MORE ADVANCED BUSINESS TRAINING
WORKBOOK

If you are serious about starting or growing a trading activity or small
business - often called microenterprise - with a vision to expand
successfully, it will be helpful for you to understand the key opportunities
and risks any business has to consider if it is to be successful
This ‘More advanced business training’ programme has ten modules:
1. What is Trade and Microenterprise?

Pages 2 - 4

2. What makes a successful business?

Pages 5 - 10

3. Could I Start a Successful Business ?

Pages 11- 15

4. What sort of Business could I start?

Pages 16 - 22

5. How and Where Will I Sell My Goods or Services? Pages 23 - 27
6. How Can I 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 Plan Guide ($500 - $1,5000 start up)
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Module 1. What is Trade and Microenterprise
Background to Trading
Trading or doing business is probably the oldest
organised activity mankind engaged in. Records from
the 19th century B.C. show the existence of an
Assyrian merchant colony in Cappadocia The
domestication of the camel allowed Arabian nomads to
make long distance trade in spices and silk from the
Far East.
Trade is the voluntary exchange of goods or services or both. The original form of
trade was barter which was the direct exchange of goods and services.
Most modern trading is now based on the customer paying money for the goods or
services provided. 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 ‘market’.
The principles of trading are the same the world over and nearly
all countries depend on small businesses which, put together
employ the most people.
However, it is a fact that many new businesses that start up fail in
the first two years, most usually due 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 possible……

What is a Microenterprise
The term ‘Microenterprise’ combines ‘micro’ meaning very small and ‘enterprise’
which means doing something to help yourself or to help others. When established,
this can also be called a Microbusiness
An entrepreneur is someone who has the ability and intention to change things for the
better. In poor communities where there are no jobs, generating income for yourself
or your family is a necessity, especially where the State does not provide welfare
payments for the unemployed.
Many families in rural communities survive and have done for centuries by
subsistence farming, that is growing enough produce to feed the family, possibly
exchanging (bartering) goods or trading (Selling) surplus to bring in some income
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What would success in business mean to you?

……………………………………………………………………………
……………………………………………………………………………
…………………………………………………………………………….

What would failure in business mean to you?

……………………………………………………………………………
……………………………………………………………………………
………………
In developing countries microenterprises comprise the vast majority of the business
sector, especially in rural communities—as large business tend to be located in the big
town
Definitions of microenterprise vary from country to country but they are usually seen
as very small businesses which operate in the informal, unregistered sector.
Aid for Trade defines a Microenterprise as an income
generating enterprise business, usually started from a home
as an unregistered business, which does not need more than
$3,000 to start and which employs fewer than ten people.

Starting a Microenterprise is the most effective means for an individual or family to
move out of severe poverty on a sustainable basis.
Any business however small or big is engaged in trading – which means that products
(goods) or services are offered by a supplier to a customer who is willing 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 any microenterprise however small. Without making a profit a
wage cannot be earned and there will be no money generated to help the business
grow
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Sales revenue (Money received) - Cost of supplying products or service = Profit

For many, generating enough income to meet
basic needs is sufficient, but businesses can
grow!

Exercise
Write down some of the benefits 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

I never dreamed about success, I worked for it
Estee Lauder
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Module 2 What Makes a Successful Business?

Whoever starts a business has high hopes of success, but the
facts show that many start-ups fail and close down in the first
two years.
If you want to start your own business we want to help you to be
as successful as possible……
First of all your success will depend on you, your attitude, your commitment, your
willingness to learn 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 of, discuss 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 fail

Business

Why did it fail?

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
____________________________________________
Quality products and friendly service lead to the building 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 good reputation 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 plans – be clear about what you will do
3. Focus on achieving these plans within a certain time – set realistic goals and
reward yourself when you achieve them!
4. Don’t let yourself get distracted by criticism or other business ventures. Stick
to the plan.
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Your personal attitude and confidence is vital for success.


Practice effective self leadership and management



Trust yourself



Understand how you react in certain situations



Use that knowledge to plan ahead and prevent
mistakes



Use that knowledge to bring out the best in yourself



Be realistic about what you’re capable of



Understand what level of risk you’re prepared to take in any situation

Here are six key pointers to building a successful business:
1. Practice separate entities Keep business cash and products that you sell separate
from your personal money and family 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 salary. “Attitude determines altitude.”
2. Start small, think big Some want to get really big, 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 pace. “Anything the mind of man can conceive, it can achieve.”
3. Differentiate your business Selling 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 your products differently and not
locating near your competitors. “The harder I work, the luckier I get.”
4. Buy low, sell high To make money in business you must sell something for more
than you paid for it. The difference between the price you pay and the price you
charge for a product is the ‘gross profit’ or ‘margin’. The bigger the difference, the
more money you will make. Negotiate with suppliers for lower prices. “Winners
speak in specifics, losers speak in generalities.”
5. Buy on credit, sell for cash Many 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, pay suppliers on time. “Compete with someone, even if it’s
yourself.”

Page 7 of 76

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 earn P2,000 that day. Small inventory turned everyday is best. “If
you can’t measure it, you can’t manage it.”
What leads to failure instead of success?
According to research from banks and other business support
agencies, business failures can consistently be pinned down to four
major causes.
1) Lack of strategy and planning
2) Lack of financial understanding
3) Lack of business management know-how
4) Lack of marketing activity
If you know can that you could improve in at least one of these areas and are prepared
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 get so many business
owners into big trouble.
1) Lack of strategy and planning
This isn't to do with small businesses not having a business plan - quite the opposite.
Research confirms that the majority of small firms have a plan at start up and in their
early stages. 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 careful thinking 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 runs out 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 need to 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 know-how
People with little or no business management experience, 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 switched-on business owner will almost always spot the areas where they are
lacking in management know-how 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 small business 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, even if 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 methods 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.


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



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



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



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
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Now write down what you think the new business you want to start
should do, if it is to succeed?

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
____________________________________________
Discuss the following question…
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 great." Les Brown
“The road to success is always under construction." Arnold Palmer

____________________
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Module 3. Could I 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 small business – one that has the potential to grow.
It is often people labelled as ‘entrepreneurs’ who are the
most likely to start trading or small business activities.
Entrepreneurs are people who are not happy with the
‘status quo’ (the existing/current situation) and who
have a determination and persistence to try to change
things to provide a better future for themselves and their
families. Being unemployed, with little or no earned
income encourages entrepreneurs to look for opportunities to develop trading
activities that can develop into a successful business.
Most business start up advice is old ‘common sense’ (simple, good judgement).
Nonetheless many businesses that get started fail to meet expectations and either,
close down or fail to grow to reach 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, your home
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
microenterprise opportunities (Some are listed in
Module 4) and then select perhaps two or three you
would like to learn more about – the best way to do this
will be to access the internet, which will enable you to
research your enterprise idea and if possible print off
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 self-confidence
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 (‘never take no for an answer!’)
Ability to learn from mistakes

These qualities help the entrepreneur to think, analyse, solve problems and take
action.
Not every entrepreneur will have all of the above qualities. However, many of these
qualities 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 who are successful at starting their own business usually
demonstrate some or all of the following traits:
1.
2.
3.
4.
5.
6.
7.
8.

Dream of making a better future for yourself and your family
Optimistic and can visualize what success could mean
Good listener and observer.
Not afraid of change
Good organiser
Self disciplined
Persistent in overcoming problems
Interested to learn from others, books, journals and the internet

Remember - starting a business is not just about making money
and you will certainly not ‘get rich quick’ but you could work
towards a better more secure future with adequate income for you
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 and can 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 successful in starting and growing a small
business have certain qualities often defined as being ‘entrepreneurial’
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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 generally seen as:


Persistence – ability to keep working towards your goals even when progress
is slow or difficult



Self-confidence – 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



Pragmatic – have a realistic approach to problems and opportunities



Flexible – willing to change thinking or actions if a better way becomes clear.



Interest in controlling the things happen in your life



Desire to make the best of your potential



Ability to build on experience of failures and problems



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



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

Are you 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).
[ ] I need to earn enough to support the lifestyle I want
[ ] I need to provide for my family
[ ] I need to earn enough to save
[ ] I need a more secure income
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[ ] I want to be able to help others
[ ] I want work that will allow me to learn new skills
[ ] I want work that allows me to use my knowledge and experience
[ ] I want to gain a sense of achievement in my life
[ ] I want to do something different in the market
[ ] I want work that gives me freedom and flexibility
[ ] I want to help the Church grow
[ ] I want to work the hours that suit me
[ ] I want to be my own boss
[ ] I want to choose who I work with
[ ] I want to be an effective Christian witness to those I work with
[ ] I want to put something back into my community
[ ] I want to spend reasonable time with my family and friends
[ ] I want to provide and excellent product or service
[ ] I want to provide excellent quality of goods or service
[ ] I want to be respected by my family and friends
[ ] I want to grow the business to provide employment for others
[ ] I want to be respected by the business community for integrity
[ ] My family will support me and help where they can
[ ] I have demonstrated innovation and persistence in some of the things
I 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 be
considered a success. When it comes to happiness, money is
not the most important thing. First, love what you are doing and
take full pleasure in committing yourself entirely to your work
and the needs of your customers. This positive outlook will
determine your success!
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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, you'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 I Start?
This module encourages you to carefully consider the type of business that could be
most successful for you and what you need to think about
a. Introduction – it’s your choice
b. Producing something your community needs
c. Providing a service for others in your community

a. Introduction – It’s your choice!
If you have already completed Modules 1 to 3 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 that’s great! You could become a successful entrepreneur and business owner.
We hope this section will help you decide what sort of business you could start.
Life is a series of choices…
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 things happen, the choice
to settle for less, the choice to let others do their
thinking. The choice to merely exist from one day to
the next. It is hoped that your choice will be to
develop your best potential using your abilities and
experience, to generate income 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 choices. 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!
Most microenterprises will start from a home base as this keeps the start-up cost to a
minimum and reduces the risk of loss if the venture does not succeed.
Most home based work is ‘informal’ that is it is not registered so may not pay taxes
but the owners of unregistered businesses may also have no social insurance or
security benefits from the State.
Working from home may anyway 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
others, like manufacturers, or ‘outsourcers’ – where pay is often on a ‘piece rate’
basis, that 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 microenterprise which Aid for Trade wants to help is
the production of agricultural produce, craft goods or other products – or the provision
of services for sale in your local community or nearby town. Keep in mind that if your
business can also help meet the needs of your 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 your 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 another informed 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 able 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 fail. In the UK over half of all new business fail within three
years - you need to know why start-ups fail, so you can prepare and plan your own
business with the best chance of success





Not sure who will buy your product or service? You will
fail!



Producing a business plan without having done any
research on the need for your products or service? You
will fail!

Have no ability or enthusiasm to sell anything? Can’t see yourself finding
customers and selling them your products or services and then getting them to
buy again and again? You will fail.
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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!



Not prepared to listen to others views on your plans and
make changes if needed? You will fail!

Please remember this:
Failure to plan is planning to fail!

So, to emphasise the importance of this - don't start a business if you…


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



haven't got a clue about how to run a business day-to-day,



don't have the courage and commitment for selling yourself or your services



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

Don’t start a business unless you have asked others what they think and learn what
you can from any competitors. Above all, don't start up without thoroughly
researching your idea and your market

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


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.


You are physically fit and possess the needed mental stamina to withstand
potential challenges. Often overlooked, less-than-robust health has been
responsible for more than a few failures!



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



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 failures;" - using failures as a
"learning process."
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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.



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

Your Opportunity
If you already know what you would like to do that’s great but make sure
you have thought over other 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 Something your Community needs
Here is a list of some opportunities for micro-enterprises 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 these business opportunities is
available on our website)
Microbusinesses Producing Goods For Sale
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18

Bakery/retail
Basket weaving - cultivation of willow raw materials
Building and repair services
Cake and biscuit production
Cheese and other dairy products manufacture
Collective marketing and sales of fresh farm produce
Computer services - supply of reconditioned computers/ink cartridge
filling
Electrical services
Free range egg production
Fresh farm produce
Hand made candles
Hand made greeting cards
Hand made jewellery production
Hand made paper
Hand made soaps and cosmetics
Healthy Snack foods
Hedging and walling services
Herb farming products/extracts (eg lavender bags, herb teas)
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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
47
48
49
50
51
52
53
54
54

Home packed 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 testing - basic health advice and selling
medicines/spectacles
Mobile Pharmacy with sight testing/ reading glasses
Mobile snack foods
Mud brick production
Mushroom production
Paper beads and products (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 late market 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 imported goods - 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, fruit or flowers
Vegetable Box home delivery service
Weaving, sewing and knitting group
Wooden toy production
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c. Providing a Community Service
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21.

Child care service/nursery
Club for the elderly
Community owned savings bank
Community video/DVD producer
Composting services (Biomass/wormculture)
Dry stone walling/fencing
Eco tourism
Hairdressing
Manicurist/chiropodist
Minibus/courier services
Mobile disco/clubs for young people
Mobile library/information centre
Mobile Village cinema
Portable rented toilets
Post,telephone and email services
Teaching English
Travelling theatre group
TV repair/leasing
Village dressmaker/tailor
Village photographer (Digital camera with solar powered printer for
immediate prints)
Village shop or Cafe

My own ideas for my business:
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………

So, what do you feel you could start, that would be successful?
…………………………………………………………………………………………..

Discuss your business idea with your group or family
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Memorable quotes:
“The successful person makes a habit of doing what the failing person doesn’t do.”
Thomas Edison, inventor and scientist

"A good name is more desirable than great riches; to be esteemed is better than
silver or gold." Proverbs 22:1

__________________
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Module 5. How and Where Will I Sell My Goods or Services
The expression ‘you can sell anything once’ is probably true. You cannot run a
successful business selling just once to a customer!

This module helps you think through who you are
going to sell to and how to ensure they return to
buy your product or service on a regular basis.
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 and write down or
discuss the differences!

Your Business Vision.
What do you want to achieve with your business?
_____________________________________________________________________
____________________________________________________________________

Your Business Type What product or service are you planning to sell?
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

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

Your customers and competitors
Who are your customers going to be?

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
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
will buy your products or services again

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

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

Distance
from you.

Competitor
Strengths

Competitor
Weaknesses

How do your competitors promote their business?
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

A Successful 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?
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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 single-mindedly.

My USP will be:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
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Here are five 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 at everything 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 before 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 spending too 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. Don't spend 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 capital requirement 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 or a library – 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

“A business____________________
exists to create a customer”.
Peter F. Drucker
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Module 6. How Can I Best Plan for Success?
5 Steps You Can Take
1.
2.
3.
4.
5.

Have clear goals and plans
Know your market and your competitors
Quality and customer service
Be bold and flexible
Develop your Business Plan

1. Have clear goals and plans:
Get-rich-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 own venture 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 entrepreneur 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)


Are you a self-starter (Not waiting to be told what to do!) ………



Are you prepared to work hard for as long as it takes

………



Can you handle uncertainty and risk of failure

………

Can you say with confidence what income you hope to earn from your
business
Year One…………….. Year Two……………….Year Three …………….
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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 supply?
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 out if your customers will want to buy your product – make 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 (Maximum
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 in your planning and they
may even let you know you need to change your ideas! Give your group
refreshments and/or a small gift for coming – it 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 anything – maybe 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 Design – A Rolls Royce or Mercedes car has a high
design quality whereas a Ford Fiesta or Fiat 500 has a much
lower design quality – both are right as they are designed very
carefully for their differing customers Whereas Mercedes
might use expensive leather seating Fiat probably use plastic or
cloth seating, costing much less! Both are well designed!
How well does your product or service design meet your customer’s needs? This
could involve you in producing possibly many ‘prototypes’ for testing, by yourself
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 feel have a high design quality
_____________________________________________________________________
______________________________________________________________
Why is
this?______________________________________________________________

Now write down some products you think have a lower ‘design quality’
_____________________________________________________________________
____________________________________________________________________
Why isthis?___________________________________________________________

3. Quality and Customer Service cont
Quality of Conformance – 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
and don’t produce goods which you later decide do not
meet specification so cannot be sold.
Decide how much variation in your quality will be
noticeable and acceptable to your customers then do
your best to ensure you do not produce anything outside
these limits – and if you do it is better to reject and
recycle or throw out unacceptable products.

Write down any products you have purchased which had quality that 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
quality products, resources, suppliers, people, advice and so
on available to you when you start up. Your customers
certainly won't ever accept second best, so why should you?
Never compromise on this.
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 with excellent
customer service!
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 the product or offer to refund the purchase cost? Excellent
service for your customers is vital, so remember the customer is king!

Customer service cont/
Be clear about how you will provide excellent customer service
!

Write down some ideas on how you can best serve your
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 and above 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 the floor. 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 through the planning 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
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 finding problems 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 expression: When 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 can
change products or services very quickly if there is
need to do so. The courage of conviction that you are
going to succeed is the most important factor under
difficult circumstances
Write down two problems you have tackled
successfully in your life:
1.___________________________________________________________________
________________________________________________________
2._____________________________________________________________
_____________________________________________________________________
Discuss problems you have been able to tackle with someone or 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 are going and how you plan to get there.
The business plan should encompass the vision and passion of the
creator. This passion would automatically be transferred to all those
who come across the business plan.
One of the biggest reasons businesses are not successful is that the owner has not
thought carefully enough or done enough ‘research’ to make sure there will be enough
customers willing to buy the goods produced or the services offered.

Planning to start a business is like building a bridge or jigsaw puzzle – 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 business that makes you ‘stand out’ or lead
the way for others.

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


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



It will be very useful in dealing with important relationships especially
if you need to obtain money to help you start .



Your business plan can uncover problems and/or
weaknesses in your planning process.



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 ‘Templates’ as Annexes to this Module.
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 don’t need more than US$500 start up and year one
working capital. These enterprises will be:
 Simple and fast to start
 Only one worker – the owner
 Little or no start up money needed – no loans needed
 Usually home based
 Low risk
 Learn while earning

Business Plan 2
For start ups that require between $500 and $3,000 start up and working capital.
These enterprises are:







Fairly simple and fast to start
May be a group or Cooperative
The owner may need some help from others or have paid
employees
Some loan funding may be needed (Loans should be avoided as
they will take most or all of your profit to repay – consider
starting much smaller so you learn and can save some money to
expand)
Usually home based

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

Memorable quotes:

"It is better to take many small steps in the right direction than to make a great leap
forward only to stumble backward."
Louis Sachar

"The bitterness of poor quality is remembered long after the sweetness of low price
has faded from memory."
Aldo Gucci

_________________________
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Module No.7 Sources of Money?

This module helps you to understand 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 barter. The 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 use. Trading some fish for wheat or seed can be a
‘win-win’ trade (where both persons or groups are pleased with the
deal).
Trading products, services, or promotional efforts can provide an
affordable way to extend your trading.

In general of course money 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 a
cash basis – that is you sell goods for cash and
keep the money to buy more materials, perhaps
keeping some for yourself
However trading entirely in cash has its problems, as you can lose
it, have it stolen, spend it unwisely or lose track of what money
belongs to your business. Most traders find it better to open a bank
account so that the money is available but kept safe and the bank will give 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 current or business account)
Banks also give you a cheque book

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

What is the trading situation like in your area?
Everyone trades in cash…………………………………………………..
Some traders use cheques and a bank account………………..…………..
Nearly all traders use a bank account……………………………….…....
We have a savings and loan Association………………………………..
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The nearest bank to my home is
................................................................................................................

I already have a bank account Yes……… No…………
If no do you feel you should open a bank account for your business
Yes……………..No………………….Not sure………………..

How much money do I 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 month – this is called the Cash 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 ‘Cash flow’ is. If the tank becomes empty you are
in trouble.

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

Page 37 of 76

Cash Flow Forecast

Month
1

2

3

4

5

6

Amount in cash at start of
month
Income from sales
Other income
Loans or grants
Total Income
Less
Materials
Loan repayment
Other costs or expenses
Total Expenditure
Amount (Balance) left in
cash at month end

Some micro businesses which provide a service can be started with
very little or no money, but most do need some amount of money to
start.
IF YOU CAN START WITHOUT BORROWING MONEY FROM
ANYONE THAT WILL MAKE SURE THAT EVERYTHING
YOU EARN YOU CAN KEEP
However when starting a business you must make sure you have enough money
available to:
1.Buy or rent, the minimum equipment needed to produce enough of your product.
You may have an option to rent or lease equipment so you pay a small amount per
month, then when paid for the equipment is yours.
2. Money to buy raw materials, packaging and to pay for other business costs you
may have to spend before you receive money from sales.
3. If you need to spend large sums then make sure you check prices very carefully and
if possible obtain quotations from three suppliers to see who offers the best deal! Can
you buy used equipment at a lower price?
An Example
If you take a loan $500 to buy equipment, for one year at say 15% interest,
then at the end of the year, you will have to pay back $500 plus 15% =
$500 + $500/100*20 interest = $500 + $75 interest. This all has to come
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from the profits you make in the business. If you did not take a loan you would be
able to keep that amount in the business or for your own income.
If you make say 20% net profit (After all your costs have been deducted), then you
will have to sell goods or services worth $2,875, just to pay back your loan!
If you take out a loan and fail to pay it back with the agreed interest you may never be
able to borrow any money again
This is a good reason to have a business plan which includes your sales forecast and
profitability – so that you can see if it is feasible to pay back a loan

Work out how much you have to repay if you borrow for one year:
$200 at 15% interest. I have to pay back $.............
$300 at 20% interest. I have to pay back $...........
$400 at 30% interest. I have to pay back $...........
Some loans are offered on a monthly basis, with interest charged monthly, so if you
take a £200 loan for six months at 20% per month you will have to pay back $320
What periods of loan and interest levels do you know about in your area?
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
……………………….

If you take out a loan your business is in debt and it is likely that you will be
personally responsible to pay back this money – even if you close the business.

Where can Money for my Business come from?
Sadly money does not fall out of the sky, so if you need
money to start your business you have to:
1. Save it
2. Earn it
3. Borrow from friends or relatives
4. Borrow from a bank or Microfinance Institution (MFI
5. Borrow on the street
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Saving your own money or earning it are by far the best ways, but you may have
friends or relatives who would be willing to either loan or give you some money to
help you start.
If you have to take a loan from a bank or MFI they will need a sound business plan
and will charge interest, possibly high.
The worst option is to take a loan on the street from unregistered ‘loan
sharks’ who will charge very high interest and may take your personal
goods if you do not pay back on time
So, make sure you know exactly what you have to pay back and when
and ensure you have a signed written agreement.

The key message of this section is – don’t overburden yourself with
debt – it has to be paid back on time, plus interest!

Keeping Records
In regions where there is a ‘cash economy’, there can be a
great resistance to providing records of purchases and sales.
However, for any business to know how it is doing it is vital
that records are kept.
If you cannot get receipts or invoices when you make any
payments – then at least carry a notebook and make you own
records with a date entry. Don’t wait until the next day, you
will not remember the details!

For the business to achieve its success and profit, it is necessary for the scores to be
kept, as it
were. Keeping records is really like score keeping - if you went to a football game
where no one kept the score, you would have to ask “what was the
point of that whole exercise?” By keeping the score you are able to
work out who is winning and whether you are winning at all.
Many people do not know the "current score" of their own business
because they have failed to realise the importance of keeping good
and adequate records.

How will keeping records help you?
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Keeping clear and accurate records will contribute to the success of your
business in the following ways:



Provides information so you know how much money you have available in the
business.



Provides information to base business decisions on – can you buy more
materials? Can you pay back any loans? Are your sales contributing the
amount of income (revenue) you had planned?



Contributes promptly to assessing the financial situation of the business at any
time.



Saves a lot of time and effort. In preparing your financial statements quickly
and accurately.



Helps measure the business performance against the plans that were originally
set down in the Business Plan.



Highlights areas where problems could arise and enable remedies to be put in
place.



Helps in detecting thefts within the business itself.



Increases the chances of the business operating and achieving success.

What will your records tell you?


The following checklist will give you an idea of some of the things that your
records could help to show you:



The income you are generating now and how much
income you can expect to generate in the future.



How much you owe for goods or rent or other expenses.



How much cash you have on hand and how much cash is tied up in other
things such as stock



Your gross profit and your net profit.



How your financial situation compares with last year or with your budgets.



How much cash is owing to you at any time and how long has it been
outstanding.



What are your actual expenses and overheads compared to your projections?
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Which of your products are making a profit and which are running at a loss?



Good records will keep you on your toes and enable you to monitor every
situation. It is no use finding out six months down the track that a particular
product has been selling at a loss, or that your sales are 50% less than what
was in your budgets, or that you are owed $50,000.00 more than expected at
any particular time of the year.



After you have put together a good system for recording, make sure you use
the system to help ensure your success

So, what are the records you should keep?
1. Address book for all your contacts
2. Accounts Book (for entry of all expenditure and
income)
3.
4.
5.
6.
7.
8.
9.

Records of all recipes, processes, materials used
Product or service costings
All bank statements (If a bank is used)
Monthly cash flow records
Journal or diary – keeping key notes on issues, news, opportunities
A book recording all your sales orders and deliveries
A file folder containing all your receipts and another one for all your invoices

If your business is to grow it will be much easier for you to manage if
you have a computer as you will be able to keep all your records in
files there.
(There is useful free introductory training for using a computer, emails
and the internet on
www.bbc.co.uk/webwise)
Memorable Quotes:
“A good reputation is more valuable than money”
Publilus Syrus

“More business isMicroenterprise
lost every year through
neglect
thanProgramme
through any other cause”
Start Up
Training
Rose F.Kennedy
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Module 8. Preparing for Success

This module helps you understand how to develop a strategy for your
business and how best to use your personal experience and
commitment to tackle the challenges you may face in building a
successful business.
_______________

Preparing for Success.
Congratulations! You are going to start your own micro business.
You have prepared a good Business Plan and have identified sources
of help and any money you need to start.

Now you’re in for the roller-coaster ride of your life!
The ‘highs’ of running your own business are many; flexibility,
freedom, the chance to set your own agenda, letting your unique
talents shine, and taking the ultimate responsibility for your life –
living off your own earnings.
With it, however, may come the ‘lows’ and to survive you must be
mentally prepared to tackle problems and failures along the way
And to do that you need to ensure you don’t become an unsuspecting
entrepreneur who’s ill equipped to deal with the many emotions that
threaten even the most focused and talented person.

To best ensure you can be successful you will need to:


Be realistic about what you can achieve. You are not going to
get rich quick, but if you stick at it you can succeed beyond
your expectations



Make a wholehearted commitment to succeed,
– whatever it takes!
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Keep focused on your

personal vision





Know who can help you when needed

Develop a ‘mindset’ that’s keyed for success.

The smart micro business owner understands that the right
mindset and support is crucial to their success.

The success of your micro business is all about YOU! Think about this and
complete the next exercise
1. What do you want to Achieve?
Nudges: What is your ultimate goal?

……………………………………………………………………………………………………
….
2. Are you living with purpose?
Nudges: What do you love about the life you have now?

……………………………………………………………………………………………………
……..
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3. What depletes or drains you?
Nudges: What do you need to ‘stop’ in order to ‘go’?
…………………………………………………………………………………………
…..
4. What replenishes you or fills you up with enthusiasm?
Nudges: Who and what inspires you?

……………………………………………………………………………………………………
…………
5. What in your character or experience will help you succeed?
Nudges: Unless you believe that you can succeed, how will anyone else?
…………………………………………………………………………………………
……

Strategies for Success
Here are some very practical things you should think about and do
to help ensure you have a strategy for success
1. Concentrate on attracting new customers.
2. Look for ways to increase the average sales amount per customer
transaction.
3. Understand the need to get your customers to buy from you more often.
4. Think about how to keep your customer for life!
5. Identify one thing that your business can do better than anyone else.
(This your USP – your unique selling proposition – every business should have one!)
6. Recognise that reputation for outstanding customer service will set you apart from
your competitors – and go for it!
7. Find a market ‘niche’ for your business that you can sell into successfully, without
strong competitors who will limit your progress.
8. Find reliable key suppliers who provide you with products and services on time and
at costs which you are happy with.
9. Make sure you identify alternatives for each of your existing key suppliers should
any of them disappear, or become unreliable or too expensive.
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10. Ensure you have someone reliable inside or outside of your business who you can
turn to for help or advice when you do not have the expertise to solve a business
problem
By focussing on these key issues, you will be able to increase your chances and
capacity not only to survive, but also to develop your business and improve its
profitability over the longer term.

Business Evaluation (SWOT)
It is very important that you assess your business honestly and with an open mind.
A good way to do this, which is used by all sorts of organisations, is to do a SWOT
analysis of your enterprise to assess its:

Even if you have not yet
try to make an assessment
you see things:

started your business
and write down how
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A SWOT analysis should help you to develop your strategy to:
 build on your strengths
 tackle and reduce your weaknesses
 explore new opportunities
 face up to threats that could damage your business or limit
its growth

Based on my SWOT Analysis I will need to:
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
………………………………………………………………

Tackling Problems
But what are you going to do when things don’t go well?
Write down some of the problems your business could experience:
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
………………………

There is a solution to every problem!
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Here is a helpful approach to finding solutions!

A story is told of a chicken farmer whose land flooded each Spring, killing all his
chickens.
In despair he told his wife: “I’ve had it! I can’t afford to buy another place and I
can’t sell this one. What can we do” Calmly she replied “Buy ducks!”
Now think about and write down what the solutions to the problems you listed could
be:
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
………………………………………..
Cash Flow Problems
If you run out of money you will not be able to buy materials or pay for goods or
services you need to run your business. More new businesses fail because of this
problem than any other!
Below is an illustration of ‘Cash Flow’ (more detail was provided in Module 6 ) into
and out of your business – you always need to have enough money in the bank or ‘in
hand’ to be able to pay people you owe money to, including any repayment of loans.
You cannot risk taking a wage from your ‘cash in hand’ unless you have enough
money to pay your creditors (People you owe money to!)
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If you find Cash Flow problems here is what you can do:

Memorable Quotes:
“People with clear, written goals, accomplish far more in a shorter period of time than
.
people without them could ever imagine”
Brian Tracy Management ‘Guru

“Never, never, never, never, never give up!”
Winston Churchill

___________________
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Module 9. Integrity and Good Management

1.
2.
3.
4.
5.
6.

Formal or Informal Business?
What is Integrity?
What is Corruption?
Principles for Ethical Management
Practical Guidelines for Sound Management
Networking

This module explains why it is so important to run a business with high integrity
and suggests what is required for good management and successful growth.

1. Formal or Informal Business?
Most microenterprises start as informal unregistered businesses, which usually means
they pay no taxes and the owner or employees may receive no state benefits such as
sick pay, unemployment or redundancy support or state pension if these are available.
Starting in the informal sector working from home is obviously the simplest and
lowest cost way to start - but of course does not absolve the owner from responsible
management or from ensuring the public safety of any products or services. The
owner will be personally liable for any losses or claims made against the enterprise.
Aid for Trade understands the need to start in the informal sector but as soon as the
business grows to a point of employing workers we encourage registration as a formal
business to ensure state benefits can be accessed and state or local taxes paid

Every new business can grow and bring more benefits to the owner and to their
community.
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The principles of successful trading are
global. The businesses that will grow
strongest will operate with sound
management and high integrity
avoiding corruption or bad practice

What type of business do you want to start (informal or formal) and why?
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
……………………….
If you plan to start a formal registered business, have you found out what is required,
where to register, how long will registration take, how much it will cost and what
your legal obligations will be, for example will you need a formally audited accounts
to be submitted each year? Do you know where to go or who can best help you?
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………

2. What is Integrity?
DOING WHAT IS RIGHT – EVEN WHEN IT
IS DIFFICULT
Even working from home, if you want your
enterprise to grow and achieve its best potential for
you and your family then you should consider what
your values and practices will be. Keep in mind that
any well-managed enterprise with planning,
commitment, hard work and integrity has the
potential to grow much larger, helping more people
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3. What is Corruption
THDE DELIBERATE MISUSE OF MONEY OR RESOURCES FOR
PERSONAL GAIN

Corruption, most often occurs as bribery and is
defined as the deliberate misuse of money or
resources for personal gain. One of the biggest
challenges which Christian businesses need to
address is the challenge of corruption which is
endemic in many, if not all countries and
especially the poorest ones.
Avoid corruption. If you can avoid individual or
bureaucratic corruption, resisting which may
prove to be costly or even damaging to your
business, you will build a respected reputation in your community which will help
ensure your future successful growth.

Write down two examples of corruption that you can think of:
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………

4. The Principles for Ethical Management
Aid for Trade wants you to be committed to the principles of:












High integrity in all your activities
Having a focussed plan for growth
Building positive relationships,
Ensuring consistent quality and service,
Full legal compliance,
Openness and honesty in all dealing with others
Providing equal opportunities regardless of sex, age or race,
Giving exceptional customer service,
Being concerned to minimise waste of materials or time
Concern to protect the environment
Adopt the principles of Fair Trade.
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1. View your enterprise both as a means of generating income and of
serving and helping others.
2. Build confidence and trust with all those you have contact with,
 Pay for materials and services you buy in full when
payment is due
 When you say you will do something – make sure you do it and
never promise what you cannot deliver
 When attending meetings always be on time, be attentive and
make sure you follow up any agreed action
 Repay any loans with the agreed interest when they are due
 Never use any money given or loaned to your business for
anything other than the use agreed with the donor, unless you
first agree it with the donor

3. Always keep calm even in the most trying circumstances – never lose your
temper or raise your voice as this achieves nothing
4. Build good positive relationships with all your business and
customer contacts helping them when you can
5. Never sell goods that you know to be sub-standard – unless
you tell customers what is wrong and offer a suitable discount
6. Be prepared to recall any goods that you sell which you find
could be faulty or poor quality
7. Never buy any goods that may have been stolen. You should know where any
materials you purchase come from and make sure they are not made by child
labour
8. Always set a good example of polite respectful behaviour to others – it will be
noticed
9. Always tell the truth about your goods, delivery times and services – never
promise what you cannot deliver
10. Be willing to share information about your business with others, even your
competitors
11. If you make a mistake in the amounts charged to
customers – correct the problem openly and
quickly
12. If you receive any complaints about your products
or services make sure you respond quickly
helpfully and make any refund or replacement
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13. Deal with any complaint promptly and fairly making recompense as
appropriate.
14. Try to delight your customers with your products, your service and the value
and quality of your goods or service
15. Avoid paying any bribes or ‘kickbacks’ for goods or services or for special
treatment or favours
16. In difficult situations where threats are made to your business unless you pay
for ‘protection’ you must do all you can to resist or refuse to pay as this is
corruption. It may be helpful to discuss this problem with your local police
who should be willing to help

5.Practical Guidelines for Sound Management

1. Always buy the best possible quality raw materials (e.g. seeds) from a
trustworthy source. You should try to write down a specification for all your
materials, so you and your suppliers know what you need.
2. If you have an appointment to meet anyone – be there at the agreed time!
Always allow time to find any new address you are visiting.
3. Ensure consistent quality in all the goods you sell. Find ways of using,
reworking or selling unacceptable quality produce.
4. Respect and care for your local environment. Never cause any contamination,
or bad odours with waste materials and dispose of all waste materials properly
5. As far as possible keep your work area separate to your family or living space
6. Work tidily and give yourself time to clean up and leave your work area clean
and ready for the next day
7. Make sure that no-one can ever be hurt by any equipment you use or by any
product you sell
8. Keep a list of the things you need to do and do
them!
9. Make sure all your business dealings are open to
scrutiny and are honest.
10. Resist any corrupt practices. Do not pay or accept
bribes of any sort even if they would benefit your
business, your personal income or your status.
Avoid giving large gifts or lavish entertaining.
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11. Any money borrowed or given to help my business may only ever be used for
that purpose, unless a change of use is agreed with the person who has
provided the money, before any change in use is made.
12. Try to delight your customers with your products, your service and the value
and quality of your goods or service.
13. Find ways of using, reworking or selling unacceptable quality produce.
14. Deal with any complaint promptly and fairly making recompense as
appropriate
15. Meetings, never arrive late, be prepared, take notes, don’t monopolise the
discussion, listen carefully to what others are saying, don’t chew gum or
smoke and make sure your mobile phone is switched off. Be interested, focus
on the subject of the meeting, stay alert and ask questions. Dress well and
present a positive image. Avoid personal attack or argument but address
issues of conflict or difference politely but firmly. Make sure you follow
through with any agreed action
16. Keep yourself fit by regular exercise and as far as possible eat a healthy diet
17. Keep personal and business expenses separate. Pay yourself a salary – when
you can afford to and keep records
18. Don’t take or borrow money from your business for your personal use
19. Don’t keep large amounts of cash in your home. Consider setting up a bank
account to keep your money safe
20. Build and keep good relationships by making sure that phone calls, letters, and
e-mails are
replied to as soon as possible and not forgotten
21. Sell what the market wants to buy
22. Don’t give product or business capital away to friends or relatives
23. If you can supply other products - tell your customers about them
24. Try to avoid selling all your produce to just one customer – if things go
wrong you will lose all your sales
25. Focus, focus, focus! Concentrate on your one venture

These guidelines for high integrity and good management will help to ensure the
success and growth or your business. They are included in the Aid for Trade
Ethical Code of Practice to be found on our website under ‘Ethics’
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6.Networking
Networking is taking or making opportunities to meet with others, usually in groups
and usually for some specific purpose or topic of
common interest.
Take advantage of any such opportunities and
make sure you introduce yourself to as many
people as possible as some may have knowledge,
contacts or experience that could help you.
Always be attentive, open and friendly and you will
find you can make new friends and business colleagues who can help you in your
business journey.
Always have business cards with you to pass on to people you meet – you never
know, they may want to get in touch.
If you agree any action with anyone be sure to follow this up. Don’t promise what
you cannot deliver!
Memorable Quotes:
“If you don't have integrity, you have nothing. You can't buy it. You can have all the
money in the world, but if you are not a moral and ethical person,
you really have nothing.”
Henry Kravis

"Always bear in mind that your own resolution to succeed
is more important than any one thing."
Abraham Lincoln
______________________

Page 56 of 76

Module 10. What is Special about a Christian led Business?
David Livingstone said: "Those two pioneers of civilization—Christianity and
commerce—should ever be inseparable”

This optional module tells you about Biblical values and guidance for running your
business as a Christian enterprise
1.
2.
3.
4.

Not Only for Profit – the Quadruple Bottom Line
Christian Ethos and Values for Business Management
Biblical Guidance for Success
Helping Others

‘God didn't have time to make a nobody, only a somebody. I believe that each of us
has God-given talents within us waiting to be brought to fruition.’ Mary Kay Ash
Founder of Mary Kay Cosmetics

1.Not Only for Profit
Organisations that state they exist for the purpose of making money are doomed to
failure.
Organisations exist to serve customers, and they do so when they provide the
customers with value.
The value added to the customer is such that normally the customer will pay a profit.
Therefore profit is a legitimate measure of the value the firm is producing for its
customers. Without a surplus the firm will not be able to continue to offer the service
or to add value. It is legitimate for a Christian to pray for a profit. But that is not the
same as having the company exist "to make money."
Being a high integrity business also involves respect for the environment (soil, trees,
air, human community) and some share of stewardship of creation rather than raping
the earth.
We want to encourage the concept of a ‘Quadruple Bottom Line:
1. Profit – for income and for reinvestment in your business
2. Social Concern – plan to donate 10% of profits each year
to social needs in your area
3. Environmental Concern – minimise waste and energy
use
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4. Spiritual Awareness and cultural sensitivity. Work can be worship!

2.Christian Ethos and Values for Business Management

Ethos and Values
Successful businesses are founded on sound planning, hard work and clear business
ethics and values. We want to help you to be one of the success stories!
Every successful business however small, needs a framework of values and practices,
within which it operates, which must be understood and adopted.
If a Christian ethos and values are applied
consistently in your business you will earn a
reputation for integrity, competency, reliability and
excellence and your business will thrive.
God wants you to:
 Adopt Biblical principles in your work. (II
Thessalonians 3:8, 10)
 Enjoy life, so He warns us about greediness.
(I Timothy 6:5-7, 10)
The Aid for Trade Code of Ethics for high integrity has been mentioned in Module 9
and is available on our website under ethics
3.Biblical Guidance for Success
Love God with all your heart, soul, strength and mind.
God loves you, cares about you, and wants to bless you. (John 3:16-17, II Chronicles
16:9)
The Bible says: “Love the Lord your God with all your heart and with all your soul
and with all your strength”. (Deuteronomy 6:5). An eternal love relationship with God
is the first measure of true success.
Love your neighbour as you love yourself.
Jesus Christ says in the Bible that our relationships must be characterised by the love
which treats others as one would like to be treated, see Matt 7:12, 22:39 (quoting Lev
19:18).
If we truly love God we will love others because that is what will most please Him.
Just as we care for and meet our own needs so we should care for and work to meet
the needs of others. “Do not seek revenge or bear a grudge against one of your people,
but love your neighbour as yourself. I am the Lord” (Leviticus 19:3)
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Christians must act to help meet the needs of an impoverished world.
God wants you to bless other people:
Your business can provide food and other needs for your family. (Matthew
7:9)
Your suppliers, employees and customers can be blessed through your
business too. (Matthew 7:12)

Love what you do and do it with all your heart.
As we love God and others we will discover meaning and purpose in our work or
business activity that is beyond the mundane. We will know why God has us where
we are and doing what we are doing. Discovering the purpose of our lives will free us
to love what it is we do and therefore, to do it with all of our heart. Whatever you do,
work at it with all your heart, as working for the Lord, not for men, (Colossians 3:23).
Your suppliers, employees and customers can be blessed through your business too.
(Matthew 7:12)
Be thoughtful in saving and generous in giving
God’s plan for financial happiness includes saving money. (Proverbs 21:5, 21:30).
Because God owns everything in the world, He owns your business and He wants you
to honour Him by giving money to your church. (II Corinthians 9:7, Proverbs 3:9)
God is not pleased with persons who exploit or ignore the needs of poor people.
(James 2:15-16, Proverbs 6:9)
Avoid Corruption Build integrity into all you do
Integrity is the cornerstone of every thriving business and the hallmark of every
successful employee. If you want your career and your business to flourish, build on a
foundation of honesty, dependability, and trust. I think that every Christian would
agree that being truthful, consistent, and trustworthy is fundamental to godly
obedience, but the workplace is often the crucible where these principles are put to the
test. The bottom-line question is this: When the heat is on, will you honour your
word?
Effective businesses establish a three-way
contract of trust, where customers can have
confidence in the company's products and
services, employees know what to expect on the
job, and management can be confident that the
staff will deliver on its promises and
commitments. Trust is built upon promises
made and kept, and it is preserved by forthright
and honest communication. When trust has been
established, it becomes the basis on which
people are able to work together effectively. By the same token, when trust is
squandered or lost, effective working relationships are destroyed.
Just like in a marriage, once trust has been compromised, it is very difficult and timeconsuming to reconstruct. Integrity includes doing what we say we will do--honouring
commitments--every time. Don’t make false claims! A store that advertises ‘The
Lowest Price in Town!’ will quickly lose credibility if their claim is found to be
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untrue. Likewise, if we guarantee delivery on a product within 48 hours, but it takes a
week for the customer to receive the shipment, our promises soon lose their value.
Unfortunately, it doesn't take much to undermine confidence in the entire organisation
if, as individuals, we fail to honour our pledges. As Moses instructed the people:
"When a man makes a vow to the Lord or takes an oath to obligate himself by a
pledge, he must not break his word but must do everything he said" (Numbers 30:2
NIV).
The same principle of honouring commitments applies to our responsibility as
employers and employees. If we promise our boss that a report will be turned in on
Monday, but the deadline slides on by, we lose credibility and create an element of
doubt about our integrity. We become what the apostle Paul calls "mere talkers."
Similarly, when management fails to follow through on a promise to add more staff to
assist with increased business, employee confidence and morale inevitably suffers.
We'd all be better off not making promises than to make vows that we cannot or do
not keep.
Integrity also involves accepting responsibility for our actions and standing behind
our results. As a wise baseball
manager once said, "Excuses don't
win ballgames."
If you make a mistake, and we all
do, offer your boss or your
customer an apology instead of a
long story, and then work to make
the situation right. Readily
admitting our shortcomings, and
then changing our future behaviour, is important for establishing and maintaining
trust. "He who conceals his sins does not prosper, but whoever confesses and
renounces them finds mercy" (Proverbs 28:13 NIV).
Two keys for maintaining integrity are to think before you act or speak, and to count
the cost of all commitments *before* you pledge yourself. When your customer
makes a request and asks for a commitment, first make sure that you understand the
requirements and expectations. Take time to clarify specifications and repeat back
what you have heard. Faulty assumptions are often the basis for a loss of trust in
business relationships.
Next, evaluate your schedule, being honest about any conflicts or
complications, and only accept the assignment if you can deliver the
expected results. Once you have determined your response, follow
Jesus' admonition and "simply let your 'Yes' be 'Yes, and your 'No,'
'No'" (Matthew 5:37 NIV). Although saying no might be difficult,
honest answers are essential for building trust. It is better to lose an
order today, than to lose a customer forever. "Kings take pleasure in
honest lips- they value a man who speaks the truth" (Proverbs 16:13
NIV).
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What's true of kings is true of customers as well. People appreciate an honest deal,
and they will keep coming back for more. Working with integrity is a "valuebuilding" strategy for individuals and businesses alike. The best way to establish job
security is to be known as the "go to" guy, the one person who follows through every
time. When your boss can depend on you to fulfil your responsibilities consistently,
you become more valuable to the organisation--and ultimately more promotable.
Likewise, every great company, regardless of industry, anchors its reputation and its
success in honest dealings, consistent effort, and diligent follow-through. Businesses
that succeed in establishing trust and integrity inevitably succeed in the marketplace
as well.
3.Helping Others
A Christian business should ensure they offer fair wages and adequate working
conditions to anyone employed.
The business should try to commit 10% of annual profit to helping others in their
community
Helping others to start a similar business is good way of expressing to God for a
successful business
(Aid for Trade is pleased to add successful model business profiles to its website)
Taking on an Apprentice is another way to help others and to also provide another
worker to help grow your business!

Do that which is honest
2. Corinthians. 13:7

I c an do all things through Christ who strengthens me
Philippians 4:13

"As we have therefore opportunity, let us do good unto all men, especially unto
them who are of the household of faith."
Galatians 6:10 KJV

_______________________

Page 61 of 76

BUSINESS PLANNING GUIDE
.
Note: This Business Plan Template is for Microenterprises with a likely capital
investment need of $500 to $3,000 max.
Characteristics of a good Business Plan






Write it yourself as Business Owner
Be realistic
Be comprehensive - cover all the vital areas of the business
Clarity is vital



You must study to know the market for the goods or services you will trade,
learn who your competitors are and know who your customers will be, how
you will sell to them (Marketing!), how much you expect to sell (Your Sales
Plan!), and forecast your product costs and sales prices (Your Gross
Margin/Profit!).



Then you must have a clear idea of the capital (Money!) you need to start and
all the on-going costs of providing your product of service. This will enable
you to calculate your business profitability (Your Nett Profit).



Last but not least, you must think how best to please your customers with
consistent quality goods or services. Without customers you have no business!



If you can do all of this, before you start you should feel confident and be on a
good track for success!
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This is a guide for preparing the content of your own Plan

1. Business Name:
2. Address and telephone/email
3. Will the business be formally
Registered or start
Unregistered (Informal)?
4. Who will own the business?
5. What experience or
qualifications does the owner
have:
6. Who will do all the work?
7. Is any training needed? If so
give details.
8. What monthly amount does
the owner wish to withdraw
from the business each month
to support themselves and
their family?
9. Will there be any paid staff?
10. Where will the business
operate from (eg home/rented
space)?
11. Do you have use of a
computer and access to the
internet?

Page 63 of 76

Products or Service

12. Describe the products or
service your business will
provide.

13. Detail every step of the
operation of the business.
Add pictures if you can.

14. Are there any seasonal or
market variations in the
business?

15. What name will you call your
products or service (Brand
name?)
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Equipment and Materials
16. List all the plant and equipment
needed including name of
supplier and prices
Supplier and price:

Plant or Equipment:

17. List all the raw materials or
stock to be obtained
including purchase prices
and the name of the supplier,
if known.
18. How far must you travel to
buy materials and how
often? What are these
travelling costs?

Page 65 of 76

Quality Control
19. Your products or service must
meet the expectations of your
customers, if your business is to
be successful

Describe the quality you want to provide
in your goods or services and how you
will control this:

Your Customers

20. Who will your customers be
and how far away from you
are they?
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Complete the chart below and include any
21. Have you presented your
products or services and prices other comments here.
to possible customers for their
views?
If so, detail the results but if
not, please do this and obtain
views of at least 10 possible
customers

Customer Name

Will they buy
from me?

What price
will they pay?
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What other products or services
would they want?

Sales Forecast
Complete the chart below with any other
22. Sales – what do you
realistically believe you can comments here. As these are forecasts, please
sell over the first 12 months? be realistic rather than over-optimistic!
Detail each month.

Month

Month

Month

Month

Month

1

3

4

5

6

Month

Month

Month

Month

Month

7

9

10

11

12

6
month
Total

a. Number of units sold*
b. Selling price per unit
Total Sales Value (a x b)

a. Number of units sold*
b. Selling price per unit
Total Sales Value (a x b)
Year Total
a. Number of units sold*
b. Selling price per unit

* or jobs done if you provide a service

Total Sales Value (a x b)
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6
month
Total

Marketing
23. What is your business’s
Unique Selling Proposition
(USP)? (What is special
about your goods or service
that will make people prefer
to buy from you?)

24. How will you advertise or
market (tell people about)
your business?
25. How will you make sure they
want to buy your goods or
service again?
26. Who are your competitors
and how will you compete
with them?
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27. How much start-up money
do you need? Aim for the
absolute lowest possible
amount to start:

Identify in chart below

Start Up Costs

Plant and equipment cost (Ref item 16 above)
Training (Ref item 7 above)
Any production trial or testing costs
Working Capital for raw materials or stock (Ref. item 17 above)
Transport (Ref. item 18 above)
Any other costs
Total plant and working capital needed to start:

28. How much start-up money
can you provide or source?

Set out in chart below with any comments
here.

Source of start up and working capital

Page 70 of 76

How much?

Profitability and Cashflow
This is a vitally important part of your plan and you should complete the table below;
ignore cost items listed that do not relate to your business but you may need to add
other related costs.
Please think carefully about the costs involved and be as accurate and realistic as
possible. If you cannot be sure of making a profit you should not start!

29. Profitability What is the
profitability of your product/s

Sales Value (money from sales)
minus all Costs = Nett Profit

Remember if you can reduce (cut) your business costs your profit will increase!
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Profitability Forecast
Currency =

Target

Per month

Sales price per unit =
Number of Units to be Sold
A

Sales Value (Money received)

100%

Productions Costs
Raw Materials
Packaging
Additional Labour cost (Employees)
Selling costs including transport
B

Total Production (Direct Costs*)

C

Gross Margin A-B

Approx.
60% of A

Fixed Costs (Indirect Costs**)
Loan repayment (If any)
Rent of space/building
Telephone/Internet
Office sundries
Protective Clothing and cleaning
Insurance/affiliations/memberships
Utilities (Water, Electricity, Gas, Waste disposal)
Local taxes
Travel expenses for Sales
Other
Personal income if you choose to include this as a
cost***(include here the absolute minimum you
require each month)
D

Total Fixed Costs

Approx.
40% of A

E

Net Margin (Profit) C-D

Approx.
20% of A

* These are your costs necessary to produce your goods or to supply your service
** These are costs which you will have to pay whether you sell anything or not!
*** You can plan to include your personal income as an operating cost (Labour) or
assume you will take some of the profit generated. Keep in mind that it could take some
time before you have generated enough profit to take personal income
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What is your Cash Flow Forecast?
You need to be sure you always
have money available in your
business to pay all your debts
(materials, loan repayments etc)
when due. If you run out of
money your business will have to
close.
This illustration shows what ‘Cash
flow’ is. If the tank becomes
empty your business is in trouble!
You should prepare a Cash Flow Forecast to ensure you will have enough cash
available to keep trading

Cash Flow Forecast

Month
1

2

Amount in cash at start of
month
Income from sales
Other income
Loans or grants
Total Income
Less
Materials
Loan repayment
Other costs or expenses
Total Expenditure
Amount (Balance) left in
cash at month end
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3

4

5

6

YOUR BUSINESS PRE-ASSESSMENT

Consider the Strengths, Weaknesses, Opportunities and
Threats (SWOT) – how do you see them for your business
plan?

Your business Strengths

Your business Weaknesses

Potential Opportunities for your business
growth and increasing employment

Potential Threats to your business growth
such as competing businesses
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It will be important that you keep accurate records of all your business activities.
Tick those you will plan to keep:
 Address book for all your contacts
 Accounts Book (for entry of all expenditure and income)
 Records of all recipes, processes, materials used
 Product or service costings
 All bank statements (If a bank is used)
 Monthly cash flow record
 Journal or diary – keeping key notes on issues, news, opportunities
 A book recording all your sales orders and deliveries
 A file folder containing all your receipts and another one for all your invoices

If your business is to grow it will be much easier for you to manage if you have access
to a computer as you will be able to keep all your records in files there.
(There is useful free introductory training for using a computer, emails and the
internet on
www.bbc.co.uk/webwise)
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INTEGRITY & GOOD MANAGEMENT
Aid for Trade wants to encourage you to manage your business well and with high
integrity so that you develop trust and good relationships with all those you come into
contact with as you run your business. This is the best basis for you to grow your
business and generate more income for yourself and your family

AID for TRADE wish you success in your new business venture.

.

______________________________
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