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ABSTRACT

The Basic Business Management Course (BBMC) Manuzl
consolidates and formalizes documernts, materials and practices
of the Development Services Section of the National Industrial
Development 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 weaknesses of target participant small-scale

industry entrepreneurs.

A specific feature incorporated is a series of workshops
through the course whereby outputs progressively build up towards
the preparation of a business plan for financial assistance

consideration.




BASIC BUSINESS MANAGEMENT CCUKSE

M AN UAL

INTRODUCTICK

This manual has been designed for the basic business
managerent course for small-scale industry entrepreneurs selected
for development in management skills. Reference is made to the
Entrepreneureship Development Expert's Report No. 2: Assessment
of the KIDFO Entrepreneurship Development Programme, on the
rationale and areas for improvement in the Basic Business
Management Course (BBMC) conducted by the mational Industrial
Development and Finance Organization (NIDFO) through the
Sierra Leone Cpportunities Industrializaticn Center (3LOIC).

The design of this manu:. was undertaken with the
cooperation of the Officer-In~Charge, Development Services,
NIDFO, and tke Entreprenrurship Development Specialist, UNV,
from 25 March to 2 April (6 working days) .o constitute the
seccnd training mcdule in the entrepreneurship development

programnie.

The programme described herein addresses in particular the
small-scale industry entrepreneurs who have not had formal education
and training in business management. The participants will find the
concepts and a:proaches simple, familiar and easy tu understand.
Terminologies are expressed in such a way that high-scunding
business jargon are avoided. As much 2s possible efforts must be
made by resource persons to rtay closely to loczl situations

depicting Sierra Leonean business stems and vractices.
F £ I




Workshors are tuilt into the coursze to :llow particirants
to ic—ediztely copprecizte the aprlicsticn ef precedurez and

guidelines ccvered in the sersicns. Tiie output of the voriishens ave

inputs intc the business plarn ypreparatery to financial esssistance.

I CCURSE CiJECTIVES

A, Gezersl Cbizctive

Tre course is decizned to equip participants with the bacic

&

c
concepts and techniques in managing 2 smz2ll business erter—=ise
o &

B. Specific Cbiecctives

1o To femiliarize the participents with the structure, cherecteristics
and menagement problems of the small-scale enterprise sector

in Sierra Leone;

2e Tc enable the pcrticipants to agprecizte the role of the

extrepreneur a2s a oenzger;
S To provide thke perticipants vith knowledge and recognition of
the resources put together in ergenizing and menaging 2

srmz2ll business enterprise;

Lk,  To equip the participents with reaccnable knowledre ond skills

in the functional zreas of mernuring the enterprise; ond

Se To enable thc participants to prepare a business plan for

Liis/her entervrice pregeretory te LIDFC financial arsistoace.




IT TIM: DISTRIBUTION

Totzl Available Tine:

2 weelts x 5 days x 6 hours

Distribution:

Objective Lcdule

1y 24 3 Generzl Managemert

L Marketing
Production

Records Keeping

Finznce

ffuzmen Resocurces

S5 Business Planning

Course Adminis~

tration

Total

= 60 hours

Hurs g
4.5 7
°.0 15
12,0 20
9.0 15
12.0 20
1.0 2
9.0 15
3¢5 6
60,0 100
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=~ Explain courne objectives
= Farticipants introduce

Lecture/discusajon/illuse

= Lecture/discussion/illus=

Farticipants prepare a brief
description of his/her enter=

Lecture/discussion/{llun=

Partisinanta nrensre » buic?

description of hia/her pro=

CLaImne KOJULE TOFICS/ATTIVITIES TINE DAY RESOURCE PERSCHM METHODOLOGY
¢ To watroduce Course Adaie = Cpening Ceremony )3 9,00 = 9,15 1 HIDFO Offiecinl
sarzicipaats nistration « welcoms to (Training lnstitution) % 9.5 -« 9,0 Training Inat, Official
20 the course = Course lntroduction % 9,30 « 10,00 Course Coordinator
and td> put thea - Guetting Ac3uainted ) 10,00 = 10,304 Course Coordinator
T at ease themsslvea
~ o f{amiliarize Jeacral callencale fnterprises K 10,30=-11,15 NIDFO Staff ~ Lecture/discussion
1ne cartifie Manageven? 1n saerra Leone
Cant3 will the
- s re, o Structure
Itarazteriae « Types 0! dusineas
Ti1I% an2? 3a- « ~lharsctericlics
Lagesent . lunagement lrodlemo
;Tioleal of
Rhe ssall-
“szale eater=-
T FTAse 8estor
iz Sierra
~eone,
o35 enadle Role of the Artisanal and Small-scale 11,15-12,00 Training luat, Staff
rarticie Industry Eatreprensur as a Manager trations
) « Planning
« Organising
=3le a2 . Staffing
tas entre=- . Leading
preness as « Controlling
a 3axageT
B LUy BiEAK 12,00=13,00
3o provize the Organizing the Enterprise 2 13,00-15,00 Training Inat, Staff
sari sitants . trations
w18 owlelge . ~egal Forw .
an: -esomition . Hirang and Trainiag P-nonni_‘._
9% %.q resduries . Acquu.-m;, Machinery and Equipment
sess13 17 A ene . ddentifying Materiale sources
carsriae « Looking for cajpital
r . Borroving froa a Bank of Financial
Iastitution
: « Businesa Forms and Regulations
B worxehop 1 - Dsacriting Your Enterprise 15,00-16,00 Praining Inst. Staff &
Course Coordinator
prias uaine R s
TOTAL DAY 9
F e3-1p parti=  PEEIIDD Yarketing Your ‘roaucta/~ervices 9.00-11,00 2 Training Inet, Staff
Erazis wath « Knoving Your Market trations
Pas:tatle Kuow= Xnoving what Your Market Vante
Pize ani sxalls « Product Life Cycle
p-funziiozal
¢ marazing eorxahop 11 = Describi Your Product
L e aE ? Servicen v 11,00-12,00 Tratning Inat, Staff
R & Course Coordinator
ducts using BAMC = 006
LUNIH O BREAX 12,00-13,00
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fu:m KODULE | TCTIZS/ASTIVITIES SESSION HOURS | TIME DAY | RESOURCE PERSQM HETHODOLOGY
L)
= Marketing (continued) ? 3 13,00-16,00 Training Inst, Staff = Lecture/discussion/illuss
) trations

Setting the right price

- + Promoting your productes
- « Oastributiag your products
« ©thar related marksting activities
TOTAL DAY 2 6
« aorasnop 111 = Descriding Your Market/ g 3 9,00=-12,00 3 Training Inst, Staff L ‘@ Farticipanta prepare dese
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B « Froduction Inputs
« Shsp lLosation ani layout
- « lypes of Froduction oysteam
TOTAL DAY 3 6
) | = FProducing (coatinued) 10 1 9,00 = 10,00 4 Training Inat, Staff = Lecture/discussion/iilune
trations o
« Flanning and Controlling Production .
®  «3rashop IV « Fbroduction Plan 1 2 10,00 = 12,00 Training lnat, Staff & Courae « FParticipants prepsre hia/
Coordinator her production pian to mest

anles plan forw #5 111,
Use BEMC = 011

- LUNCH  BREAX 12,00 « 13,00
- iroduzing {(Continued) 12 3 13,00 = 16,00 Training Inat, Staff - Lecture/discussion/illuse
« Producing Quality Products trations

« Analyzing Value of Products
« Controlling Your laventory

~CTAL DAY 4 é X
- Froducing (Coatinued) 13 2 9,00 « 11,00 5 ~ Training Inst, Srautt - Lecture/discunsion/illus=
tration
- « Maintaining Your bquipment
troperly
- « Reducing your cost of production
- eorxshop ¥ = Computing !roducts Cost 1 1 11,00 « 12,0 Training Inat, ltaff L Courae -~ Farticipants estimates proe
) Coordinator duct costs usiRg REMC « OV4 -
- LUNSH EREIAK 12,00 = 13,00
RZCTRO3 - - 3Set:ing up Business Records 15 3 13,00 -« 16,00 Training Iust, Staff - Lecture/dracussion/{1lustrations
KZ:=PING « shy should you keep records

. Basic Juldelines in Record Kesping
« Rezoris and Reporta to keep
TOTAL DAY S 6




Courne Coordinator

CaJETIVE MOOVLE TOPICS/ACTIVITIES SESSION | HOURS TIME DAY RESCURCE PERSOM METHODOLOTY
Business Records (Continued) 16 3 9,00=12,00 [3 Training Inst, Staff « Lecture/discussion/iliun=
trations
_ « Use of Accounts
» The Accounting Cycle
_ LUNCH BREAN V2 Na13,00
Business Kecorua (Coatinued) 7 3 13,00=16,00 Training lnat, Seaff ~ Lecture/discuasien/{ilustraiions
- « The Balance Sheet
« The lnzome utatement
TOTAL DAY 6 6
) FINANCE Manacing Money and Aasets 18 3 9,00=12,00 ? Training Inatitute Staff « Licture/discunsion/:liua=
- trationa
« Use and sources of funda
_ . Analysiang the financial atatesesnts
LMY ERREAX 12,00=-13,00
Managing Money (Continued) 19 3 13,00=16,00 Training Institute Staff e Lecture/diacurrion/illuatrations
- « Buaget
« Cash Management
TOTAL DAY 7 6
B sorxshop VI = Frojected Revenus and 20 3 9.00=12,00 8 Training Inatitute Staff and = Particizanta prepare projectad
Lxpense Course Cocrdinater revenue and expenses based on
wales plan form «5 111 and gpro-
- duction plan form «SIY, Uae
Fora BHWMI = 020
LUNCH  BRZAN 12,00-13,00
«orkshop VI = Continued 21 3 13,00-16,00 Training Institute Staff and Continuation
- Courae Coordinator
B TOTAL DAy 8 6
HUMAN RECURIES Managing Your Huaan Resources 22 1 9.00-10,00 9 Training Institute Staff - Lecture/discus sen/illuse
« Plan Your revaoanel Requirsaments trations
« Recruiting/Selecting the Right One
+ Training Eaployees
« Paying Employees Fairly
J -ezatle the pari- IUIINTIS PLAN Business Planning 23 2 10,00-12,00 " "
Fanie 12 prepare o « Scope of Enterprise Plaaning
3 siaess Plaa prepara- . Basic Steps in ireparing a Business Plan
$ry 3 HITC finan-
Jal assistance
i LUNCH  BRIAX 12,00-13,00
workanop VII = Freparing the Business Plan 24 3 12,00=16,00 Training Inotitute Htaff and | - Farticipante prepare his/her

business plan {rox oulputs
of WS I to VI, Use B = G623

TIAL DAY 9
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CWEITUE

SITLE TCHICS/ACTIVITIES SE3S5I0N | HOUR: TIME DAY RECOURCE PERZOM 2THODCLOTY
« workshop VII - Continued 25 3 9,00=12,00 10 Training Inatitute Staff and Continuation
B Course Coordinator
LUNCH BREAK 12,00=13,00
~ Business Planning ( Continued) 26 1 13,00=14,00 Courae Coordinator = A participant presents
nia/her tusiness plen,
B Participante presentor
drawr, by lot,
o evaluate the TRST Course Zvaluation 1 14, 00=15,00 Course Coordinator - . Participants evaluate
courae the course uring Develop~
) sent Service Frograasse
Evaluation Form
« Closing Ceremony 1 ]15,00=16,0C "

TCTAL DAY 10
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Iv GUIZELINZS FCR #ACH JISSION

An outline of torics tc be coverad il ezch secsion cre rrovided
to acsist the ascignsd rasgurce eorzen (s).

The terms used hive tecn simplified feor easy understondine,
Resource persons are rejuested tc aveid ucing heavy technical terms
considering the characteristice of participents. Likewise, the

approach to the lecture/discussions should be procedural rather

than conceptuzl in order te gve the participants guidance on whot

he shoulcd do rather than whzt he ougkt to know,
The session guidelines cre:

Te 3BHC = 001 SMALL SCALE ENTERPAISLS I SIERSA LEQUE

2o BBMC -~ 002 ROLE CF THD ARTISALZL AND SMALL=SCILE INBUSTRY
ENTREPRENEUR AS A EANAGER

3« BBMC - 003 ORGANIZING TH- SUTLRPRISE

L, BBMC - 0Ok WORKSHOP I - DESCRIEING YOU2 ENTERPRISE

S5¢ BBMC - 005 [ILARKETING YLUR PRGDUCTS AND SERVICES (1)

6. BBKC ~ 006 WORKSHCP II - DESCRIGING YCUR PRODUCTS/SERVICES
7. BBMC =~ 007 MRKETING YCUR PRCDUCTS/SERVICES (2)

8. B3MC - 008 WORKSHOP III - DEIZRIFING YCUR MAREET/53:LIS PLAL
9. B3KC - 009 PRODUCING YCUR ¥RCDUCTS/SERVICES

10, BBMC =~ 010 PRODUCING YCUR PRCDUCTS/SERVICES (1)

11 BBEC - 011 WORKSHOL IV -~ PRCDUCTICH DLAL

12, BBHC « 012  PRODUCING YOUR PRODUCIS/SERVICES (2)
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013

014
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PRODUCING YUUR FRCDUCTS/SERVICES (3)

WOSKSHOP V - CCrIUTING PRODUCT COST

SETTING UP BUSINESS FECORIS (1)

SETTING UP BISINESS RECCRDS (2)

SETTIKG UP BUSINZSS RECORDS (3)

MANAGING MONEY AlD AS3ETS (1)

MANAGING MCNEY AND ASSETS (2)

WORKSHOP VI - PRCJECTED REVENKUE AND EXPENSES

MANAGING YOUR HUMAN RESGURCES

BUSINESS FLANNING

WORKSHOP VII - PREZPARING YCUR BUSINESS PLAN
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SEALL=SCALE ENT_ZPRIS-S IN SIERRs LECHD

DEFINITION

A small-scale enterprise (SSE) may be defined in general as one
vherein the owner-manager performs the varied range of tasks involved
in the suidance 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 technician as well.

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

the small-scale enterprise is one which ernploys not more than 15 workers.

TENTIAL CONTRIBUTIONS TO THE ECONOMY

The following are some of the most commonly recognized contributions
of SSEs to the economy:

l. Creation of employment opportunities at relatively low

capital investments,

2. Regionel dispersal of industrial activities,

3« Equitable distribution of inccme,
L, Generation of foreign exchange,
5« Nurturing of entrepreneurial talents,

6. Establishing industrial linkages.

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 contribute to employment.
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1e HNumber of Establishments

The NIDFO survey of manufacturing and related services sector

in 1989 gives the estimated magnitude of small-scale enterprises

in the country, as follows:

Classification

srtisanal

SSE

Employment

Size

1-5

6 - 15

No. of
Establichrents

L,175

1,699

54874

A ———

2, Distribution of SSEs by Location and Constitution, %

Constitution Location Total
W E S N

l. Sole Proprietor-

ship 191 321 17| 19 89
2. Partnership 3 3 2 2 10
3. Limited Company 2 - - - 2
L, Cooperative 1 - - - 1
5. Others 1 - - - 1

TOTAL 26 25 19 21 100,0
Source: Report on Hanufacturing and Related Services Sector

of Gierra Lecne, NIDFO, 1690 (Table VI),
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% Distribution of SSEs in Production

By Employment Size and Activity

Employment Size

ACTIVITY
1 =4 5«9 10 - 14 15 % Total
1e Food Products,
Beverages 3 3 1 2 9
2o Wearing Apparel,
Tailoring 22 12 1 - 35
3 Metal Products 9 b 1 1 15
b, Furniture 7 10 3 2 23
5 Footwear 2 - - - 2
6. Others L 6 1 b 15
TOTAL L8 35 7 10 100
Source: Report on Manufacturing and Related Services Sector of

Sierra Leone, NIDFO, 1990 (Table IV).
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4, % Distribution of SSEs in Service By Employment

Size and Activity

Employment Size
ACTIVITY

1 -4 5S~9 10 - 14 15 + Total

1. Repair of Elec.

lotors, etc. - 1 1 - 2
2. Repair of Domestic

Elec. Eqgpt. b 3 - - i
3+ Repair of Radios,

Vs 10 3 1 - 14
L, Repair of Foot-
S5« Repair & Mainten-

ance of Motor

Vehicle 10 b 17 10 61
6. Other repairs 6 - - - 6

TOTAL 39 32 20 10 100

CHARACTERISTICS

1. Advantzges

a. IHlexibility

When fzced with gsudden and drzctic changes in the
business environment, USEs cun react faster since they
are not encumbered by organizational bureaucracy.
Becauce they have linited overhecd costs, they cun

readily adjust to 2bnom:l economic situctions,
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b. Fast Decision Making

In situations requiring immediate action, the small
entrepreneur can readily make decisions and execute them
since hke/she, as 2 one-person leader, holds zll decision-

making authority.

¢s Rapid Response 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 products with good potentials for growth,

da Special Service

The small entrepreneur can give prompt attention
to specizl requests of customers, such as for extra

quality, custom-made design, special delivery and others.

eé. Close Personal Contzct

The small entrepreneur is personally in touch with
production workers, customers, suppliers, creditors, etc.
The management style of most entrepreneurs is cften
described as paternalistics This gives 2 human guality
to interpersonal relztions and a more effective
collaboration and flexibility in daily operations not

usually found in bigger organizatione.

f. Competitiveness in Procduction

SSEs generzlly have the ed.e in procucing goods:

o witn limitea volunie

Where volume required is limited, mace

production by mcchanization is not possible,
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o with selective demand

where the mzrket is limited to certain arezs or
influenced by culturel hzbits, smzll firms opcrating

in 2 community can economiczily meet the selective demand.,

o of high precision

Products calling for high precision 2nd narrow
tolerance are usually better produced by SS5Es where the
owner-nmanager can still closely direct and control

production.

0 made on light ecuipment

SSEs are in a better position to turn out preducts
which are light, small, of moderate precision and frequently
made on light equipment or by relatively simple assembly

operations.

2. Disadvantages

a, Handicap in obtaining credit and capital

SSEs generally cannot raise capital in the organized
financial markets. Beczuse of greater unit costs and
greater risks involved in sm2ll credit transzctions, small
entrepreneurs have difficulty in ~btaining loans from

banks and other financing institutions.

be Lack of bargaining strength

In buying inputs (materials and supplies) and selling
end products, the small entrepreneur generally has no
bargaining strength and may not be a2ble to exercise

influence in setting the merket price.
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c. Uneconomicz2l scale

Unlike large manufocturers, SSEs canrct tzke
adventzze of the economies of volume productior where
unit costs are lower. Sczle also a2llows for econcmies

in purchasing, transporting and marketing.

TYPES OF SSEs

According to line of Y% -'siness SSEs may be clessified into:

1, Product Enterprise

Enterprises thzt convert raw meterials into finsl

product by processing.

2. Processing Enterprises

Firms that operzte under contrzct with other ecterprices
and perform one or more mainly simple operztions in the

total manufacturing process.

3e Subcontracting Enterprises

Enterprises that undertake subcontracting work for
other cnterpriszes in terms of manufacturing components o+

supplies or doing specialized operations.

Lk, Service Enterprises

Establishments engaged in servicing, repair eng
manufacture of custom-mzde products. Ex. printing, machine

shops.
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Socetimes L3Zs are classified according to technclo:sy level.
a2c follouws:

1, Traditionsl Enterprises

Enterprises characterized by products, technigues and

gkills of previous generztions.

2. lodern Enterprises

Enterprises catering to the recuirements of the
emerging modern economy. Products are suited to modern needs.
Entrepreneur is progressive in cutlook continually searching
for improved methods. The production processes utilize
technology-efficient mechines, good plant layout, etc.
Organization and management ideas, such as business planning,
budgeting, market study, cost accounting, etc. are applied

in the business operations.,

BARRIZRS TO SSE GROWTH

Barriers to the growth ofsmall scale enterprises in developing

countries are classified into three,

1. Entry Barriers

These are such forces limiting access to identified
business opportunities and the capital needed for these
cpportunities, such as economies of scale, industrial
policy, infractructure, access to technology. Individual
barriers include ignorance, lack of information, shortage

of resources.




2.

3
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Survival Barriers

“hese coacerns the problem of continuity and viability
of small enterprises. Such barriers may be related to the
general environment, specific conditions surrounding the

sm2]l erterprise unit.

Examples are personality factors, need for technological
adjustment, underdeveloped capital merket, lack of informaticn

optimum size of market, cultural factors affecting management,

failure of support programs.

Exit Barriers

These refer to constraircs that limit the terzination of
small enterprises that have outlived their business visbility or
thess that inhibit growth to a larger size. These barriers
explain why some SSEs that are losing money would not close
down or why otherswith clear growth potentials refuse to develop

into bigger-sized enterprises,

Barriers may be pcychological, economic or legal, There are
cost-related barriers to exit, such as labor comnmi tments,
financial otligetions, etc. On the other hand, growing larger

may be hampered by the skills and capability of the entrepreneur.




- 2C =

3%.C - 002

- ——— > -

ROLE OF T1%, ARTISANAL AL SILLIL-SCALZL INDUSTRY
ENTTLOREIEUR &8 A MANAGER

FUNCTIONS OF Til® MARAGER

Te Planning

a. Setting Objectives

b. An2lyzing Present Resources

ce Determining Alternative Courses of Action

de Examining Alternatives

e. Selecting Best Course of Action

2e Organizing

2. Deciding on Necessary Activities

b. Establishing Authorities and Responsibilities

ce. Delegating

d. Division of Lator

30 Staffins

2. Selecting, Hiring and Assigning Workers
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L, Leading

a. Obtaining Worker Uncerstanding

b. Understanding the Human Factor of an Enterprise
ce Leaderskip

de Motivation

e, Communication

Se Controllins

a. Setting Up Performance Standards
b. Measuring Actual Performance
ce Comparing Actual with Planned Performance

de Evaluating Variations and Taking Appropriate Action
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BBIC - OC3
ORGANTIZING THE ENTZRPRISE
A. HOW TO CICCSE Tix LEGAL FORK

Be

C.

D.

1.

\H

HOX

e

2e

HOW

Te

2.

3

HOW

1e

2.

S

Se

Sole Proprietorship

Partnership

Lirited Company

TO HIRE AND TRAIN PERSONNEL

Apprenticeship

Technical Training Institutions

TO ACRUIRE MACHINERY AND EQUIPMENT

Buying Brand-New Equipment

Buying Used Equipment

Leasing Equipment

TO IDENTIFY RAW MATERIALS SCURCES

Suppliers of Locally Available Materials

Suppliers of Imported Raw Materials

wuality of Materials

Reliability of Suppliers

Foreign Exchange Implications
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De

F.

HOW

1.

Ce

HOW

Te

TO RAISE CAPITAL

Determining Your Financial Requirements

a., Fixed Czpital

b. Working Capital

ce Pre-Operating Capital

Looking For Sources of Capital

a. Equity Capital

b. Retained Earnings

ce Short-Tery Loans

de Long=Term Loans

es Supplier's Credit

TO BORROW FROM A BANK

Applicztion Forms

Borrowing Procedures

Collaterals

Credit Investigation

Interest Rateg

Repayment 3chedules
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1.

2.

3

Se

Firistry of Industry and Stcte EZrterprises

Central Bank of Sierrz Leone

Adninistrator Generzal's Office

Income Tax Department

Cthers

BUSINESS LAWS AND REGULATICNS

T

24

Se

Labor Laws

Commercial Laws

Contracts

Income Tax

Insurance
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WORKSHOP I - DESCRIBING YCUR ENTERPRISE

THE ENTERPRISE:

1. Name Of EUSiIleSS:.........-----.o-....-.....-..-.-...o-.o-.--.......

2. Name Of OH.‘DCI‘ (s):..(r.....................I-....‘..l...........'.Ql‘

..-...oo'o.con..o.ooo.-.......o....o.o.on..ooooo..
PR R0 0s00000000000000000r000000000R000IsNRLE0000SS

GO PP 000000000000 00PP000000RLILOROCLIOLIIOIAOIOBRGOIROOOILSLGOGAS

3. Addresszoo...o-..ont-o.oon....ooo.-.noo.oo..ont.o.ooco....oo-.o-o...

l’. YQEI‘ Of Establishment:..'ooloooco--.u...ooo.'c.o.oo.o-n.-oao-

S« Legzl Forz of Business:

1) Sole Proprietorship 000 0ccescosecesessvnone
2) Part.nership 800020 00c00crsscossnsns

3) Limited Company GO OOPOBOIOGOIOISIPOPIOSIOIOIPOCOIPLOLEOTSYS

'+) Others (SPCCifY) OO PPONOGIOSIOIOIOIOIOSTOIOIBTEOEOPREORETS

6. Brief Description of ictivities:

Production #nd Distritution

Main Products Manufacture Wholesale Retail
1)
2)
3)
Main Service
1)
2)

3)




7« Did you start the business yourself?

YCS ®0sssssssse NO ®60600c000s0

If no, how did you acquire it?

"'....'..0.0ooo'..o...-.ooo.'tc..-..0..........-.0.00..........0..

G000 0000000000000 0000000000000 00000007000 0000000000000 0NROOIAMOOCOIOGES

0000200000000 00003000000000000000000000CerTetNIRtosacesscssrssctossode

8. No. of Eoployees:

A. 1) Full-Tine 0 eesvssccsocsssccnces
2) Parb-ﬁme @0 resccssvcsvssscsnce
3) Appmtice L E N N ERNENNNNEYNNNENNYNRNN

B. 1) Skilled 08 0c0000s000s00000000e
2) Semi-skilled @000 ccccsssescssosnce
3) Unskilled [ E A R R RN NN NFNRENNNFNNEERNY

9« Investment Details (Current Value):

A. Fixed Capital

1) I‘arld 00600 OOISIOGISIQROOIGIGIOOONSS
2) Buildins @O 0000000000000 srse

3) Machinery o cvvcessccnccsncsscne
"*) I'\umitu!‘e 20000000000 0s00s0v0e
5) Others ®0e0cscc00000cccanosne

B. Working Capital

1) Cash in ha.nd/bank 00ececscscsccsecnvos
2) Raw mterials @0 0r0000000cssvrcone

3) Fi.nlshcd goods ®@000sevoccsssscrsvee

") Others @0o0cevessseeescnnsceas




10,

11,

B.

A,
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What zre the fauctors thct determined the cheice of
location of your business:

1) Residence in neichborhood eecescecnsscsncne
2) Availability of site ®ececcsosscccane
3) Availability of mzterials Gcccccccssnnccae
L) Karket opportunities exist Cecesccccsscaces
5) Others (Specify) @eccsececcscccsanstcccssccncoses

0'.0..00.l.olo..-..-.o..t't.o.o0.....0.0.....'-0.0..

Are you satisfied with the location of your business?

Yes LA R N NN NN NN No (AR KRR NN NR NN NS

If no, why?

.c..o.o.oooo.c-ooooo---.ooo.-o-ocoooo.oooo.ooooo"ooo-ooo
....O....IQ...CC..0.0......00.....Oa...o.....o.o.....o.o.

..00.0.....0..‘0...0.00...0.......0.‘..0.0.00..0....0...'

Are you planning to move out?

Yes [ A AN X NN NN N ¥YXI NO......-.....-.

goals of this business are to:

Expand Operations by @0ess0000000v0s0seosvvsce

(% increase)

by ...ool....n.....oo....o’ 19..00..000.0.
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B. Sccurc financing Of VO OP O SOPCE0CCLCICORLCCOELIRICILEGSOEOPIIOEEONEOSOIBTTIOSTES

from..o.......--ooo..o.-c.....ooooon.-oo.o..ooo..ooc.oo.oo...

by..........ooo.oo.ooo-o.ooo...... 19......0. fOr the fOllOWingZ

1) Machinery and Eguipment:

0 B0 0200000000000 00000RRENININIIeEsseccossodssssscntosncscsesnas
0000 0000000000000 tar00000000000000000 0006000080000 0O0OCRGGOIESTES
00 0000000000000 000000000000 000000000000000C0CGCIANEOOEOIOEOOIOIESOSETES
PO OO0 00000 0SOCRPITN0000I00LCCECOCISARCEIOCECIOOIOCERNNROIOOICTOOIOIOONREOOIOES
B0 00000000000 0s000000000000000000000000000RsOGROOGCOIOEOIOPOROGORGS

GG GO 00PN 0000000000 R0000000000000000000000CCIORINROGRIIOGOIOGES

2) Raw Materials:

..0....."0...0.0.cooooo.o.ooooc..'o.o‘c.o......'..o..ol.

....0..0..0000.cc.....l-.ooou..00..o.oo'.o..t.......o..‘.

B0 000 0000000080000 00000000000000000000LINGEIesoesnnesossosse

B0 00000000 0000000000 000000000000 000000000000000 0000060600008
0000000000000 000000 0000000000 EINIEreeesstecstntecsoanssosossse

....00.000...0.-.00...'....0.-.0...o'oo.o....l.l.....o...

I will be 2ble to secure this loan by pledging the following assets:

Q.c..o.....t..oc...'.oo.cc.c.00000.0.00.0..0.....ocooc.o.o.tt.o.l...-..

.000000.0..0.0000-.0...00.oo.o...o.oo-.o.oo.coo.000.0..00000.-00--.0...
.00.0...0!..00..‘.0..oncloo..ollocoooo'oonaol....o..clo.....o..0.0.0-0.
..0.0.00....‘...0‘......0.0‘0....l.........'I.C.l....0..0........0.....
0P 00O 0P 00000000000c0s 00 v 20Pr20000000000cs000000000r000000 0000000

.00..ooo.o...ooooc.oao-..ooco.--a0000000to.o-oao.'oaon.o..oo....'lncclo
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MARRETING YOUR PRODUCTE,/SERVICES

A. KNOWING YOUR MARKST

1 what does the market buy?

2. Why does the market buy?

3. Yho bu.yS?

4, How is buying done?
O« Assess the size of your Market

1) Rule of Thumb Method

2) Comparison to Similar Business
3) Your Experierce

k) Pre-selling

B. EKNOWING WHAT YOUR MARKET WANTS

1+ Customer's Needs
2. Customer's Buying Habits
3¢ Market Research: How to go 2bout it.

b, Competitica

C. PRODUCT LIFE CYCLE

1. Introductory Phase
2- Growth

3« Maturity




NAHE:.O.......o...o-..o.o'o.l..

Date:.......000...0.0..0.......

WCRKSHOP II - TESCRIBING YCUR PRODUCTS/SERVICES

1. Products/Services

My Company will be selling the following:

Product/Service Selling Price

2 Customers

Below is a description of my company's customers:

1) The number and type cf people most interested in my products/

services are:

'....o.c-ooco.o.o..ooo.ooooo.lo.o..o.ooo-o.ooo--.-ooooo.oooo..i....ol.
"....‘..........I....O"....l.l....0....’.......0....l...l...........
"000.........000..0..0.00.0...'0.o..'..o-0.-0...0000..-nooo.o.oo-ou.o

..Oo..co..ooll.cotooo...oc..o.....'ocoooooocoooonov00-.00.0-..0-..000.

Thece people primerily vork end live ir the folloving :reas:

...O.l..l.......O.....l.‘.t.ll.ll.."..lll.'.O...'00....0....0.’..0...
.000.'....0...0.00-09.oo..o-aocoo.o.o'ooo'oo'oololco-..ona.o...ooaoo.l
......D...’....OO'.....I....'.."..O.'.l......l..l.QOIOll...l..‘.lll..

..'O..0.0ooo.o'aoo--cooo..o.’ooo..'..-o.ot.c.oc.c ¥P0s 000000000 cs0vcee




e

3)

b)

5)

- 31 -

These customers purchase about Ef..........................

worth of our products/services eVery aseceveceececceeceocnn.
(day/week/month),

The main reason customers purchase our products/services is:

Qe gOOd quality ...o..o..-..0000..00.....00.-.o..
b. reasonable price ..l....................l.........
Ce up-to-date design ..0.0.0'I...o‘............o'.o..l

d. accessibility to shop @00 ce0r0cessnrrsetnsassssenssens

e. Others (Specify) ......o-.ooovo..o.ooo.o-..o....

oooo-oo.oooo-oo-ooooooocoo..oa.oon.oooouo-oo--ooooooo-

The names of ry primary customers are:

.u.oo....oo0000.0...000-....0..o.oo-ooc.c-ooooo..o..o.lioot.o.
....‘..........................‘I...-.-.O...o...l.l...........
00...0.--.-.00-.-.c.ooc.-.o.oo-.o.o.l.-.o.o.oo--o:.-.ooo.coo..
.D.o.-.o.n.l.o'ooo.000000000.-0u.oOo...o.o.-.-.o.-oo-0...0.-.0
G P08 000020000000 °0°00000r00000 0 ®0° 0000000 c00s0s0006r0c0cr0v0nss
...I.’...0.0...0.OOIODOO.-.O.O.'...0.......’...-..'.-..'...'.l
@S9 °S 000 °0 Pc0s 0 RGO OvOr 00 000000000000 r0s0avcsrevoe

OP S0 0000 oc000c000000 ..ooo'-0..-.-o0000......-.I.o.o.o.-.o.o.

Congetition

1)

My competitors are aes follows:

..l.l..’...'.....00.....000-c-...‘o......t.-.-.'....0..0'...
ol.caoooooaoaoiotoornooo-o.onccoo.oo--uo.occo-atotooo.ooo-l-
co.oooo.-rccc.o..o'onooo'o-.o.oocoo.nnoccoool.ooooo.l'.’.loo
ooo.-otooooooo-ooo.c'..onloo-ocu-.oooc---ooooooono'c.co.-aco
oao.-noooavooo.nooaoo-oln.o10...o-oooo-oco.cooooo--...o.n'o.

.00.-..0.-.00IcnoooooanoooootwoacooDOI-Oo.vl‘co...tocn..ooal




2) Coapared to my competitors I have = cozpetitive advantage
with my products/services in the following areas for the
following reasons:

A. Pﬁce:.......'.....I..........C.........................

A AA RSNl A A AR AR AR A A NN R E R R R NI I R R R N N S G u

B. %uality:..oo.o-.c-o.o.o..o'--....ooo..o-nooooo..oo.ocoo.
.oo.-n...o..oOooo..'oo.l....oo.n..o.-o-ou...-....o...o.o

.....oooo.o.000.-0..¢........-..ooooo.o-o.--.o.o.-o.o-..

c‘ ser"ice/Convenience: A A A A N R R N Y X X s

0.0.-.0....-.....-.-....0..ooo.-o..-.ooo-.oo.o'oo.l.-o.o
.........o...-oooo...-!...0.......O.l..............o....
D. LOCatiOD: GO OCO0000000000000000000s 000 IPsIIRPORORGOGOBLLIOLTS
0.0-........--.........-o..onoo...-.olootoooooooloo..o..

....OO...D.....O'O..O-o..oo-.......0'.0.'...............

E. Reputation: G PO OD 00000 OI-00PPPrLIPOISILIOROOIOGIOIOIOOROBEDRROIOIGOEEORES Y

@ 0000000000 00000.000000000000000000009BD0RccctccsasneSs

.-OIO...........o..ooo.o.o...--ol.o.ooo...o.-..o...oo'..

FO Methods Df selling:..-.--.-o-o.oo-oo.o...o.oo..oo..ooo..

Ge  RELiatilityiuseeenreernerenenoosoeocosencasasansannnnons

00..0ooooto..onooo.-ooooooo'o.-ooooocnn.coo-lo.-oo-oovo.

4, OCthers:

M A A
M R N R A N R R X T I T

.o..-.o'o-oc-to-onoao-couna.oc-ou-ooocnac-ov-n.-aaoooo-

o.o.-c-n--o---t-oo-cu.--.o..--.--.oo-.o-n-ooa.o-oo-no-.




L4, Market Coverzge

What is the market ccverage cf your businees?

Coverage Approximate Value, Le

Locel only
National l=vel

Foreign

jarket Size

Do you think your market size is

1) big @GO BesOssOOGIRIOIRIOGISIOIOGCOIDPILIOOS

2) medium Q9cocsv00c0ssessesccnses

3) sm211 ®eses0000v00snvocssnnnce




FARRSTING YCUR PRCIUCTS/SERVICES

(Continued)

D. SETTING THS RIGHT PRICS

1. Cost-criented Pricing

as Cost~plus Method

be Break-even Technigue

Demand-oriented Pricing

Competition-oriented Pricing

Other Pricing Strategies

a, Loss~leader pricing

be Psychological pricing

ce Target-earnings pricing

PROMOTING YCUR PRODUCTS

l, Advertising
2. Personal selling
Publicity

Sales Promotion




Fo DISTRIBUTING YCUR PROIRICTS

1e Whecleszle
2+ Retail

3. Jobbers
L, Agents

5« Factors Affecting Choice of Distribution Channel

2. Product Characteristics
b. Consumer Characterictics

c¢e Transportation Facilitjes

d. Communication Facilities

G. OTHER RELATED MARKETING ACTIVITIES

1e Branding Your Product

2. Packaging Your Product

3+ Possibility of Exporting
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171 31 23 SO

mte:..o........oo-oo.ooo-oo...

WORKS:OP III - LCESCRISING YGUR MARKZT/SALES FLAN

1. VWhat zre your future plans to increase the size of your market/

nurtber of customers?

Plan I: D
T
e 0sectetassnssscceetecanenctrrestscenanccesannsenneone
D T S

08 000000200000 00000000060000000000rrncc0toseossnsenossoe

G 000000000000 RertrsIrsroNLEnertsrrInarOPeOtsOEIBRLEREES
€0 000 LENLERNL0L0INLIOILINNNLSLILIVIECOIBROIOIOIISFOIBROLORSEBROSGSEEES
B G OO L0900 000R00RT0Rs 00000000 NesOREPROPIIOLROIROIOGRORIGOBOIEGSGES

S0 E0000000 00000300000 0r0P0PLPLsIRRRIEeRsssssoVRIRORIOGLOIOES

Plan JII: sececceccccecoosconcccooscsoncocensoaccocscscccsnsnnes
B e S
Pecessscessnescsiececcscorracressnssosotentsasannenes
et eetobsessseneasnosenasssetssescroseracssessnaseneces

P OB B OL00IPELCPPOLIIONOOCDP0PENOCIOEIPOIQREIDRILILBELOIGROGEOGIESLES

2., Do you sell cn credit?

YeS eecececocnces NO eeeevceeavescsnanas

Je ilow long tefcre you collect:

1) Cne wesk etecereronnnans 2) V0 PORthS eevecscveese

2) Cne month @00 eecsvencscene L’) 'I'hree n*Onths sseveccos




L, Sales Plan

1) Based on nmy study of the market I rroject =y sales for

the next twelve (12) months for Ky r2in preducts, &s fcllows:

ae. Procduct: S R R R L E T T

Fonth

wuantity, Units

Value, Le

!

N

10

11

12

Year 1
TCTAL




be Product: eeeccrcaccecncsccccscsssecnsoosnacesscsccssccsssssses

Month wuantity, Units Value, Le

wm &

10

11

12

Year 1
TOTAL
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Ce PrOd'ﬂGt: G800 0000000 0100082000088 000000 0000000000000 0OOCIOOILOERRIOIDRNS

Month wuantity, Units Value, Le

N

(o~ B AT |

10
11
12

Year 1
TOTAL




Se

2) 1 believe these sales to be reasonable based upon

the foilowirg facts:

©9 00000000000 0000000000000sncasentogoesncnanseccsssssnnacctss
B 0000 000000000000 0000 0 0REIRNRLItasessotecaststtossoncsesotoscss
MRSl R A A R N R LR T es
b N I I I I T I Ry
A R R N T

Marketing Methods

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

'...0.-0..-.......l.o...ot..o-l.....ooO..l..-..o.o..n......ou-.
oonoono.ooo.ocooo.ooooooo.oooco..o.oo..oooo.o-o..o.ooo--..oooo-
.cooooooo-uoooo...o.o.uo-onoo-ovooooo-oo.'..oo---o-oo--o.oo.o.o
.o.ooo—ooo-ono.oooo.o.--tn.--ou-.o.-.o-o.oo-o-o.o-.oooolo-no.--
......l.u-.-Ql..o..Oauoocl......0....00...-.l...OOOOUCQQOODQOOO
Qoooa-oooo.--.o.nocao-ou---oc--..-.--..o.oooopucoooo.oonouo-.o.
...oo.no.oo.oo-ooooo-oo-.---oo.ooo-oo-.c.o-oo.oucaoaoo-"-oocoo
....0....o.o-.ol.l..l.bo...l!..oaoo'ccloino-..-ooc.0..00..-0...
ooooocoo.oooooov-u-.vooo.u.o..ooo-o-.-oolo'otoa--oloo..o.o-.nno

.0.000'-.0..0.0.0.-ooooooooco-oono.looaoo-aln--oot.-.onoooc.oo.
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A.

3.

Ce.

D.

FROCUCING YCUR PRCIUCTS/SERVICES

PRODUCTICN IFrUTS

1e Rzaw Materials
2. Hethods of Preduction
3« Fachinery and Ecuipment

L, Lz2bour

SHOP LOCATICY AND L:iYCQUT

1e Shor Location

2. Shop layout

TYPuS CF PRODUCTICK SYSTIM

1« Continuous Production

2. Intermitent Production

FAKE PRCDUCTICN EFFICIENCY YCUR GCAL

e Procuctivity of Materials

2. Prcductivity of Labor

3¢ Productivity of lMuchines
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PROLUCTY!: YCUL PRCINCTC/SERVICES

{Zontinued)

PLAN YOUR WORK

Te

2.

Plan whet and how many you will produce and vhen.

Plan delivery and supply level cf materials and

purchased parts.

Plap your machine maintenance,

CONTROL YOUR WORK

Te

Ze

Set Performznce Standards

£ctual Production

fnalyze Variance of Actuzl and Standard

Institute Corrective Measures
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N:‘J’E:............................

Date: LA LR 20 B I BN BN I Y I N P AT APy

WORKSHCP IV -~ TRODUCTION PLAR

le What irventory level of finished goods should you rm2intain?

one HCCk 0 S00000enoRsPOIOOIOGORE
two weeks e00sssevseensscnnnace
one monm .................'...

2, What 1is your production capacity?

.0000.0.00..--.0....oo.c----oo.oooo-0.-0..oooo-oco-o.o..n.oo.oo....c
.oo0--.0....oo.l.oo....ooo..n.ot.oo.o-coooooooo.ooot-...ocoo...o.ooo

.I.......00.'.l.‘......l..l.l...o0....l'.l........o.t...'n...i...00.

3« How many days do you cperate in a month? ®sccsecescsesessssssnnnses

4, Production Flan

In order to meet gy sales plan (Yiorkshop III) my production

plan is as follows:




- Ll -

e Product:..cooo.o.o.....o.oo..-o...oooo.ooooooo-.o.....o..o...-o.

Sazles Plan, wwuantity Finished Goods Production Plan
Inventory End

Month

© N 0 v W

10

11

12

YuAR 1
TOTAL




b. Productzoooocoonoonooooo.......0.0..........o...o.oo..-o.ooo.t.-o

Sales Plan, wuantity Finished Goods Production

M_onth Inventory End Plan




Ce PI‘OdUCt:........-.-...........-.-...........-.........~o.....o..

Mont: Sales Plan, wuentity Finiched Goods Productica
Inverntery Encd Plan

W 00 = (AN | I ¥ N AV )

-
o

-
-t

12

YE/R 1
TOTAL

INSTRUCTICNS :

1. Sales Plan .uantity to be picked up from “orkshop III.

2. Finished Goods Inventory, End to come frer No.1, Workshop IV.

3. Production Flan e Szles Plan + Finished Goodc Inventory,
End - Firnished Goods Inventory, Begining,
i, Finished Goods Inventnry Begining for any montk ic the corme

as FG Inventory Zrd ol preceding month,




B3tC - 012

PREUCING YU PRCDUCTS/SERVICES

(Continued)

G. PRODUCING UALITY PRODUCTS

1o \uality Recuirements or Standards

a. Raw Materiels
b. In-process Goods

ce Finished Products

2, Worker Training

3. Operating Condition of MKachines

4, Inspection

5 wuality Control

He ANALYZING VALUE OF PRODUCTS

1. Relate Product Function to Design

2+ Cost Reduction without Affecting Product Function

I. CONTROLLING YCUR INVENTORY

1« Vhen Do You Order?

2. FHow Often Do You Order?

3« How luch Shovld You Order?
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EICDUCING YCUR LRUIUCIS/SmRVICIS

Continued)

Je MAINTAIN YOUR Z<UIPM.NT PROPLRLY

1e Corrective Maintenznce

2. Preventive Maintenance

K. REDUCING YGUR COST CF PRCIUCIICKN

1. Reducing Cost of Materisls

2. Reducing Labor Cost

3. Reducing Waste of Mzchinery cnd Equipment Cost




- 49 -
53:’:(: - 014 !‘:MEZ.........-..-.....-..........

Date:.o.......--.--...--.-.o...-..

WORKSHOP V- CCFEUTING PRCIUCT CCST

1. Materizls Cost

Be ProcUcCtiececccceccsccccesssncsesssssccssconssocecoscssnonconsnnane

Materizcl weantity Unit Totzl Cost
Per Unit Cost

TCTAL IAT=RILS CCET

b. PrOduct:......0......-.0..’.I...O.....'l....ll...ou.-...'..‘...

material tuantity Unit Total Cost
Per Unit Cost

TCT L F.ToRI'LL CCLT




c. Pmduct:..l....‘....‘....’.l.O..............................
Material weentity Urpit Total Cost
Per Unit Cost

TOTAL  MATLPI.LS  COST

2o Labor Cost

Estimate for labor cost per piece of:

Product a ..I.....O...C.....l...I..'......I..
Product b .........O.....l......i...........l
Product ¢ Gessesecscssrsrecannsersescnsssnsns

3. Production Overhezd Coct

Q)

stizmzte jour producticn cverhead cost per product.

Include such iterms ass

1) DMackine Coct Per lonth
2) Rental Coct Per ianth
2) Utilities Cxpence fer Month

i)  Cwner/ti-neger's Laliry Fer lionth

Add thece 21l un end divide by the uantity of products ande

7=r mcenth,




L,

Total Product Cost

1) Product:..........-.......................----o.......-.....

2)

3

Raw Materizls Cost

Labour Cost

Overhead Cocst

Total Cost

Product:..ooooocnoooaoo.

Raw Materials Cost

Labtour Cost

Overhead Cost

Total Cost

Product:...oo.....o..o..

Raw Mzoteriale Cost

Labour Cost

Overhead Cost

Totel Cost

GO s00sevvnsorsrcrcsnroe

0SS ss 00000000000 ssestse

(AN AN AR EEERER REERE NN RN RYINY

OPSrsnor000cvossscne e

99000 sevcererorersoacy

e9 P00 rsssevacsercnsvase

LE AN I I A I I I YRR Ry

Srossoeecrveve




L
12
el
]
]
-
n

A. WHY EVERY BISIKESS SHCULD KEEP RECCIDS

B. WHAT 300%3 TC KiEP

1o Bazsic Guidelines in Records-keepine

Records and Reports

e, Journzl

b. Ledger

c. Supporting Documents




K
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D.

SETTING UP BUSIMESS 2o2CRDS
(Continued)

USE OF ACCOUNTS

Te

2,
3.
L,
Se
6.
7.
8.

9.

Debit

Credit

Cash Accounts

Asset Accounts
Liability Accounts
Equity Accounts

Sales Revenue Accounts
Rent Accounts

Cther Accounts

THE ACCOUNTING CYCLE

1e

2.

Journalization
Posting to the Ledger
Trial Balance
Adjusting the Cooks

Financial Statements

Closing the Books

Reversing Entries
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C.

SETTING UP BUSINES: RSCCRDS
(Continued)

FINANCIAL STATEFENTS

1. The Balance Sheet

1) Assets
2., Current Assets

be Fixed Assets

ce Other Assets

2) Liabilities

a. Current Lizbilities

be Long-term Liabilities

2) Owner's Equity

2. The Income Statement

1) Revenues

2) Expenses
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BUSINESS DCCURLNTS/RECCRDS

Te

9.

Officicl Szles Rec=ipt
Service Invoice

Credit lemo

Cask Voucher

Check

Purchase Invoice

Statement cf iccount

Promissory Note

Others: 1) Check Stubs
2) Petty Cash Voucher

3) Payroll
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eey- s . N oo
FALLGING MOIEY  AND ASSETS

he USES AMD SCUXCeS CF FUEDS

1. YYhat to Use Funds For

1) Purchases

2) Salaries

3) Utilities

L) Rental

2. Where to Get Funds

1) Owner's Equity
2) Loans or Borrowings

3) Revenues

B, ANALYZING THE FINANCIAL STATEMELT

1 lMeasures of Liquidity
2. lecsures of Profitability

3. Percentage Breakdown of Income Statement

L, PBreak-even Analysis
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LANAGING MCONEY AliD  ASSETS

(Continued)

C. BUDGET

Te

2e

3.

Set the Objective
Forecest Sales
tssess Costs Involved

Determine the Budget Feriod

D. ChiSH MENAGZMZNT

Te

2e

3

4,

Planning Cash Requirements

1) Make the Sales Foreczst
2) Set up Operating Budget

3) Prepare the Cash Budget
a. Cash Inflow
b. Cash Outflow

Daily Cash Report

4) Cash Shortages

2) Cash Excess

Monitoring and Controlling Cash Budget

Safeguarding Caah from Loss
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WORKSHOP VI = PROJ=CTLD REVENUE AND EXFENSES

SALES (From W S III)

@0 ss0csrc0s0s000 00000

Less: COST OF SALZS (Sstimzte)

®O0ssovsressnenesvIone

8006000000080 0sreersvsasnnessso

GRCSS P‘:\OFIT C'r: S-;LE;S [ E AR EEE N RN RN NN N RN XYY

Less: OPBRP.TING E—‘{p&\!s:ﬂs (ws v) [ A AR RN R NN NNy NN YT RN

S0 0000000 rs0000s0000 000000000

NET CPZRATING EROFIT

Less: INTERZST EXPENSE

O®es0sssv000 80000000

A A AR R R R E A NN N NN N Y NN NN

NET PROFIT
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LAEAGING  YOUR  HULLALD  WSOUCES

Ao 1.=I'..GING PEOFLE

1. Plan Your People Recuirements

2e necruit Prospective BEnrloyees
ig

3. Select the Rirght Person

Lk, Introduce New Employees tc their Job

5« Trazin Employees Froperly

5. Pay Your Employees Fairly

B, LE:DZRSHIP

C. MHOTIVATICH

D, COMULIC.LTION
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BUSINESS PLAMNING

L. SCOPZ CF EKNTERFRIZE PLAXLING

1. hzt weculd you like your business to be ¢ yecr from now?

Ze what changes a2re taliing rlace in the business #nd how

should you prepare for them?
3. How can you aitain your goals?

Lk, %“hat tize-table should you follow in 2ccomplishing

. your plansl

B. BASIC STEPS IN PREPARING THE BUSINESS PLAN

1. Study Your karket (W S II)

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

3. Prepsre a Producticu Plan (4 S IV)

4, Prenzre 2 Finzrcizl Plan ( Y S V & VI)
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WORKSHCP VII - PREPARING THE EUSINESS PLAN

Consolidcte all werkshop outputs (I to VI) and prezare vour

tusiness plen using the follewing outline:

!‘;'E’t:'.e Of Eusillesszl,..-.o.oo.o.-.-......ooo-o--onoov.-ooo.o-.-'o.ooo.o-

N2ze cf Cwner:.......................................................

F\ddress:..oo..o.ono.ooooooaloao..o.o...o...oo...-o..o.u-ooo..o.o.o.o.

.'o-l.on..o.oc--.oon.000.-ono..oot-oo..ooo.o.o.o-o.-oln..to..

Date:.o..no.oooco....oooooo..oo.

A. INTRODUCTICN (See W S I)

®eecsscccrccsccccscncrsecesssis 2n enterprise whose vrincipzl

businecs is

.'.0...ooo.oo.0.--oooo.o-'.ooooolvunoooooo-.-o.......

.‘oo\llnioco.oco.-aD..o-.o..-oooco.ooo.oaooo...-..oooooo!oooooo..

The :zo0als of this business are to:

Te  IZXp2nd OPEr2tionNE DY seeeeveccececsossonsscscscoconeess

(% increecse)

by..oann--oo'..o-..o.o.oon.o.l19..o-o.o00-...-000Oonoo.




2, Secure firancing of .%9......................................

from NIDFO by ...0........'......00....ll...19...'o...-....-.

for the purpese of purchasing tre following:

1) Machirery and Ecuipment

LA AR RS S A A Al A R AR A R RN AN R R R RN RN N N R T X R I T I S
AR A AR RS A AR AR S A X R A N N N R N N N Y R R R X X N I I r e
G 000 000000200000 0000000 0PIORNRCIIPIRIIROIOGOGIGOINRRGOIOERGOOGOIOIGES
8000000000000 0000000000000sr0sssrsrrrossvROtorennsROOIIROLDYTES
B 00 0000000000000 000000P0T0Rstterensosrsoesnsottossosanssssosocscs

P 0000000000000 00000000000T0000s0s0000RRCsscsonscacitoscsos

2) Raw Materials

OB COPLRPN00000ENI0RNRRION000COO0LIEIIPROINIIRROIEOBDAINGOISROROOIOGOIGESES
S 00 0000000000000 000000000000°00000000000000000000000RRBCESETES
S OB 0RO OEPCEN0000L00S00CLENCIINCOIOIPROOCPGCEOCEONIONESIPROENONSNOIBGOLOEESES
S 0000000 00000000000R0LP000c0000I0LIENstotIetesssnsssossvessnoe
BOOOORTLCCIIRINONINOLPONIRINOIIEOOIOEONIOODROROOIOIOIOPOIOIOIOOROOLOEOEORTS

0000000020000 000000000000000000000000000000nssscssssossORSy

I will be zble to secure tzis loan by pledging the following sssets:

0000000000 rNRlIRO00IIIINinNGtrsrtrortdIvriIidovonosossedrescscsonssanscssssescsae
...0...c.o.ooooo...o....ooo..oov..c.o.’ooo.oo..co.ooo.oo.oooto.oou.
00 000080000000 0000000000CPRINRIE0O0CIRINEOEITOICOIOOOIOIOIOOSIOSOROOIOSIOOOGOOIOSGOGLEOREOBSORTES
B05 0000000000000 000000 000000000000 00000R00s000000tennenscsonstsdrsocssossse
.‘o..0...0..0..0.0..0-0.-.o.oo-ooooo-o-oooooooono-alouo...aoovonlno

B0 0080000000000 00 000NN IrsePacnosnerstoisenrosonsesssscssosstsocccssas

B. PRCDUCTS/SERVICES (Cee W S II)

[be,]

Thic entrrorige will be crllin:

Procuct/Geryize Selline Price




- 63 -

The raw materials for these precducts/services will be obtained

from tkc following suppliers in the folleowing cuarnt

O

14

tv and

L3S

frecuency:

Faterizls Suprlier suantity
ererisls SAI I T AN axentaty

Se

C. CUSTCMERS (See W S II)

1. The customers cf my business are:

G0 050 0000000000000 00000000PNIERNN000600erecsasesetsorssrosnnssass

2. These people primarily work and/or live in the fellowing areas:

00000000 r0PrPPPIIsIteINirNterRotIttrsrrataveisersdsodonnsnnenssod
G000 CONILRRINNINPINININENNERIEIONINOIOENNTnreosesssrsoernPencssses

DO ERCOPRPILIEIPNOEIIINIORNLNONNGOOLNNOEOLOGEOOSOGBLENRNCEROIPOOOOIGOGROBOIOAGLEOLEELESES

Le

3¢ The customers purchase 2bcul 5C.eeieecescecscnseass WOrth of oy

Products/services every sesecessseess..(day/week/menth).

L, Cuctomers purchere zy producte/services becruce:
........’O..l.'..l....l...........I.'.......l.l............
..'l...."...I.l......'.'.0’...'.‘Il......."....'....‘....

BB 0000000000222 2042 2002022902270 02242020880008000s0sestsesesm

8000000000000 00000000000000000000s0r ..00000000000000v000c0e0
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5« The names of my primery customers zre:

B9 P00 00000 0P PO LILOEIOEIIDIIPOIIBDOOOTLORORRLOLIGOIOILOOIBIOOIBRAEBRODOGSSS
LI B I A R R R I R I I R R N P
(R AR N NN R N R NN N RN RN N Ny I N I YT

© 9000000000 PR TP LRIROIRLIREILIBLLNLOOIOIBOIOIEOEOIOOIOERLLILAOGOOIOROSPEOOLOOEOD SR

D. COMPETITICE (See W S II)

1 Ky competitors are:
Geccscecesrcscscttessnrroretsssssentscotsecscanntasnstscessen
Gecececcecasssctesscstresssstsrtrasesecsnsrsrssrsrstsencseesa
B
B T T T

2e Compared to thexz the advantare of r enterprice are
154 o)

P E 0L OBROIRNSOIOPTIDPONDIORDINIINOLIOGICICPEBOEVOOLIRPGSIOSIOIOPROESOSGOEOSTOENREOSES

00000000 0000000 PIPLIPIIOILIEIBLINREEROEINROEOLEOIOIOEOOILANRLEIOOIOSNOOOEORAESBS
OO COOITBNNN0P0000000000000RN0CI0C0IPICOIGEOIONDAIEDNIGIOIBGOGIOTOIOPEOIIOBRSS
GO0 000000000000 IRRECEEPPPIBIINCOIOR PRSI0 200 0IPDOOERNOGLISPIOSISOIOSGOIEBEOESN
A.oooo.oo-loacuo.oov:.o-toou-..ol-..o...ooolno.lo.o.-o.oo..

B P ED OONCEITEIITIIOPIOIOIOIOTEEDIPEIORCOND PODIOBROROEPISIOCOISOOEOPSLESSE

E. PRICING (See W S V)

Thie compeny's prices 2re tazed on the following matericl costs,

labcur costs, overhead cozts ~nd intended prefits:

B0 0000000300000 000000000PvetPoooilIrtietIedliccsossecssscesssscssscsoscs
@O 0P 0P 0CBBLELB L0000 000000 0000 RIec e ets®arPtnoencsacosnsossetssner

P 00 0200000 000000000s000000000"IPCEIEReEsLIO IO ERERISIIOESEOIOLIOSIOSEOOGSOS

000000000 P000000R0LLILINNLPIIPIPIIRNCIOLIEOLIPPIOPOIEOEROIRTIYTOOIROOECROIROIBIOROROIOGGOIEOROGPS

G005 00 00000070 0P PP LELRPLIIIL IPINTIIDNEROIOEIOOUIPOSIEIOGOOOLIOIOIEGOSPOOLOLOEODGGOSS

@O OO0 LIPSV PPIIONIB OB E00LLseLts ISP RNBROGISOERTOIOIOIRERNES
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A Anash okt dd
Voo ua Ll

Uescrive vour crrieting retheds,
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Ge 5:LES TCR2ZZ. ST (See W & IV)

resent consolideted szles fore




14
PO 3

FPLGJTCTL

REVENUE 27
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T TNV AP AMT N = WV DL ST
ALATICN OF BMNPELZRS

=Zxplzin all expenses :zad justify the amounts.
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Jo QUHER INTORN..TICY

State all otrher infermation to support your business plaz.

Subrit relevant documents to sumport your vlen.
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V TARGET PARTICIPANTS

The participants shall be the artisanal and small-scale
industry entrepreneurs who have been selected by NIDFO for
developmental assistance. They would have undergone the
Entrepreneurship Kotivation Training (EMT) conducted by the
Development Services Ssction of NIDFO.

They come from varied types of business within the assistance
scope of NIDFO, namely food processing, textile including tailoring,
wood-working, metal works, leather works, mechnical services and
electrical/elesctronics services. Varying in age from about 25 to 55
years, they can be a mixture of males and females. Their educational

levels are likewise varisd with a few illiterates,
The heterogenous character of the participants, therefore,

requires flexibility and adaptabiliiy on the part of the resource

persons to achieve optimum impact and effectiveness of the program.

VI NOTES ON USE OF THE MANUAL

The Bacic 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.

The manual has been put together to provide guidelines for RIDFO
in the arrangements with training institutes in the conduct of the
programme, It will serve as well should NIDFO decide eventually
to run the programme in-house,




The sequencing of topics has been drawn up to provide a
progressive learning pattern building up towards the preparation

of the business plan. Each workshcp incorporated in the course
contributes to the achievement of the general and specific
objectives, ac well as the preparation of 2 business plan preparatory to

financial assistance.

Time allocation for each module/topic has been carefully
distributed giving commensurate attention to the degree of wealmesses

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

Completion of the course, however, will not recessarily mzke 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 extension 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 economically viable each participant must be 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 acsure capability to deliver

the subject matter at the level suitable to the participants.
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VII SPECIFIC GUIDES FOR COURSE COORDINATOR

The Course Coordinator is primarily in charge of the preparation,

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

see to the following:

1.

2.

3

Se

6.

7o

Preparation of all training materials, especially workshop forms,
at least one (1) week before the scheduled date.

The programme with time znd dates must be ready for participants
when they register., The name and position of resource persons

must be indicated in the programme.

He/She must be present throughout the programme, introduce each
resource person properly and ses to it that all training materizls

for the day/session are ready.

He/She gives appropriate instructions to the participants on the
workshop papers the outputs of which are needed in subseguent
workshops.

He/She must know the programme structure and requirements.

He/She must administer the programme evaluation by participants

at the end of the course.

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

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

He/She must prepare a report on each programme toc NIDFO

management.






