Location and Constitution
1 

% 

Constitution Location Total -
w E s N 

1. Sole Proprietor-

ship 19 32 17 19 89 

2. Partnership 3 3 2 2 10 

3. Limited Company 2 - - - 2 

4. Cooperative 1 - - - 1 

5. Others 1 - - - 1 

TCYI'AL 26 35 19 21 100.0 

Source: Report. on l·:anuf<.icturinb ar.d Related ~;ervic,ec Sector 

of !.iierra Leone, NIDFO, 1990 (Table VI). 
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3. % Distribution of SSEs in Production 

By F.cnployment Size and Activity 

ACTIVITY 

1 - 4 5 - 9 

1. Food Products, 

Beverages 3 3 

2. Wearing Apparel, 

Tailoring 22 12 

3. Metal Products 9 4 

4. Furniture 7 10 

5. Footwear 2 -
6. Others 4 6 

TOTAL 48 35 

F.rnploymen t Size 

10 - 14 '15 + 

1 2 

1 -
1 1 

3 2 

- -
1 4 

7 10 

Source: Report on Hanufacturing 31ld Related Services Sector of 

Sierra Leone, NIDF0 1 1990 (Table IV). 

Total 

9 

35 

15 

23 

2 

15 

100 
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4. % Distribution of SSEs in Serrice By F.n:iployment 

Size and Activity 

Employment Size 
A C T I V I T Y 

1 - 4 5 - 9 10 - 14 15 + 

1. Repair of Elec. 

l-!otors, etc. - 1 1 -
2. Repair of Domestic 

Elec. Eqpt. 4 3 - -
3. Repair of Radios, 

TVs 10 3 1 -
4. Repair of Foot-

wear 9 1 1 -
5. Repair & Mainten-

ance of Motor 

Vehicle 10 24 17 10 

6. Other repairs 6 - - -
TCYI'AL 39 32 20 10 

CHARACTERISTICS 

1. ~.antc:;.ges 

a. Flexibility 

1.'1-;cn faced with ~u<iden and drc:ctic chMgez in the 

busine.::;c cnvironr:ient, !.:.S£s C"<'n re<lct fat;ter since they 

are not encumbered by organizational bureaucracy. 

Becau::e they b:1ve lir.1i ted 0·1erhec::d costs, they can 

readily ~djust to ~bnorr.i<..l ecn11or.;ic t;itu:.·tions. 

Total 

2 

7 

14 

11 

61 

6 

100 
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b. Fast Decision Malting 

In situations requiring ~ediate action, the small 

entrepreneur can readily :na.ke decisions and execute them 

since he/she, as a one-person leader, holds all decision­

making authority. 

c. Rapid Resoonse to Growth Opportunities 

The small enterprise can meet changing product designs 

ahead of a large competitor. It is able to identify 

competitive opportunities which often leads to the 

development of new p:::-oducts with good potentials for growth. 

d. Special Service 

The small entrepreneur can give prompt attention 

to specia.l requests of customers, such as for extra 

quality, custom-made design, special delivery 2.Dd others. 

e. Close Personal Contact 

The sm<lll en trcpreneur is personally in touch with 

production workers, customers, suppliers, creditor5
1 

etc. 

The management style of most entrepreneurs is often 

described as paternalistic. 'Ibis gives a human quality 

to interpersonal relations and a ~ore effective 

collabor~tion and flexibility in daily operation5 not 

usually found in bicger organizationE. 

f. Competitivene~s in Procuction 

~SEs eenerDlly hvve the ed~e in producin~ goods: 

o wi tr. limi tcc.i volt:r.ie 

~;here volume required is lir.:i tcd, :7.<:r:~ 

prod~ction by mccr~iz~tion is not poc5iblc. 
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o with selective del:l<l!ld 

·,.here the ::1z.rket iz lir.:ii ted to certain .:ire<:.s or 

i:;fiuecced hy cultural :ic.bits, s::;<:.11 firms opc~ting 

in a cornr:;unity can economically meet the selective deIIl.:llld. 

o of high precision 

Products calling fo~ high precision and narrow 

tolerance are usually better produced by SSEs where the 

owne~rnanc.ger can still closely direct and control 

production. 

o made on lip;ht ecuipr.ient 

SSEs are in a better position to turn out prcducts 

which are light, small, of a:&10derate precision and frequently 

made on light equipment or by relatively simple assembly 

operations. 

2. Disadvantages 

a. Handicap in obtaining credit and capital 

SSEs generally car.r.ot raise capital in the organized 

financial markets. Because of greater unit costs and 

freater risks involved in small credit transactions, s~,11 

entrepreneurs have difficulty in ~btaining loans from 

banks and other financing institutions. 

b. Lack of bargai.~in5 strenvth 

In buying inputs (materials and supplies) and selling 

end products, the small entrepreneur generally has no 

bargaining strength and may not be able to exercise 

innuence in set ting the market price. 
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c. Unecono~ical sc<Ue 

Unlike l~rge D3.I1Ufzcturers, SSEs car.r.ct take 

adv-c:ntc[e of the econocies of vol~e productioc where 

unit costs are lo~er. Sc~le also ~!lows for econo~.i.es 

in purchasing, tranSFOrtin( ana c:C!.rketing. 

TYPE.5 OF SSEs 

According to line of b·siness SSEs may be classified into: 

1. Product Enterprise 

Enterpris@s the.t convert raw materials into fincil 

product by processing. 

2. ~rocessing Enterprises 

Firms that operate w1der contr~ct with other ecterprices 

and perfonn one or rnore CJainly simple oper.o tions in the 

total manufacturing process. 

3. Subcontractin& Enterprises 

Ente~rises that undertake subcontracting work for 

other enterprises in ter.::s of ::.anufacturing co~ponents o~ 

supplies or doing specialized operations. 

4. Service Enteryrises 

Establishment$ en~a~ed in servicing, repair ~~d 

manufacture of cucto:n-m~de products. Ex. printing, oachine 
shops. 
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So~etimes ~3~s arc classified accordin~ to tec!m~lo~ level~ 
~::: follo·,,..s: 

1. Traditional Enterprises 

U. terp:-i.::;es characterized by products, techniques and 

skills of previous generc>tions. 

2. Modern En teryrises 

Enterprises caterinc lo the requirements of the 

CIIierging ClOdern economy. Products are s~ited to codelll needs. 

Entrepreneur is progressive in outlook continually searching 

for improved methods. The production processes utilize 

technology-efficient machines, good plant layout, etc. 

Organization and manage~ent ideas, such as business planning, 

budgeting, market study, cost accounting, etc. are applied 

in the business operations. 

BARaI~RS TO SSE GROWTH 

Barriers to the growth ofsnall scale enterprises in developing 

countries are classified into three. 

1. Entry Barriers 

The.::;e are su~h forces limitinb access to identified 

business opportunities .:md the capital needed for these 

opportunities, such as economies of scale, industrial 

policy, infractructure, acce.::;s to technology. Individual 

barriers include ignorance, lack of infonnation, 6hortar.e 

of resources. 



- ~9 -

2. Survi. val Barriers 

~ese cojcerns the problem of co~tir.uity and viability 

of s:::all enterprises. Such ba!"riers may be related to the 

general environment, specific conditions surrounding the 

sma.11 e~~erprise unit. 

~xamples are personality factors, need for tecr.nological 

adjustment, underdeveloped capital market, lack of informaticn 

optimUCI size of market, cultural. factors affecting wanagement, 
failure of support programs. 

3. =:xi t Barriers 

'lbese refer to constr-o.ir..ts that limit the ter.::ination of 

snall ente:-prises that have outlived their business visbility or 

thcs~ that inhibit growth to a larger size. 'lhese barriers 

explaL~ why some SSEs that are losing money would not close 

down or why othellSwith clear growth potentials refuse to develop 

into bigge~sized enterprises. 

Barriers may be pcychological, economic or legal. '!here are 

cost-related barriers to exit, such as labor comz:ti tments, 

financial obli:;ations, etc. On the other hand, g:rowi.nc; larger 

may be h3r.'lpered by the skills 211d capability of the entrepreneur. 
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,ROLE OF TE}; .1·~1.;:.;J;,',L :J:I:, ::;:::LL-.SC . .\LZ Ir!DUSTRY 

E:·"T':'.Z:'REi~:i ; ... : A t·iANAGSR 

1. Planning 

a. Settinc Objectives 

b. .Antlyzing Prese.n t ?.esources 

c. DeterraininG Altern~tive Courses of Action 

d. Exar.:ining :.1 tem2 ti ves 

e. Selecting Best Course of Action 

2. Organizing 

a. Decidinb on Necessary Activities 

b. Establishing Authorities and Responsibilities 

c. Delegc=..tint; 

d. Division of Labor 

3. Staffing 

a. Selectinc, Hiring and Assigning Workers 
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4. Leading 

b. Understanding the F.uman i;-a.ctor of an Enterprise 

c. Leaderstip 

d. Motivation 

e. Comr:runicatior. 

5. Con trolling 

a. Setting Up Perfonnance Standards 

b. Measuring Actual Performance 

c. Comparing Actual with Plannrd Performance 

d. Evaluating Variations and Taking Appropriate Action 
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ORJAf·:rzr:!G 

A. HO:.-: 70 C.:ICCSE Tit L!'.:G.;':L FOR?·{ 

1. Sole Proprietorship 

2. Partnership 

3. Li:::i ted Company 

B. HO'A' TO HIRE A!ID TRAW PERSorINEL 

1. Apprenticeship 

2. Technical Training Institutions 

C. HOW TO AC~UIRE MACHINERY AND ~UIPMENT 

1. Buyini; Brand-New Equipment 

2. Buying Used Equipment 

3. Leasing Equipment 

D. HOW TO IDENTIFY RAW MATERIALS SOURCES 

1. Suppliers of Locally Available Materials 

2. Suppliers of Imported Raw Materials 

3. ~uality of v~terials 

4. Reliability of Suppliers 

5. Foreign Exch::mge Implications 
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1. Dete:roininb You!" Fin.x:.cial ~{equiremen ts 

a. Fixed C~pi tal 

b. Working Capital 

c. Pre-Operating CapiUll. 

2. Looking For Sources of Capital 

a. Equity Capital 

b. Retained Earnings 

c. Short-Terqi Loans 

d. Lon~Term Loans 

e. Supplier's Credit 

F. HO'" TO BORROW FROM A BANK 

1. Applic~tion Forms 

2. Borrowing Procedures 

3. Collaterals 

4. Credit Investigation 

5 .. Int~riast R3.te!: 

6. Repayment Schedules 
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1. Eir.istry of Industry and St.::.te E::::terprises 

2. Central Bank of Sierra Leone 

3. Adr:iinistrator General's Office 

4o IncOl!le Tax Department 

5. Others 

H. BUSINESS LA~fS Arm REGu'LATIONS 

1. Labor Laws 

2. Commercial Laws 

3. Contracts 

4. Incor:Je Tax 

5. Insurance 
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WORKSHOP I - DESCRIBING ?OUR ENTERPRISE 

THE Er~TERPRISE: 

1. Name of Business: ••••••.•••••••••••••••••••••••••••••••••••••••••••• 

2. Name of 0\-mer (s): •• ~····••••••••••••••••••······•·················· 

••·•·•••••······•·••••·····•···•·····••·······•··• 
•·····•·•••·······•••··•·····•·•·············••••• 
······•······························•············ 

3. Address=•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

•········••••····•···•···········•········•···············•• 
4. Year of Establishment: ••••••••••••••••••••••••••••••••.••.••.••.•••• 

5. Legal Form of Business: 

1) 

2) 

3) 

4) 

Sole Proprietorship 

Partnership 

Limited Cocpany 

Others (Specify) 

••••······•·····•···•· 
•••................... 
•....................• 
••.................... 

6. Brief Description of Activities: 

~;ain Products 

1) 

2) 

3) 

f-'iain Service 

1) 

2) 

3) 

Manufacture 

Production ~nd Distribution 

Wholesale Retail 
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?. Did you start t.~e business yo~rself? 

Yes ••••••••••• !-lo • • • • • •. • • • • • 

If no, how did you acquire it? 

~---································································ •••••••.•.....•••.......•........•......•........•.......•......•• 
•••·······················••••••··•·········•••·············•···•• 

8. No. of Eoployees: 

A. 

B. 

1) 
2) 

3) 

1) 

2) 

3) 

Full-Tir:le 

Part-Time 

Apprentice 

Skilled 

Semi-skilled 

Unskilled 

. ...................• 
···················•· 
••.•.............••.• 

. •......•..........•. 
••••••••••••••••••••• 
•••..........•...•••• 

9. Investment Details (Current Value): 

A. Fixed Capital 

1) Land ••................•. 
2) Building ••....••••.....•...• 
3) Machinery •....•.........•..•• 
4) Furniture .•.................. 
5) Others •................... 

B. Working Capital 

1) Cash i.n h~d/bank ••................•• 
2) Raw mnterials •................... 
3) Finished goods •.................•• 
4) Others •.......•........... 



10. 

11. 

A. 
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'irlhat c:re the factors th::.t ci.etermined the choice of 
location of your business: 

1) 

Z) 

3) 
4) 

5) 

Residence i!! neif;llborhood 

~vailability of site 

Availability of materials 

¥.arket oppo::-tuni ties exist 

••······•·····•• 
•··•··········•• 
•············•·• 
•····•········•• 

Others (Specify) ••··••···•··•·•••••············· 
•··•··•·•·····••······•••···•·••······•············• 

B. Are you satisfied with the location of your business? 

Yes •••••••••••• No ••••••••••••• 

If no, why? 

••···•••••·······•····•·······•••··•·••·····•••··•····•·• 
••····••····•······················•····················· 
•···•··•················································· 
••••••···••••·•····••········•··•··•••········••••····••• 
Are you planning to move out? 

Yes •••••••••••• No •••••••••••••• 

The goals of this business are to: 

A. Expand operations by ••••••••••••••••••••••••• 

(% increase) 

by ••••••••••••••••••••••• , 19 •••••••••••• 
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B. Sec~rc f:.r.t..3.ncin; of ••••••••••••••••••••••••••••••••••••••••• 

from ••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

by ••••••••••••••••••••••••••••••• , 19 •••••••• for the follo~-i..'1.g: 

1) Pl.achinery ~'1d Equipment: 

•·········•············································•· 
•••·••·••·•······•··•······•·····••··•·•••··••·••••·••··• 
o•••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

•..••••....•...........•........•..•..•••.••••.....•....• 
••...............................•.••....•.....•......... 
••...•.•.•.•................•......•....•.............•.• 

2) Raw faterials: 

••••·•·•·······•·············•········•······•••••······• 
•••••···•··••••··•······•·••·•······••••••····•·••·····•· 
•••••.....................•..........................•... 
••••.....................•..•..........•.•.......••.•...• 
•·••··••······•·························••··········••·•• 
•·••·····•··················•···•····•·••·········••·•·•• 

I will be able to secure this loan by pledging the following assets: 

•••····••·······•··••···········•·············•·•·•··········•••······• 
••••••••..••.•••..........•.....•.........•........•................•.• 

•••••···•······••···············•·•··········•·········•••••·········•• 
••··••······•···••·····•·················•·····•··•·•·············••··• 
•.•.•...•.•••••......... ············••···•···•··········•·•····•·····• 
••••....•.......•......................................•............... 
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MARKET!i'iG YOUR PROIXiC~/SERVICES 

1. •b.at does the iaarket buy? 

2. w'hy does the Clarket buy? 

3. l.fuo buys? 

4. Hov is buying done? 

5. Assess the size ~f your Market 

1) Rule of Thumb Method 

2) Comparison to Similar Business 

3) Your Experience 

4) Pre-selling 

B. KNOWING WHAT YOOR f'..ARY.ET ~ANTS 

1. Customer's Needs 

2. Customer's Buying Habits 

3. Market Research: Hov to go about it. 

4. Competition 

C. PROilJCT LIFE CYCLE 

1. Introductory Phase 

2. Grovth 

3. l~turity 
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B3-!C - ~ NA1'£: •••••••••••••••••••••••••• 

Date: •••••••••••••••••••••••••• 

ft"CRKSHOP II DESCRIBING YOUR PROOOCTS/SZRVICES 

1. Products/Services 

My Company will be selling the following: 

Product/Service Selling Price 

1) 

2) 

3) 

2. Cus !:omers 

Below is a description of ~y company's customers: 

1) The number and type cf people c;ost interested in rr.y prod':.lcts/ 

services are: 

~····································································· 

~~···································································· 

•·•••••••·••···•······•••••·•·•··•··•···•···························•· 
•••·•••·••····•····•·•····••••·••······•··•····•·•·•··••·····•····•••• 

Thee~ people pri:ne.rily \-.Ork c-nd live ir. the follo'<:int: rea~: 

•••····•······•········•···•·····•··••············•···•·••••·••··••••• 
····················~················································· 
.......... , .•••...••....•••...•.•.•••.•..•••••..•••.•....•.....•....•• 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .................. . 
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3) Le 
These custocers purchase about •••••••••••••••••••••••••••• 

W?rth of our products/services every •••••••••••••••••••••• 
(day/week/month). 

4) The main reason customers purchase our products/services is: 

a. good quality •••···•········•················• 
b. reasonable price ••··•···············•·•···••··••• 
c. up-to-date design ••··••···········•••·····•·····•• 
d. accessibility to shop ••·············••···••······••· 
e. others (spee;ify) ••····························• 

••·•···••·•·•····••········•······•••·····••·····••··• 

5) The names of rr.y primary customers are: 

••·••·•····•·•·•••··•••··•··•·······••·····•······•······•••·• 
••·•••·····•••·········•·•••·•·•·•·•·•···•·····•·•········•··• 
······················································~······· 

•••·•·•·•·•·•·······•·•···•·•·•·•·•·•·•·•·•···•·•·····•·····•· 
··•·•·•···•······················ ······•·········•·········•· 
•·•·•·•·•·•·•·····•·······•·•··••·•·•·•·•···•·····•·····•····· 
..... ······ •·•·•···•·•·•···• •···•·····•···•···•·······•·•·• 
........ ·········•·· •··•·•·········•·•·•·····•·••··········• 

3. Cocipetition 

1) My competitors are as follows: 

•••····••·····•••·····••••·····•••·····•······••····•••••••• ............................................................ 
•·····•··············································•····•· ............................................................ 
. . . . . . . . . . ., ................................................ . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
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2) Cocpared to cy cocpetitors I have ~ CO!tpetitive advantage 

with my products/ services in the following areas !or the 

follo~g reasojs: 

A. Price: •••••••.••.••••••••.••••••.••••••••••••••••••••••• 

•••·····•···············•···········•·············••···· 
·•··•·•·············••·•···•··········•·····••••·····••• 
•·····•·•··················•·········••·•·············•• 

B. ~uality:•••••••••••••••••••••••••••••••••••••••••••••••• 

••••.••.•••••••.......•.•..•.•...•.............•••••.... 
••··•••••········••••········•·•········•···•·•··••••••• 
•·•···•••···•·••····•··············•····•····•••···•··•• 

c. Service/Conve~ience: . •••••......•..•.•......••........• 
•·····•·•••·•·•·········•··••········•••·••••·•···••·•·· 
•·••••······•·••••·············•··•····•··•·•·····•••··• 

D. Location: •············································• 
•••·•·•••······•·•···••······•••··•······•••••·•·•·•·••• 
·····················~·································· 

E. Reputation:••••••••••••-••••••••••••••••••••••········~ 

•••••••·•····•········••••······•·••···········•········ 
•···••••••·••·•·······•·•••·•···•····••···········•····• 

F. ~ethods ~r Sellir-g: ••••••••••••.•••••••••••••••••••••••• 

•·•·•··••••••············••••···•····•·········•·••··•·• ........................................................ 

G. ReliGtility: •••••••••••••••••••••••••••••••••••••••••••• 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
H. Gther.c: ............................................... 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
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4. Karket Coverage 

What is the m.:irket ccverace cf your businees? 

Coverage Approxioate Value, Le 

1) Locd only 

2) National l~vel 

3) Foreign 

5. Market Size 

Do you think your market size is 

1) big •·············•·•··•···• 
2) medium ,, .......•...........•.• 

3) sme.11 •····················•·• 
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i-:A:Q3Tii:'.} YCUR P?.CIXJGTS/S!;rtVIV'....S 

(Continued) 

D. SETTIXG TH:: Riu~7 p;uc:; 

1. Cost-oriented Pricing 

a. Cost-plus Hethod 

b. Break-even Technique 

2. Demand-oriented Pricing 

3. Competition-oriented Pricing 

4. Other Pricing Strategies 

a. Loss-leader pricing 

b. Psychological pricing 

c. Targe~earnings pricing 

E. PROMCYI'ING YCUR PP.OilJCTS 

1. Advertising 

2. Personal c;elling 

3. Publicity 

4. Sales Promotion 
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F. DIST!UBOT.ING YOU?.. P:<O~CTS 

1. Whclesale 

2. Retail 

3. Jobbers 

4. Agents 

5. Factors Affecting Choice of Distribution Channel 

a. Product Characteristics 

b. Consumer Characteristics 

c. Transportation Facilities 

d. Communication Facilities 

G. C1rHER RELATED Y..ARKETING ACTIVITIES 

1. Branding Your Product 

2. Packaging Your Prod>~ct 

3. Possibility of Exporting 
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r;J!._J.!E: •••••••••••••••••••••••••• 

Da.te: •••••••••••••••.•••••••• •• 

WORl\S;iQP III - DE.SC?.I5ING YCUR I-ll1.RK~:."'!.'/SALE:S FLlJl 

1. \<'hat <:re your future plans to increa~e the size of your market/ 

nw::ber of customers? 

Plan I: ••·········•············••··•···················•····•· 
•.............•.... , ...•..••.•••.................•...•• 
••••.......•........•.•..•...••.•••..•....••..........• 
•••••·•·································•···········•·• 
•••••·•······•················•······•···············•• 

Plan II: •••·······•·•·••·····•···•··•······•··•··············• 
••···············••·····•··············•············•· 
•••............•...•......•...•......................• 
···•····••••········•·•······•·····•••••···•·········• 
•••·•·•·•····•···········••·•·•·····················•• 

PlC'.ll III : ••..•.......••........•••.••••••......•.•..••......•• 
~···················································· 

················~···································· 

•...•.•.•.................•.•.•..........••.....•.... 
•........•.•..................•..•...••.............. 

2. :;)o ycu sell en cr~dit? 

Yes . . . . . . . . . . . . . 
;.;. How lor.r; t:efcre yrH:. col:!.ect: 

1) 

2) 

Cme we~k 

Cw~ :nonth 

............... 

. . . . . . . . . . . . . . . 

~o ................. 

'l t.r:o r.~cr. th,r; ••••••••••• 

4) 'l'hr~~ n onths ......... 
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4. Sales Plan 

1) Based on r..y study of the market I _rroject ';;!'J sales for 

the next twelve (12) months for ~y ~ain prcducts, ~s fellows: 

a. Product: ••.•••••••••••••••••••••.••.••..••••.•••••••.••• 

r-:on th ~uar.. ti ty, Un:i. ts Value, Le 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

Year 1 

TCTJ..L 
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b. Product: •························••••••••••••••••••••••••• 

!-'.ontil ~.uanti ty, Uni ts Value, Le 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

Year 1 
Tor AL 
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c. Product: ••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

~:on th 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

Year 1 

TOTAL 

~uantity, Units Value, Le 
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2) I believe these sales to be reasonable based upon 

the fo~lowi&g facts: 

••·•·•················•••·•········••••···················•• 
••·················•··········•························•••·• 
•••••·•·•·••···••••·•·················•···••··•·••····••·•·• 
••••··•··••·•·•·········••••··••·····•··•·•····•·•··•·•·•••• 
•••···•·••···•••·•·······•••••··•••••··············•··•••·•• 
............................................................ 

5. Marketing f.!ethods 

I can achieve my sales plan because I will do the following: 

•••••····················································•····• 
••···················•···················•·················•·•• 
............................................................... 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
•·•······•···•·····•·•·····································••·• 
............................................................... 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
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!.. • Pi(()DUC'I'l(;~ IE?UT3 

1. R::w l·'.ate::-ials 

2. !-'.etho~ of Prcdt.:ctio:i 

3. Eachinery ~ci Ec:.uip:ient 

4. L~bour 

:S. SHOP LOCATim; l~;~ LJ.YOUT 

1. ShoF Location 

2. Shop I .ayout 

C. TYI'".c.S CF P?.ODU~TICN .SYST:::r-: 

1. Continuous Production 

2. Inte~itent Production 

D. !·:AKI:; PrtCDUCTION EFFICIENCY YCUR GOAL 

1. ProC:uctivity of Materbl:::; 

2. Productivity of L:lbor 

3. Productivity of l·i<.ichin~::; 
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3Sf-:C -010 

PRCLc:n::~ !T:..::-. P?.C.:~iC'~!..:(SERVIC:::S 

( :::;,:1 tinued) 

E. PLAN YOUH WORK 

1. Plan whc:: t ~d how uk:ll~- yo~ will produce .:ind t1hcn. 

2. Pla11 deliver1 z.nd su~,;:il:- level cf llklterials and 

purchased parts. 

3. Plan your machine ~air.tenance. 

F. CONTROL YOUR WORK 

1. Set Performz.nce Star.d3rds 

2. Actual Production 

3. Analyze VariL.lllce of Actual and Stand.:i.rd 

4. Ins ti tu te Co rrec ti ve 1-!e.'.!.su re.::; 
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NAME: •••••••••••••••••••••••••••• 

Date: ••······················••• 

wORKSHGP IV FROOOCTION PLAl; 

1. '.¥bst uventory level of finished goods should you caintair.": 

one week ••.••...........•.... 

two weeks ••·•·······•••······• 

one month •............•......• 

2. w"hat is your production capacity? 

•••••••.••••....•..•........•....•.....•........•..••......•.••••... 
•••....••.••........•••......•...•.......••.•......•......•..••...•• 
•..••...••......•......•...........................................• 

How many days do you operate in a month? ••···•········•·•···•··•·· 

4. Production Flan 

In order to !:leet 'fllY sales plan {1.iorkshop III) my production 

plan is as follows: 
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a. Product: •••••••••••.•••••••••.••••••••..••••••.••••.••••.••••.•. 

Month Sales Plan, ~uantity Finished Goods Production Plan 
Innntory End 

1 

2 

3_ 

4 

5 

6 

7 

8 

9 

10 

11 

12 

~J:.h.R 1 

TOTAL 
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b. Product: ••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

Sales Plc.n, 'uantity Finished Goods Production 
~!on th Inventorv End Plan 

1 

2 

3 

4 

5 

6 

? 

8 

9 

10 

11 

12 

YEAR 1 

TOTAL 
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c. Product: •••..........••...••••.•..•...••.•. ~-··················· 

Mont!: Sales Plz..~, ~t:.c:ntity Finished Goods P:::-oC.uctic:i 
Inver-tcry Enc Plan 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

YEAR 1 

TOTAL 

INSTRUCTIONS: 

1. Sales Plan ·~uan ti ty to be picked up frorr: ·,·iorkshop III. 

2. Finished Goods Inventory, End to cor.ie frcr:: t.:o.1, Workshop IV. 

3. Production Flru-. • .S~les Plan + FiniGhed Goode Inv~:-.tO!"".!, 

End - Fir.ished Goods Inventory, Eegi:.inb• 

'•· Finisr.ed Goods Inver.t0ry heeining for any r:iontr. l.!' the r-~~e 

as Hi Inver.tory l:dic! o~ prec~ding month. 
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PrtC~JCI::G !t:i::: flrtCOOC'!'.S/.SERVICES 

(Continued) 

G. PROaJCING ·"'"UtLI?f PROOOCTS 

1. ~uality Re~uire~ents or Standards 

a. rtaw l·'.aterials 

b. In-process Goods 

c. Finished Products 

2. Worker Training 

3. Operating Condition of lfachines 

4. Inspection 

5. ~uality Control 

rt. iiNAL YZir!G VALUE OF PRODUCTS 

1. Relate Product Function to Desic;n 

2. Co~t Reduction uithout Affectine Product F\inction 

I. CO!iTROLLING YCUR IHVE~:TORY 

1. When Do You Order? 

2. How Often Do You Order? 

3. How Much ShO\.:ld You Order? 
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1. Co~rective Mainte~a..~ce 

2. Preventive 1"'.aintenance 

K. REIXJCI!~t.z YCUR COST CF PRCWC'l'IC~• 

1. Reducing Cost of P:.aterials 

2. Reducing Labor Cost 

3. Reducing Waste of !·:c:.chincry c:nd Equipment Cost 
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ES!·'.C - 014 !~.Al L: • • • •. •. • .. • .......... • • • • • •. • • • 

Date: ••••••••••••••••••••••••••••• 

CCt·::!?UTH'.G PRCWCT CCST 

1. ~.ate:-ials (;ost 

a. ProCuct: •••••..••.•..•..••••.•••••.•.••.•..•...•..••.•...•..•.• 

~:ate:-io.l '1,.t!<":...71 ti ty linit Total Cost 
Per Unit Cost 

b. Product: ••••••••••••••••••••••••••••••••••••••••••.•.•••••••••• 

:~terial •.uanti ty Gnit Total Cost 

Per Unit Cost 

TCT ... L Er.T .:.SI CC,'.";T 
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c. Product: ••••••••.••••••••••.••••••••••••••••••••••••.••••••• 

l·'.aterial -..uanti ty Unit To~al Co~t 

Per unit Cost 

TOTAL ::.-.T.::.?.LL.: CO.ST 

2. Labor Cost 

Estimate for labor cost per piece of: 

Product a ................................... 
Product b ................................... 
P!"oduct c •.....................•••....•....• 

3. Production Ovc~he2d Co~t 

::!:stili • .::te yot;r producticn cve:-hec.d coGt pEr product. 

Include such ite~s nz: 

1) f·'.<lchne Co~t Per r:onth 

2) Rer.tal Cost Per ;:0r. th 

3) litilitics ~xpcn~£ i·~r ~onth 

;,er :::en tb. • 
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4. Total Product Cost 

1) Product: •••••••••••••••••••••••••••••••••••••••••••••••••••• 

Raw Materials Cost •.....................• 
Labour Cost ....................... 
Overhead CoEt •....................•. 

•••...................• 
Total Cost •....................•• 

2) Product: ••••••••.•.••••••••••••••••••••..•••••••••.•••.••••• 

Raw Materials Cost -..................... . 
Labour Cost ••·······•············• 
Overhead Cost ••..•.................• 

••....•................ 
Total Cost ....................... 

3) Product: ••••••.••••••••••••• •••••••••••••••••••r••••••••••• 

Raw ¥zterials Cost ••.................... 

Labour Cost ••••............ , ..... 
Overhead Cost ••.••.•.•.........•.•• 

••·•······•·•········• 
Total Cost ••·······•·········•·• 
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• "'• ~-/HY EVE:aY KJSil~S SHCULD KE.i:::P &:CC~DS 

1. Basic Guidelines i.~ Records-keepi~~ 

2. Records u..~d Reports 

<:'.. Journal 

c. Supportin~ Docum~nts 
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D. USE 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

SE'!'TIHG UP BUSil!=.:.3S ?:::cc~us 

(Continued) 

OF ACCOUNTS 

Debit 

Credit 

Cash Accounts 

Asset Accounts 

Liability Accounts 

Equity Accowits 

Sales Revenue Accounts 

Rent Accounts 

Other Accounts 

E. 'l'HE ACCOUNTING CYCLE 

1. Journalization 

2. Posting to the Ledger 

3. Tric:tl. Balance 

4. Adjusting the Eooks 

5. Financ~.al Statements 

6. Closuag the Books 

7. Reversing Entries 
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SE?rD:G U? nusnr.:::.s;.;; rt;:;CC::ns 

(Con ti.nued) 

C. FINANCVL STA'ISI·::c:NTS 

1. The Sa.lane£> Sh·~et 

1) Assets 

a. Current Assets 

b. Fixed Assets 

c. Other Assets 

2) Liabilities 

a. Current Liabilities 

b. Lon~term Liabilities 

3) Owner's Equity 

2. The Income Statement 

1) Revenues 

2) Expenses 



- 55 -

1. Offici2l Sales ~ec~ipt 

2. Service In•oice 

3. Credit t-:eruo 

4. Cash Voucher 

5. Check 

6. Purchase Invoice 

7. Statement cf Account 

8. Promissory Note 

9. Others: 1) Check Stubs 

2) Petty Cash Voucher 

3) Payroll 
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1. Wh.c::i.t to Use Funds For 

1) Purchases 

2) Salaries 

3) Utilities 

4) Rental 

2. Where to Get Funds 

1) Owner's Equity 

2) Loans or Bo!'rowine;s 

3) Revenues 

B. AriALYZING TIE FINANCIAL STATE!·'.:s!:T 

1. Measures of Liquidity 

2. Eecsures of Profitability 

.... ~ 
r~,._, 

3. Percentai:;e Breakdo\::1 of Incor:ie .Statement 

4. Break-even Analysis 
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(Continued) 

C • BU ffiL '""'T 

1. Set t..~e O~jective 

2. Forec2st Sales 

3. Assess Costs Involved 

4. Deten:iine the Budget Feriod 

D. C/.S:i l·!J:.1·:AG::!:!-EJ:T 

1. Planning Cash Requirements 

1) Make the Sales Forec~st 

2) Set up Operating Budget 

3) Prepare the Cash Budget 

a. Cash Inflow 

b. Cash Outflow 

2. Daily Cash Report 

t) Cash Shortaees 

2) Cash Excess 

3. Moni taring and Controllir.[; Cash Budget 

4. Safecuarding Cash from Loss 
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WORKSHOP VI - prl()J.;:;CT::.o REVENUE .:um EXFEI:..;F.S 

SALES (From 11 S III) •........•.........•.. 
Less: CCST OF SALES (Estimc.te) 

··················~··· 

••••••••o•••••••••••••••••••o 

m~css P:tOFIT rn: s . .:.r.~s ...................... 
Less: OPERATING EXP;}!S~ (W S V) ••···············•·•·· 

.•...••.•.........•........•• 

NET CF'~TWG FROFI':' •••....••....•....•••• 
Less: INTEREST EXF.:;~:SE ...................... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NET PROFIT ••..••........••.•..•• 
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r;:.!·:;.GI::G YOUR Hei~'J'. ?.!'.:.SOU.2CES 

1. Plan Your People Re~uirene~ts 

2. riecruit Prospective En;loyees 

3. Select the RiEht Person 

4. Introduce New E~ployees to their Job 

5. Tr2in Lmployees Properly 

6. Pay Your Employees Fairly 

B. LE.::.n:;as HIP 

c. rarr1 ;,Tim: 

D. cot-rr·:U!'.IC!.TIO:{ 
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BUSINESS PLAflHNG 

A. SCOPE OF Er-!TE:'.if?.I.::E PLA:]·:rnG 

1. \/h~t wculd ycu like your business to be 2 yeor f"om now? 

2. ~.bat ch211[es a?"e taki::g ~lacE in tl:e business r·r.d. ~cw 

should you prepare for them? 

3. How can you 2ttr.in your goals? 

4. ":ih..-:.t ti::;e-table should you fol.lo\-: in eccomplishi!!E 

ycur planst 

B. B.?.SIC STEPS IN P?.5?.t.RING TIIE: BUSINESS PLAN 

1. Study Your r,;arket (i: S II) 

2. Study How Your Mzrket ~ill Behave in the Future ( W S III) 

3. Prep:;.re a Producticn Plan (':I S IV) 

4. Pre9=:re a Fi."l?.r.ciF..l Pl<!n ( ~I S V &: VI) 
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~CRKS:~CP VII - P:IBPARING THE .EUSI!-i'ESS PLJ.N 

Consolic~te :"<11 i.:crksl:op output~ (I to VI) and prc~a:-e yo\..ir 

tusiness plan usinr the followi.n& outline: 

Nz.c:e of 5u~i11es~ : .. .., ••••••••••.••••••••••••••••••••••••••••••••••••••• 

r~~e cf ~er: ••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

Addres~=••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

••·····•••·•••······•·••····••••••·····•··········•······•••• 

Date: ••••••••••••••••••••••••••• 

A. Il:l'BODUCTION (See \i S I) 

••••••••••••••••••••••••••••• is ;in enterprise \·r!:.ose princirc::.l 

business i::; 
•••••·•··••··•·····•··•······•··•·····•••·······•·••• 

•••··•··•·••······•··•·•·•··••·•••······•··•·····•··········•·•• 

The ~oals of this business arc to: 

1. Expand operationE by •••••••••••••••••••••••••••••••••• 

(% increcse) 

by •••••••••••••••••••••••••••• 19 ••••••••••••••••••••••• 
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2. Le ••••··································••• s~cure fi.na1lcing of 

fro= NIDFO by ••••••••••••••••••••••••••••••19 ••••••••••••••• 

for the purpose of purchasin& tte follo~in[: 

1) l-:i!chinery and ~uipmen t 

••.....•••..........••.•••...........................•.•. 
••••.•......•...•.••.........•.........•............•..•. 
••••········•·••··•············••··•··••·•····•·••••••··• 
••••.........•..•.......................•.•...........•.. 
•••••·········•••••·•·······•·•··•···•·••••·••···•·•·•··• 
•••••••...•.•..••••••••.........••..........•.•......•••• 

2) Raw Materials 

••·••··•••••••••••·•···•·••······•••·•·············••·•·· ......................................................... 
..........••.............••.•........•........•.........• 
··················································-······ 
··············•••··············•························• 
••....•••....•......•.............•..............•......• 

I will be &.ble to secure bis loan by pledgin~ the following assets: 

................................................................... 
••··•···············•············································•· 
••••....•••••....•.••.....••••...•........•.....•.....•.••••.•...•• 
·•········•·········•·······•···············••····················· 
••..••...•.••.••••.....•.•.••..••••.........•.......•..••••••.....• 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

B. PRCDUCTS/.SERnCE.S (:3ee 'ti .S II) 

Pro ,· .. ~ t /r n-,.1· ~r. 
'-""•' ... I•>'(" • ., - ..... 

1. 

'1 
{ .. 



c. 
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The raw l:iete!"ial.s for these ;ircducts/services will be obtained 

from tt.c following s~ppliers in the follc~~~E ~u~t~ty c:.nd 

frec:uency: 

r-:a teri::.l.s 

1. 

4. 

CUSTC!·ZRS (.See W S II) 

1. The customers cf my business ~re: 

•••......•..................................••............•. 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
••.••••••••...•..•••••.•.•...•.....•..........•••.•.•.....•• 

2. These people primarily t:ork and/or l!.Te in the fellowing ~reas: 

••....•..•.........•.........•..............••.•..........• 
·•··········································•·············• 
............................................................ 

The customers purchr.f:>~ 2t:c:i~ Le ..................... worth of 

products/services every ••••••••••••••• (dr1y/week/rncnth). 

••••••••••••···••········•···•••······•·••············••••• ........................................................... 
·············~- ....... '!~~~~·~································ . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..................... . 
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5. ~e na~es of cy pril:IC'ry custome~s ~re: 

•••••••··•··········•·······•····•··•·•·····••·••··········•·· 
.•••....•.............................................•....... 
•..•..................•........••......•........•.......•...•. 
oeeeeeeeeeeee••••••••••••••••••••••••••••••••••••••••••••••••• 

D. COHPETITICr·: (See •• S II) 

1. l-iy competitors are: 

••······•·•·•···•··••·············••··•••············•·••••• ............................................................ 
••.••.•..•..................•.••••.........................• 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

2. Co~pared to the~ the advantace of ~J enterprise are: 

••.•.....•••••••..•........•.....••.•.••.•...••...•..•.•..• 
••••••..........•.•.••.•..•.•..•..••••.•••.•.....••.••....• 
••••·······•••••••••··••·······•·••·•••··••···•········•··• 
•••••••.......•.•.•••••••................•.......•••..•.•.• 
~·························································· 

•••·············•••••··•·······•··••••·•········•··•·•····· 

E. P?.ICING (.See ':I S V) 

'I'he company's p!"ices ere b<~::.ed oi:: th"! follO\·!inc i::ate:-i:.l costs, 

h·bcur c0:::ts, overhead co::t~ :"nd intended prcfits: 

......... ., .................................................... . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 0 

............................................................... 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
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F. I~T) ...._, 
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G. s;L:;.s ?C:EG. S':.' (..::c>" .. S IV) 
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S IV, V t· VI) 

P::.·e::;e::it cons-olidc:ted incc::;e st2tc:::-:?:i.t :er t!:Q cr.te!'p::-ise. 



- 68 -

~xpl:..in all expenses <:;.1~ justify the aoount~. 
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St:!te 2.1.1 ot!:~r info~tion to support you'!" business pl~. 

Subr...i t relev<:~ t doclll:ien ts to f:tl:!!port your plan. 
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V T.:JliET PARI'ICIPANTS 

The participants shall be the artisanal and snall-scale 

industry entrepreneurs who have been selected by NIDFO for 

developnental assistance. '!hey would have undergone the 

Entre~reneurship !-~otivation Training (EMT) conducted by the 

Developnent Servicec Section of NIDFO. 

They come from varied types of business within the a~sistance 

scope of NIDFO, namely food procezsing, textile including tailoring, 

wood-working, metal works, leather works, mechnical services and 

electrical/electronics services. Varying in age from about 25 to 55 
years, they can be a mixture of males and females. Their educational 

levels are likewise varied with a few illiterates. 

The hete:'."Ogenous character of the participants, therefore, 

requires flexiLili ty and adaptability on the part of the resource 

persons to achieve optimum impact and effectiveness of the program. 

VI NCJIT.s O:l USE OF THE HA!ffiAL 

The Ba~ic Business Management Course (BBMC) has been designed 

within the established objectives of NIDFO to equip participants 

with the basic concepts and techniques in managing small business 

enterprises. 

'!he manual has been put together to provide guidelines for NIDFO 

in the arrangements with training institutes in the conduct of the 

programme. It will serve as well should NIDFO decide eventually 

to run the prograrrme in-house. 
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The sequencing of topics has been drawn up to provide a 
progressive learning pattern buildi11g up towards the preparation 

of the business plan. Each wo:rkshc·p incorporated in the course 

contributes to the achievement of the general and specific 

objectives, as well as the preparation of a business plan preparatory to 

financial assistance. 

Time allocation for each module/topic has been carefully 

distributed giving cor:ur.ensurate attention to the degree of weaknesses 

perceived in the small-scale industry entrepreneur in Sierra Leone. 

Completion of the course, however, will not :cecessarily make the 

participants highly knowledgeable in business management considering 

the course duration of two weeks. At the most they would have learned 

the basics of business management. The effectiveness oi the program 

may be measured through time (at least one year) when the entrepreneur 

would have gradually implemented what he/she has learned. Like any 

other business management training of small-scale industry entrepreneurs, 

the speed by which trained entrepreneurs put into practice what they 

have learned is facilitated by an accompanying exte~sion service. 

Any revision or modification in the future must take into 

consideration all the factors that influenced the design of this course. 

A Course Coordinator from Development Services Staff must be 

designated by NIDFO for the conduct of the course. 

When econom~cally viable each participant must ~e provided with 

a set of the training materials used in the programme for further 

reference as they implement what have been learned. 

AGsignment of resource persons must as~ure capability to deliver 

the subject matter at the level suitable to the participants. 
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VII SPECIFIC GUIDES FOR COURSE COORDI~AIDR 

The Course Coordina·i:or is primarily in charge of the preparation, 

conduct, monitoring anci. evaluation of the programme. He/She should 

see to the following: 

1. Preparation of all training caterfals, especially ""orkshop forms, 

at least one (1) week before the scheduled date. 

2. The programme with time and dates must be ready for participants 

when they register. '!he name and position of resource persons 

must be indicated in the programme. 

3. He/She must be present throughout the programme, introduce each 

resource person properly and see to it that all training materials 

for the day/session are ready. 

4. He/She gives appropriate instructions to the participants on the 

workshop papers the outputs of which are needed in subsequent 

workshops. 

5. He/She must know the programme structure c.nd requirements. 

6. He/She must administer the programne evaluation by participants 

at the end of the course. 

7. He/She should see to it that resource persons are informed of 

the topic, time and date of sessions assigned to them. 

B. He/She must prepare a report on each progra1t111e to r;roFo 
management. 

• 




