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MORE ADVANCED BUSINESS TRAINING

WORKBOOK

If you are serious about starting or growing a trading activity or small
business often called microenterprisewith a vision to expand
successfullyit will be helpful for you to understand the key ogdpaities
and risks any business has to consider if it is to be successful

This O6More advanced business trainin:

1. What is Trade and Microenterprise? Pages 2 - 4
2. What makes a successful busines8 Pages 5- 10
3. Could I Start a Successful Business ? Pages 11 15
4. What sort of Business could | start? Pages 16 - 22
5. How and Where Will | Sell My Goods or ServicesPages 23- 27
6. How Can | Best Plan for Success Pages 28- 34
7. Sources of Money for your Business. Pages 35- 42
8. Preparing for Success Pages 43 - 49
9. Integrity and Good Management Pages 50- 56

10.What is Special about a Christian led Business? Pages 57- 61

Appendix
Business PlanGuide ($500 - $1,5000 start up) Pages @ - 76
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Module 1. What is Trade and Microenterprise

Background to Trading

Trading or doing business probably theldest
organi®d activity mankind engaged iRecords from
the 19" century B.C. show the existence of an
Assyrian merchant colony in Cappadodiae
domestication othe camehllowed Arabiannomads to
makelong distance trade ispces and silk from the
Far East.

Tradeis the voluntary exchange gbods or servicesr both. The original form of
trade wadarter which was thdirect exchange of goods and services.

Most modern trading is now based on the customer paying mondyefgobds or
services promed.In some rural situations payment is still made with exchange of
goods but this is not recommended as a basis for successful trading development

To trade in anything requires customers who want the goods or service offered and
who make up. the Omar ket

The principles of trading are the same the world over and nearly
all countries depend on small businesses which, put together
5 employ the most people.

However, it is a fact that many new businesses that start up fail in
the first two years, most usualliye to poor planning before
., starting, which leads to problems.

If you want to start your own businesses we want to help you to
be as successful as possibl eéé

What is a Microenterprise

The term 6Microenterprisebod coenbti enrepsr i69md &
which means doing something to help yourself or to help others. When established,
this can also be called\dicrobusiness

An entrepreneur is someone who has the ability and intenticimatage things for the
better.In poor communities wheréere are no jobs, generating income for yourself
or your family is a necessity, espetyakhere the Statdoes not provide welfare
payments for the unemployed.

Many families in rural communities survive and have done for centuries by
subsistence farminghat is growing enough produce to feed the family, possibly
exchanging (bartering) goods trading (Sellingsurplus to bring in some income
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What would success in business mean to you?

eééeeceééceééeecéeéeceééeceéeéeeceée
Eééeeééeeééeecéeééeceééeeceeéeeceée
eééeeceééeceééeeceéeeceééeeceéeeceée
What wouldfailure in business mean to you?
eééeeceééeceééeecéeéeceééeceéeéeeceée

éeéeéeeeéceéeéeéecee

éeeéeé

In developingcountriesmicroenterprisesomprisethe vast majority of thbusiness

sector especially in rural commitiesd aslarge business tend to be located in the big
town

Definitions of microenterprise vafyom country to country but they aosually seen
asvery small businesswhich operatean the informal, unregistered sector
7’4

¥ Aid for Trade defines a Microenterprise as an income

-

N

N

generating enterprisebusiness, usually started from a home
as an unregisterecbusinesswhich does not need more than
$3,000 to start and which employs fewer than ten people.

Starting aMicroenterprise is the most effective medaran individual or familyto
move out of severe poverty on a sustainable basis

Any business however small or big is engaged in tradiwmgich means thgtroducts
(goods) or services are offered by a supplier to a customeisawilling to pay for

them.The customer benefits from the goods or service and the trader benefits from
the money paid and makes a profit from the sale.

Profit is at the root of anyicroenterprise however smalithout making a profit a

wage cannot be earned and there will be noey generated to help the business
grow
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Sales revenue (Money received}ost of supplying products or service = Profit

For manygenerating enough income to meet
- . basic needs is sufficient, but businesses can
uccessful Business,
growing by expansion or g rowl
replication in other
communities

Microbusiness
(With partners or
‘ Employees and
- possibly own premises)

Microbusiness
(No employees)

Exercise

Write down some of the befits you can see in starting a microenterprise

Discuss this with your group or family

Memorable Quotes:

Success is not final, failure is not fatal, it is the courage to continue that counts
Winston Churchill

| never dreamed about success, | workedf it
Estee Lauder
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Module 2 What Makes a Successful Business?

Whoever starts a business has high hopes of success, but t
facts showhat many startips fail and close down in the first
two years.

If you want to start your own business we want to help you td
as successful as possibl eéé

First of all your success will depend on you, your attitude, your commitment, your
willingness to éarn and your persistence

Secondly it will depend on how well you have planned your business and if you have
learned enough about successful trading to manage your business well and with high
integrity.

a. Think about successful businesses you know ofudis and
write down what you feel has made them successful

Business Why is it successful?
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b. Now think about any business you know of that has failed and
write down what you think made it fall

Sorry Were |

CLOSED

Business Why did it fail?

Quality products and friendly service lead to thidding of a good reputation in the
community. Your small business reputation is the most crucial element to ensuring
long-term success. Satisfied customers often recommend the services of a local
business to their friends. A small business with a googtagipn becomes a source of

pride to the community.
To make a successful business you need to:

1. Define your goals make sure your business will meet a real need for your

customers
2. Write your plang be clear about what you will do

3. Focus on achieving thepéans within a certain timi set realistic goals and

reward yourself when you achieve them!

4. Doné6ét | et yourself get distracted by cr|

to the plan.

Page6 of 76



|1 XTRADE Grow Your Trade

Your personal attitude and confidence is vital for success.
1 Pracice effective self leadership and management
1 Trust yourself
1 Understand how you react in certain situations

1 Use that knowledge to plan ahead and prevent

mistakes

1 Use that knowledge to bring out the best in yoursel
T Be realistic ableaft what youdre capab
T Understand what | evel of risk youbre pr .

Here are six key pointers to building a successful business:

1. Practice separate entitieeep business cash and products that you sell separate

from your personal money andiiidy use. No family member or employee should

ever take money or goods without paying for them. One good way to make this work

is to regularly pay yourself a liveable salaiyAt t i t ude deter mines al-t

2. Start small, think big Some want to get reglbig, really fast. Too rapid growth,

without experience or money in reserve, can kill a great business faster than almost all

other mistakes. Learn from costly mistakes when the business is small, then grow at a
sustainable pac. Anyt hi ng tlkkeanmicmdcef vemanit can ach

3. Differentiate your businessSelling the same product as your neighbour is bad for

business as it drives prices down which then hurts everyone. Make your business

different by carrying unique products, displaying yourdurcts differently and not

l ocating near Theuhacadmepeti wor., f@fhe | uckie

4. Buy low, sell highTo make money in business you must sell something for more

than you paid for it. The difference between the price you pay and theypuce

charge for a product is the 6égross profit
more money you wil| make. NegWihnerat e wi th
speak in specifics, losers speak in generaliies.

n O

5. Buy on credit, sell for cashMany owners have this backwards; they buy in cash

and sell on credit. If you can get your supplies on credit and collect cash from your
customers at the time of sale, you can carry a lot more inventory and possibly turn it

faster. You must, however, payslipper s €Gampéeme. wilt h someone,
yourself 0
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6. Turn your inventory often If you buy a product for P100 and sell it for P300 you
earn P200. If you do this 10 times a week, you earn P2,000 that week. If you do this
10 times a day, you eaR2,000 that day. Small inventory turned everyday is bekt.f
you canodét measure it, you candét manage

What leads to failure instead of success?

According to research from banks and other business support
agencies, business failures can consistemtlgibned down to four
major causes. 2

1) Lack of strategy and planning

2) Lack of financial understanding

3) Lack of business management knowow
4) Lack of marketing activity

If you know can that you could improve in at least one of these areas and@aeegr
to learn then there's probably still time to do something to try and put it right. If you
ignore these factors, then your chances of surviving for long are going to be very slim.

Let's look a bit more closely at each of the problem areas that getrsobusiness
owners into big trouble.

1) Lack of strategy and planning

This isn't to do with small businesses not having a business glate the opposite.
Research confirms that the majority of small firms have a plan at start up and in their
early $ages. However, the problem is that in most cases they don't have a plan that is
based on any sort of clear and serious strategy. This is mainly due to business plans
only being written for the purpose of raising finance!

A plan based must be based on tidrihinking and study which should take several
months. The plan must be followed and used. You must be sure people want what you
will be trading, whether goods or a service.

2) Lack of financial understanding

Ultimately a business will fail if it runsut of cash and this tends to happen for two
reasons. First of all, due to poor management of cash and cash flow. And secondly
because the business didn't start up with enough money in it in the first place.

To get this side of your business right you ciée do plenty
of preparation and research and get to understand basic
financial terms and actions.

You must take care to ensure your financial plans are realistic.

3) Lack of business management knowow

People with little or no business managemeneegpce, and
who have little or no inclination to do anything to find out =+
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how or get shown how to manage and run their enterprise, will almost certainly fail
quickly.

A switchedon business owner will almost always spot the areas where they are
lacking inmanagement knolwow and seek appropriate advice, teach themselves or
learn from someone (or somewhere) else. If you recognise this in your own situation
you will certainly improve your chances of survival.

4) Lack of marketing

This problem relates to a sthbusiness owner ignoring or failing to prioritise the
promotion of their products and services to their target audience and failing to find
ways to make the business stand out. This factor alone will result in the eventual
collapse of an enterprise, evé the other three reasons for failure have been
addressed.

The big problem is that some business owners believe that if
their product is good enough then customers will find it
themselves. Others simply carry out "spraying and praying"
promotional metods that fail to target specific groups of
people.

So there's your lesson in entrepreneurship for this week. Check
these four failure factors against your own situation.

1 Have you got a clear business strategy and a plan to make it happen?

1 Have you got eough cash now and will you have enough in the coming
weeks/months?

1 Can you find someone to help you in the areas where you have little or no
business experience?

1 Can you identify at least three ways to promote your product, service or
business?

If you find that you are lacking in one or more of these, then you need to get cracking
and sort it out.

Remember Successful Businesses will Grow

Successful Business,

growing by expansion or

replication in other
communities

z\“‘ﬁ

Microbusiness

(With partners or
‘ Employees and
- possibly own premises)
Home Based
Microbusiness

(No employees)
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Now write down what you think the new business you want to start
should do, if it is to succeed?

Di scuss the following questionégé
How important is high integrity in a business?

Memorable Quotes:

"You don't have to be great to get started,
but you have to get started to be greates Brown

NThe road t o sdecocomnstaustioni”snoldalnew a
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Module 3. Could | start a Successful Business?

"A job is something you have to do to earn money but a sustainable livelihood is a
healthy way of living."Anand, Textile Engineer

This module encourages you to carefully consider whether you have what it takes to
start and manage a successful sipaflines$ one that has the potential to grow.

It is often people | abell . gentreprene
most likely to start trading or small business activities. X §
Entrepreneurs are people who are not happy with the
6status quod (itudien)aadwhes t i
have a determination and persistence to try to change
things to provide a better future for themselves and thei
families. Being unemployed, with little or no earned
income encourages entrepreneurs to look for opportunities to de\vediqugtr
activities that can develop into a successful business.

Most business start up advice is old 6comm
Nonetheless many businesses that get started fail to meet expectations and either,

close down or fail to grow to aeh their full potential. This is often because common

sense guidance and the need for careful planning had been ignored.

Before doing anything you will need to think carefully about your own
life experience and knowledge, what you enjoy doing best, lyome
and family situation, the resources you own like land, buildings,
vehicles or equipment in your community.

This should give you some ideas about what type of business you might best consider
starting. You should examine available lists of
microenerprise opportunities (Some are listed in

Module 4) and then select perhaps two or three you

would like to learn more aboiitthe best way to do this

¢ will be to access the internet, which will enable you to

, research your enterprise idea and if possibilet pff
documents which are of particular interest.

Entrepreneurial Traits

An entrepreneur is someone who starts or operates a business venture and assumes the
responsibility for it. He or she provides goods or services to individuals or businesses
for payment
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Some personal qualities which entrepreneurs may need include:

=

Curiosity and creativity

Motivation and seHconfidence

Willingness to take risks

Eagerness to learn

Co-operative (can work with others)

Ability to identify opportunities

Innovative(do something that nobody has done before)

Leadership

Determination to overcome obstacles (60
Ability to learn from mistakes

=4 =4 =4 4 -8 48 8 9 9

These qualities help the entrepreneur to think, analyse, solve problems and take
action.

Not everyentrepreneur will have all of the above qualities. Howewvamy of these
gualities can be within someone without that person realising he or she possess them.
They can also be acquired through the learning process.

The sorts of people whaesuccessful at starting their own business usually
demonstrate some or all of the following traits:

Dream of making a better future for yourself and your family
Optimistic and can visualize what success could mean

Good listener and observer.

Not afraidof change

Good organiser

Self disciplined

Persistent in overcoming problems

Interested to learn from others, books, journals and the internet

ONoOORWNE

Remember- starting a business is not just about making money . =
and you will certainhnot6 get r i ¢ youcpuidwork 6 b it = h

towards a better more secure future with adequate income for o,.
and your family.

Starting your own business is also about finding inner peace,
personal fulfilment and emotional stability.

Starting your own business is not difficult aceh be very satisfying and financially
rewarding- but it does need you to think about things very carefully before you start.
It also needs persistent hard work and sustained enthusiasm and commitment

The people who are likely to be most successfularting and growing a small
business have certain qualities often def i
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You should be sure that you have most or all of the personal qualities needed to be a
successful entrepreneur and run your own business, there are lgessenalas:

1 Persistencé ability to keep working towards your goals even when progress
is slow or difficult

Self-confidencea belief in your ability to achieve your objectives

Curiosity and interest to learn new things

Creative in making or doing things

Enjoy helping others and get on well with people

Pragmatid have a realistic approach to problems and opportunities
Flexiblei willing to change thinking or actions if a better way becomes clear.
Interest in controlling the things happen in your life

Desre to make the best of your potential

Ability to build on experience of failures and problems

= =/ =A A4 -4 -4 -4 A -5 -

Know your personal stylé do you work best with people or in completing
tasks?

1 Know what problems, needs or opportunities you feel most strongly about
these mg help identify your business idea

Are vou sufficiently motivated to succeed?

This will help you reflect on your life as a whole, not just your business. Starting a
business will greatly affect you and those around you. If you do not understand what
drives you, you could end up starting a business that is not as fulfilling as it should be.

Individual Exercise Time 15 minutes

Score the importance for you of each of the following statements between 0 (Not at
all important) and 10 (Extremely important)

[ ]! need to earn enough to support the lifestyle | want
[ ]! need to provide for my family
[ ]! need to earn enough to save

[ ]I need a more secure income
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[ ]Iwantto be able to help others

[ ]I'want work that will allow med learn new skills

[ ]!'want work that allows me to use my knowledge and experience
[ ]I'wantto gain a sense of achievement in my life

[ ]!want to do something different in the market

[ ]Iwant work that gives me freedom and flexibility

[ ]!wantto help the Church grow

[ ]Iwant to work the hours that suit me

[ ]Iwantto be my own boss

[ ]!wantto choose who | work with

[ ]!wantto be an effective Christian witness to those | work with
[ ]1wantto put somethg back into my community

[ ]!want to spend reasonable time with my family and friends

[ ]!want to provide and excellent product or service

[ ]!want to provide excellent quality of goods or service

[ ]1wantto be respected by my famédnd friends

[ ]1wantto grow the business to provide employment for others
[ ]1wantto be respected by the business community for integrity
[ ] My family will support me and help where they can

[ ] I have demonstrated innovation and peesise in some of the things
| have already done

The higher your score total the more likely you are to success in starting a business!

Remember, you do not have to make the most money to bel
considered a success. When it comes to happinesty is

not the most important thing. First, love what you are doing a
take full pleasure in committing yourself entirely to your wor
and the needs of your customers. This positive outlook will
determine your success!

‘.

{
g ‘V

.
‘4,'
<+
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Memorable Quotes:

"Thinking is the hardest work there is, which is probably the reason so few engage in it."
Henry Ford

"If you work just for money, yo u'll never make it, but if you love what you're doing and

you always put the customer first, success will be yours."
Ray Kroc
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Module 4. What Sort of Business Could | Start?

This module encourages you to carefully consider the type of business that could be
most sucessful for you and what you need to think about

a.Introductionii t s your <choice

b. Producing something your community needs

c. Providing a service for others in your community

a. Introduction il t 6s vour choi cel

If you have already completed Module#13 you should have a good idea whether

you have the potential to start your own business! If so, and you really want to move
ahead thatoés great! You could become a suc:
We hope this section will help you decidéat sort of business you could start.

Life is a series of choi cesé

Look around you. What is happening to improve the
lives of people in your community? Nothing much?
And, whether they realise it or not, it's the result of

/‘\ choices. The choice to let tigs happen, the choice

(A ) to settle for less, the choice to let others do their
— thinking. The choice to merely exist from one day to
p— '\T— the next. It is hoped that your choice will be to

develop your best potential using your abilities and
experience, to generatecome for a sustainable and
worthwhile future where you can help both yourself your family and also help others
in your community and possibly wider.

Life is a series of choicesYou can either sit back and take what life deals you, or
you can fightoack, take charge, and determine your own path.

If you want and believe in something, you must take the next step and go after it!

Most microenterprises will start from a home base as this keeps thestast to a

minimum and reduces the risk of lakthe venture does not succeed.

Most home based work is 6informaldé that is
but the owners of unregistered businesses may also have no social insurance or

security benefits from the State.

Working from home mayra/way be the only option for rural women or those with
young children to look after.

In developing countries there are two types of home based work: Paid work for

ot her s, | i ke manufiavhteuree rppaa,y ors @®d uteshowmc ar
basisthat is the workers receives a set payment for each piece of work completed and
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satisfactory. This type of work has a poor reputation as often the work is hard,
requiring long hours and the pay is often very low.

The second type of home based microemisepvhich Aid for Trade wants to help is

the production of agricultural produce, craft goods or other prod@umtshe provision

of services for sale in your local community or nearby town. Keep in mind that if your
business can also help meet the ned¢d®ur community for food supply, health or
safety improvements that will bring greater benefits!

If you are going to work from home are you sure:

1. Your family support you 100%

2. You can find enough space, ideally that can be separated from
the rest of yar home, that you can use whenever you want to
for your business.

If your choice is to start your own business and you are confident you
have the right personal characteristics which you assessed earlier,
then what you need to do is to make anotherméal choice, which

will be critical for your future success or failure. You need to decide
what sort of business you would start that could be successful.

Simply finding an idea for a business is not enough to ensure that it will survive, or if
it is alde to start up at all. In fact, too many people start up with an idea, often a very
good idea, but with little else in place to make it happen and to ensure that it develops
to become a successful small business.

What Not to Do!

Many new businesses faih the UK over half of all new business fail within three
years- you need to know why stanps fail, so you can prepare and plan your own
business with the best chance of success

. 1 Not sure who will buy your product or service? You will
< - fail!

(X" o g

‘ Qg’ 1 Producing &usiness plan without having done any

g‘ \ research on the need for your products or service? You
}‘1 ; will fail!

T Have no ability or enthusiasm to sell a |
customers and selling them your products or services and then getting them to
buy again and again? You will fail.
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1 No clear plan of the amount of money you will need to start and run your
business and where it is coming from? You will fail!

T Not prepared to listen to others views on your plans a 507"' We're
make changes if needed? You wallf

Please remember this:

Failure to plan is planning to fail!

So, to emphasise the importance oftdlson' t st art a busi ness

1 haven't found a market for your idea (That is, who will buy your goods or
services?

1 havert got a clue about how to run a business-egay,
1 don't have the courage and commitment for selling yourself or your services

1 don't understand exactly what your cash flow will be every week, to be able to
pay all your bills (debts) when necessary.

D o nsfart a business unless you have asked others what they think and learn what
you can from any competitarAbove all, don't start up without thoroughly
researching your idea and your market

If you start your business for these reasons, you'll haetterb
chance at entrepreneurial success if:

1 You have a passion and love for what you'll be doing, and
strongly believe based on educated study and investigation
that your product or service would fulfil a real need in the marketplace.

T You are physicallyit and possess the needed mental stamina to withstand
potential challenges. Often overlooked, ldsanrobust health has been
responsible for more than a few failures!

1 You have drive, determination, patience and a positive attitude. When others
throw inthe towel, you are more determined than ever.

1 Failures don't defeat you. You learn from your mistakes, and use these lessons
to succeed the next time around. Many successful business owners say they owe
much of their success to "building on earlier fakf' - using failures as a
"learning process."
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1 You thrive on independence, and are skilled at taking charge when a creative
or intelligent solution is needed. This is especially important when under strict
time constraints.

1 You like your fellow man, and shwv this in your honesty, integrity, and
interactions with others. You get along with and can deal with all different types of
individuals.

Your Opportunity

| f you already know what you would
you have thought over ath options, maybe there could be something more
suitable for you and your community needs.

There are two directions, you can either:

Plan to make something you can sell

or Provide a service people will pay for

b. Producing Somethhg your Community needs

Here is a list of some opportunities for mieoterprises that produce goods or
provide services to be sold for a profit, tick those that are of most interest to you, or
add your own idea at the end. (More information on theseéssiopportunities is
available on our website)

Microbusinesses Producing Goods For Sale

Bakery/retail

Basket weaving cultivation of willow raw materials

Building and repair services

Cake and biscuit production

Cheese and other dairy prards manufacture

Collective marketing and sales of fresh farm produce
Computer servicessupply of reconditioned computers/ink cartridge
filling

8 Electrical services

9 Free range egg production

10 Fresh farm produce

11 Hand made canels

12 Hand made greeting cards

13 Hand made jewellery production

14 Hand made paper

15 Hand made soaps and cosmetics

16 Healthy Snack foods

17 Hedging and walling services

18 Herb farming products/extracts (eg lavender bags, herb teas)

~NOoO Ok~ WN PR
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19
20
21
22
23
24

25
26
27
28

29
30
31
32
33

34
35
36
37
38
39

40
41
42
43
44
45
46
a7
48
49
50
51
52
53
54
54

Home packd honey and other bee products for collective sales
Home packed jams and pickles for collective sales

Home sewn childrens books and toys

Irrigation system services (Ponds, drip systems, solar pumps etc)
Jam and pickle preserves production

Microconsigment sales (Buying and selling small lots of goods needed
by community)

Microscale bioethanol and biodiesel manufacture

Milk pasteurization and pouching

Mobile agri. input services (seed, tools, irrigation Kits etc)
Mobile pharmacy and eyesight testingpasic health advice and selling
medicines/spectacles

Mobile Pharmacy with sight testing/ reading glasses

Mobile snack foods

Mud brick production

Mushroom production

Paper beads and praxts (Contact with businesses in Uganda and
Kenya)

Paving slab production

Picture Framing

Plant and equipment hire

Plastics recycling (Model exists in Moldova)

Plumbing services

Polytunnel for, seedlings, early and laterked crops pilots in
Romania

Rabbit farming (Model exists in Slovakia)

Regional distribution and market services

Road repair (Readymac UK fast set system)

Roof tile makers

Roofing and scaffolding

Sales of needed importgdods- microconsignment

Seedling, plant and tree nursery (polytunnel)

Smoked fish and/or meats

Soft fruit farming

Solar water heaters

Sun dried vegetable and fruits

Tractor and driver rental services

Growing vegetables, ftur flowers

Vegetable Box home delivery service

Weaving, sewing and knitting group

Wooden toy production
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c. Providing a Community Service

1 Child care service/nursery

2 Club for the elderly

3 Community owned savings bank

4 Communiy video/DVD producer

5 Composting services (Biomass/wormculture)
6 Dry stone walling/fencing

7 Eco tourism

8 Hairdressing

9 Manicurist/chiropodist

10 Minibus/courier services

11 Mobile disco/clubs for young people

12 Mobile library/information centre

13 Mobile Village cinema

14 Portable rented toilets

15 Post,telephone and email services

16 Teaching English

17 Travelling theatre group

18 TV repair/leasing

19 Village dressmaker/tailor

20 Village photographer (Digital camera with solar powered printer fo

immediate prints)
21. Village shop or Cafe

My own ideas for my business:

D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
-
-
-

eeééeeéeecéecéee

-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-

eeééeeéeecéecéee

D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D

D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D

So, what do you feslou could start, that would be successful?

-
-
-
-
-
-

eeéeeéeecéecéeecéecéecececeéceecéee

Discuss your business idea with your group or family
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Memorable quotes:

AThe successful person makes a habi
Thomas Edison, inventor and scientist

"A good name is more desirable than great riches; to be esteemed is better tr
silver or gold." Proverbs 22:1
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Module 5. How and Where Will | Sell My Goods or Services

The expression O60you can sell anything once:
successful business selling just once to a customer!

This module helps you think through who you are
going to sell to and hovotensure they return to
buy your product or service on a regular basis.

ROCCOS

Marketing is the term used to describe activities
that lead you to sales. It is how you ensure people
know who you are and what you have to offer

Look carefully at this picture anarite down or
discuss the differences!

Your Business Vision

What do you want to achieve with your business?

Your Business Typ#&Vhat product or service are you planning to sell?

Where is your Marké&Who will buy your goods or service?
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How are you going to attract your first customers?

@),
Your customers and competitors Fn EQ,Q
Who are your customers going to?%be 9%\57\“ ﬁ

Why would they buy your goods or services?

Where are your customers and where do they buy from now?
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When and how do they buy now?

How are you going you best ensure your first time customers 5"

will buy your products or services again “““"'“mt%!hsal' OMEES. s
P L e ifcyf roving =

tiquette- = dlepore
ServiceS diyerse

Now, think about who are your competitors and what are their strengths and
weaknesses?

Competitor Distance Competitor Competitor
from you. Strengths Weaknesses

How do your competitors promote their business?

A Succesdil Business should have something special about it

You need to be very clear about what is special about your product or service that
people would rather buy from you than from competitors?

Page25of 76




|1 XTRADE Grow Your Trade

Establish and promote your UNIQUE SELLING POINT (USP)

To establish your USP, you compare your product or service with your competitors.
Then you determine one feature you have which no one else can offer. This is your
unique selling proposition. It is this, which you must promote singlededly.

My USP will be:
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Here ardive key guidance notes for starting a successful business:
1) Start slowly

It's better to start slowly and learn as much as possible before you start and as you
progress, so you gradually get better atrgng you are trying to do.

2) Look for customers, not success secrets

The most consistent secret to success is hard work and being better than your
competitors at finding lots of customers. How are you going to do that?

3) Be obsessed with quality bef@ you even get started

This is down to being confident that you have the best possible quality products or
service when you start up and always. Your customers certainly won't want second
best, so why should you? Never compromise on this.

4) Avoid spendingtoo much (and sometimes too little)

Deciding on an expenditure budget in your first year can seem a bit like walking
blindfold on a tightrope. Spend more than you can afford at the wrong time and you
could drain your cash too quickly and topple over. Dgpénd enough on marketing,
on materials or getting basic systems in place and you could grind to a halt without
having time to do anything about it. Plan your first year's budget carefully and
realistically, with enough surplus in your working capitajugement to allow you to
deal with the odd unexpected cost that comes up along the way.

5) Admit what you don't know and get advice
Seek out people who have business experience and ask their advice on your plans.

If you have access to the internet ortadryi research your product or service.

Keep in mind that you must become an expert in your type of business

Memorable Quotes

"Customers buy for their reasons, not yours."
Orvel Ray Wilson

NRA business exists to creat
Peter F. Drucker
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Module 6. How Can | Best Plan for Success?

5 Steps You Can Take

Have clear goals and plans

Know your market and your competitors
Quality and customer service

Be bold and flexible

Develop your Business Plan

arwnE

1. Have clear goals and plans

Getrich-quick business opportunities are few and far
between, if they exist at all and too many new start ups
think their business will grow quickly and be profitable as$
a result. It's better to start slowly, learn and absorb as
much as possible as you progress, and gradually get =%
better at everything you are trying to do.

Sometimes people want to start their owntuee because a friend or relative
has one. If they have been successful that does not mean you will be!

Why do you want to start a business of your own?

While you can learn much from what others are doing, it is vital that you have
your own clear goals and aspirations. Being ready for the future is half the
battle won!

2. 1.Have clear goals and plans

As an entreprezur you need to be confident in your abilities and in what you
are planning to do:

(Score yourself. 0 = not at all confident. 10 = totally confident)

T Areyouaselst arter (Not waiting to be told
T Are you prepared to work hard for as |
T Can you handle uncertainty and risk of

Can you say with confidence what income you hope to earn from your
business

,,,,,,,,

Year Oneééééé. . Year Twoéééeeéé. Year Thr e
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3. Know your Market and your Competitors

Spend as long as it needs to learn about your market and who your customers
will be. If it is a seasonal market, what are the monthly variations in market
prices or apply?

A lot of new business owners expect there to be a magic formula that will
result in fame and fortune. The reality, of course, is that the secret to success is
hard work and being better than your competitors at finding lots of customers.

Find outif your customers will want to buy your productnake some good
samples of your product or carefully
write out the service you want to provide
and work out the prices you can sell at.
Then invite one or more groups of
possible customers together (Maximu
12 people, so everyone can give their
views), present your products or service
and ask what price they would be willing
to pay and let them tell you want they
think about your proposals. Listen
carefully to what they say as this will be a big help inryglanning and they
may even let you know you need to change your ideas! Give your group
refreshments and/or a small gift for coming could be a free sample of your
product to try at home and let you know what they think.

4. Quality and Customer Service

Businesses can fail because they believe they can sell anitimagbe you can

sell anything once, but if your product or service does not meet the expectations
of your customers they will quite simply not buy from you again and your
business will fail!

There are two equally important parts to quality:

Quality of Desigri A Rolls Royce or Mercedes car has a hig{._a_‘ AN
design quality whereas a Ford Fiesta or Fiat 500 has a much™0=——9~ 8
lower design quality both are right as they are designed very ii”l‘\\
carefully for thei differing customersWhereas Mercedes '@ jg‘
might use expensive leather seating Fiat probably use plastic S
cloth seating, costing much less! Both are well designed! Ls_-% )

How well does your product or service des
couldinvolvey ou i n producing possibly many o&épro
and also by potential customers. You may need to test how well your product

keeps, so you can tell customers or put this on your labels.
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Write down some other products that you fesbdna high design quality

Why is
this?

Now write downsomepoduct s you think have a | ower 0«

Why igthis?

3. Quality and Customer Service cont

Quality of Conformancé this simply means the product is always exactly the
same. If you are producing goods you should establish a specification for each
one in writing preferably with pictures of what your :
product must always conform to. Then you have to _
make sure you can always produce this level of quality - N (dd
and dondét produce goods w lc%\my,o&ater d
meet specification so cannot be sold. GENUINE Zesmca, =

[N

!unlU od

. . . . . . - ° .7,.‘ i I |.n\®\( ;;“tjl?f‘j il
Decide how much variation in your quality will be RN, O ald ‘
noticeableand acceptable to your customers then do  «efiis, ‘*.:‘"' N R o nd,m
your best to ensure you do not produce anything outside **" (;:’()‘111\\‘11,]1 3 N'#‘l;““
these limits’ and if you do it is better to reject and & o= mopigM

e ~

recycle or throw out unacceptable products.

Write down any products you have purchased which hatitgthat disappointed
you and how you felt about it
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Customer Service

This is down to being confident that you have the best

guality products, resources, suppliers, people, advice and'
on available to you when you start up. Your customers :“sto
certainly won't ever accept second best, so why should you? £
Never compromise on this. Exce“e“

Always remember that if you have no customers buying
your products or service you have no business!

To start and grow any business you need to delight your customers vétlepixc
customer servide

This can mean many things like providing the right product design in the right size at
the right price and at the right time

It can also mean how well you help customers when they have a complaint. Do you
immediately replace therpduct or offer to refund the purchase cost? Excellent
service for your customers is vital, so remember the customer is king!

Customer service canht

I |

s -

5
R

Write down some ideas on how you daest serve your ClUASICA==

customers: =

4. Be Bold and be Flexible
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Business is a continuous process of learning. The only thing permanent in business is
change, which you will have to manage. The pressures of handling various activities,
over andabove meeting customer requirements can be quite challenging.

If you start a business on your own you will be an accountant, a buyer, a production
manager, a salesperson, a marketing manager an administrator as well as being the
person who sweeps up tfleor. It seems tough but you can do it! The biggest
challenge may be to establish the right life/work balance so that your family life does
not suffer unduly and so that you can find some time to relax.

The beginning is often tough and getting throughglanning stage is by itself a
cause for celebration.

You can either sit back and take what life deals you, or you can fight back, take
charge, and determine your own path.

If you want and believe in something, you must take the next step and go after it.

5. Be Bold and be Flexible cont/

Sometimes, there will be difficult challenges and setbacks
¥k that you must tackle. This is when you have to draw from
- the reserves of your conviction, pick yourself up and keep

going.

In practice some entrepreneurs when figdoroblems just
give up and stop. Maybe after another few days and a
couple of tough occasions, the business would have taken off!

There is an expressiowhen the going gets tough, the tough get going!

Small businesses have a great advantage over big |
businesses as they can be much more flexible and dg B ¥
change products or services very quickly if there is Faht e

need to do so. The courage of conviction that you arg S ‘ A
going to succeed is the most important factor under ==
difficult circumstances

Write down two prol#ms you have tackled
successfully in your life:

1.

Discussproblems you have been able to tackle with someona with your group
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6. Develop a Business Plan

Like any journey in life, when starting a business it is very important
to know where you areojng and how you plan to get there. :"“583_
The business plan should encompass the vision and passion of thei"?i‘

creator. This passion would automatically be transferred to all those®
who come across the business plan.

One of the biggest reasons businesses are nassiatis that the owner has not
t hought carefully enough or done enough o&r
customers willing to buy the goods produced or the services offered.

Planning to start a business is like building a bridge or jigsazlpi you have to
put all the pieces together to make it complete and have the best
chance of success.

So, if you plan carefully and put down your plan in writing you
could start a successful busi ness t
the way for othes.

Your business plan is going to be useful in a number of ways

1 It will say clearly what it is you are going to do and how you are going
to do it

1 1t will be very useful in dealing with important relationships especially
if you need to obtain money to hip you start .

' Your business plan can uncover problems and/or TS o St
weaknesses in your planning process. PLANNING TO FALL!

1 You can use the plan to ask opinions and advice
from people, if possible including those in your
intended type of business, who can give you
invaluable advice.

We have available two Business Plan 6Tem,)
Important : Please look through the Business plan template that most suits your
ideas but complete all ten modules of this program before filling out your plan

Business Plan 1
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For business start ups that dondét need m
working capital. These enterprises will be:

Simple and fast to start

Only one workeil the owner

Little or no start up money needeédho loans needed

Usually homebased

Low risk

Learn while earning

E |

Business Plar?

For start ups that require between $500 and $3,000 start up and working capital.
These enterprises are:

1 Fairly simple and fast to start

1 May be a group or Cooperative

1 The owner may need some help frothess or have paid
employees

1 Some loan funding may be needed (Loans should be avoided as
they will take most or all of your profit to repéyconsider
starting much smaller so you learn and can save some money to
expand)

1 Usually home based

Choose which &e of business your believe you could start. We recommend
you then complete a plan using the quide provided in the Appendices

Memorable quotes:

"It is better to take many small steps in the right direction than to make a great le:

forward only to stumble backward."
Louis Sachar

"The bitterness of poor quality is remembered long after the sweetness of low pri

has faded from memory."
Aldo Gucci
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Module No.7 Sources of Money?

This module helps you to unds¢and the importance of managing money and
keeping records in any trading business selling goods or services.

Money?

Back in the early days of civilization when there was no accepted form of
currency, purchasing was based on bafibe earliest traders used to barter goods

like spices and silk they had produced or grown for items they needed and many
travelled great distances to do this.

Things have certainly changed in modern society but the barter

system is still in useTrading some fish for wheat or seed can be a_#%

6 wiwm n 6
deal).

Trading products, services, or promotional efforts can provide an
affordable way to extend your trading.

However trading entirely in cash has its problems, as you can |0SE€
it, have it stolen, spend it unwisely or lose track of what money §
belongs to your business. Most traders finakiter to open a bank

trade (where both pers

In general of course mew is vital in any business, as it is for all

of us, but sadly it does not grow on trees, so has to be earned,

saved, given or borrowed to start your business.

Many regions especially rural areas operate on g
cash basi$ that is you sell goods for casimd 5?\
keep the money to buy more materials, perhay -NM e
keeping some for yourself A

account so that the money is available but kept safe and the bank will glve you regular

statements detailing what you have paid in, what you have taken out and what you
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have left in your bank account. (This is usually called a ctoehusiness account)

Banks also give you a cheque book

Example bank statement

1, My Road
My Town
MT1 1AA

You might
need this Info
to glve to your

bark

Miss M.Y. Name

Account name: Miss M.Y. Name
1 April to 30 April

employer or
someone who

Your statement
pagelof1

The balanca is the amount.
of money you have in your
account at any one time.

This shows 3 running total
for the month,

Sort Code: 01 02 03
Account Number: 012345673

warnts to pay Your Bank Account Details
maoney Into
your account Date Payment type Details

1 April
It's useful to have
arecord of cash
withdrawals so

you can figure

them in to your

budget

heque,
CR ~ credit (money paid in),
S0 - standing order,
BACS — automatic bank transfer

BALANCE BOUGHT FORWARD

TV Licencing

My Supermarkes, My Town
Cash, High Street
Rent

Big Shop My Town
My Mabde Top Up
0123456

My Energy Ltd
Warking Tax Credit
Cash Low Streat
Big Company Ltd
My Mabie Top Up

Paid out Paidin J§Balance

563.06 CR

2375
65.03
2000
30000
599
10.00
5850
6263

538 31CR
51556CR
450 53CR
150.53CR
144 54CR
134.54CR
76.04CR
1341CR
E1.69CR
61.69CR
73601CR
716.01CR

68.28
2000
67432

it's good to be able to
check when your wages
have been paid In

Example of a cheque paying someone called Timothy 10 RMs. Timothy will pay this
into his own bank account or the bank and he can then take it out in cash if he wants

to

HSBC 4X»

HSBC Bank Malaysia Berhad (o 84 027776:7)

Domning Strest. Penang

o Timoty Tye Yat Kwoug

Ringst Fegn owly.

=

2207018

oue (9 Nov, 2603

O boer
Atxs pezbavz

7

-~ L0, 6D

ATO CARLY MEVAAN

“LE 268" 2:2«D70i8: O0S80002i08" O

What is the trading situation like in your area?

Everyone
Some

Nearly al

trader s

trades
us

I trader s

i n

''''''''''''

e cheqéees andé a.

us e

@ae dba.p k.

s 7

We have a savings and loan Associgtigné é e é e é € é € é .
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The nearest bank to my home is

| already have a bank account Yesééé Noééé.

If no do you feel you should open a bank@mt for your business

Yeséééeéé.. Noéeéééééeéée. Not sureéeéeéeecéeeé.

How much money do | need ?

The key to this is estimating both how much money you need to set up and start your

business and also how much money you will expect to receive each month and how

much you will have to pay out each moiitthis is called th&€€ash Flow

A main reason why many businesses have to close is that that have not estimated or

planned for Cash Flow and end up with no money to buy materials or pay money they

owe when it is due!

This illustration below shows what o6Cash f
in trouble.

You will need to add your best estimates for sales income and expenditure figures to
make a Cash Flow chdrtas below, for at least eaolfithe first six months of your
business, to make sure as best you can that you will have sufficient money available
each month
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