Section 4

Business Basics

Guide to Workstart Groups

4.1

Brilliant
Business Basics
(Suitable for One Full Day or 5 x 2 hour sessions)

Objective: This training is to encourage and help people to have the confidence and
knowledge to start an income generating activity, either alone or with others.

Income Generating Activities (IGA) for Subsistence
Any IGA is likely to be a very small ‘microenterprise’ working from home
as an unregistered sole trader (subject to any necessary local legal
obligations). The objective is to help meet basic family subsistence
needs, but with the potential to grow and increase income, should there
be the will and determination to do so.
Participants will each need a copy of the 8 page training programme. There are many income
generating opportunities – see Section 3.3 for ideas – that can be started for very little or no
money.
The group will have a variety of skills and experience which will help the discussions. If the group
has both men and women it is important to ensure there is mutual respect and equal
participation by women present. As a facilitator, you need to show patience and make sure that
everyone stays attentive and interested in the programme. See A.1 for tips on how to do this.
Use a wall display if available.
Before starting: Welcome participants, ask them to introduce themselves and say why they are
attending. If a large group give them self adhesive paper labels to write their names on. If the
group is more than ten is will be helpful to divide into smaller groups for discussions, inviting one
person from each group to share the results.
Explain that the group will have a basic introduction to trading for income generation in
enterprises that should cost very little to start, which should generate income to help meet basic
family needs. Discuss:
•

What they expect to learn on this training course

•

Any specific things they want to learn about
starting a business

•

Has anyone ever run a business or been
employed
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1. Introduction
Discuss: The different ways of starting a business.
What are participants most interested in:
Buy:

You buy products from suppliers at a low price and sell at a higher price.

Make: You make the products yourself, to sell at a profit
Grow: You grow products yourself to sell fresh or store, if possible, to sell later
Do:

Do something! Provide a service to your customer needs.

Bring in and pass round items that represent each of these basic business concepts, for example:
Buy:

Candy, which can be brought and then sold

Make: Piece of decorated clothing that has been hand sown
Grow: Something that has been grown in local field and which is ready to be sold
Do:

Give example of a business that is providing service e.g. a mobile footwear
restoration/fixing

Discuss: Who the customers would be for each of these items and a need to make profit

2. Introduce S.T.A.P.S.
Using a blackboard or Flip chart, write the STAPS pneumonic:

S ee
T hink
A sk
P lan
S tart
Then add the key words ‘see, think, ask, plan and start’ - and encourage the group to memorise
them by remembering STAPS
Ask the group what they would like to achieve if they start a trading business.
Explain the following traits that are needed to generate regular trading income.
MOTIVATION & PERSISTANCE – the ability to keep working towards your goals
even when progress is slow or difficult because you will be helping your family
meet their basic needs.
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If you start a trading business you should:
•

Have high self-confidence – especially in your ability to achieve your objectives

•

Enjoy helping others – an ability to get on well with customers in your community.

•

Adopt a sensible and realistic approach – to problems and opportunities

•

Be Flexible – willing to change your own thinking or actions if a better way becomes clear

•

Be the best – learn as much as you can about your trade, become an expert

•

Build on experiences – learn from mistakes, failures and problems

•

Discover your own personal style – do you work best with people or in completing tasks

•

Have curiosity and creativity – for solving problems, meeting needs and seeing
opportunities you feel strongly about

3. See
Discuss: What type of businesses exist in this community? Ask everyone for examples of
successful businesses and of unsuccessful ones
Discuss: Why are some businesses successful and why do some fail?
Profit is at the root of all successful enterprise. Without making a profit, a wage cannot be earned
and the business won’t grow!”
It would be helpful to send the group out in pairs to look at the sort of trading that interests
them for an hour and to then discuss what they have see

4. Think
Discuss: Who has already got a clear business idea? Pass round the Business

Opportunities

brochure suggesting each participant tries to identify what they would like

to start and

whether they would prefer to work with others as a group
NOTE: If there is a general view that the group would like to start a business together they
should agree to study the AFT Group Trading programme at Section 4.3
If income generation is to be home based, are the business ideas feasible? For example, if the
idea is to grow and sell crops, is enough land available? Or if something is to be made for sale,
where can this be done safely in the home? If materials have to be bought, where are they
coming from and is the supply reliable?
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5. Ask
It is vital for anyone thinking about starting to trade, that they know who their customers will be,
and find out whether customers will buy their products or services, and what other competition
there is.
Discuss: If participants are clear what they want to do, give them the task (If separate sessions are
being run) of going out and asking, say 20 people, what they think about their idea, and what
price would potential customers expect to pay. They should also find out who else is doing this
already.
If there is already much competition get the participant to think what he or she can do that would
be better or different to the competition. Explain that they will need to think about a USP
(Unique Selling Point) if they are to succeed.

6. Plan
Planning is very important as it brings together all the ideas and information gathered, and
makes the trader think through all the key parts of starting to trade profitably. It will set some
goals to aim for! The plan should be written down and discussed with family and friends
Discuss: The picture showing how to price goods or services to make a profit
Get all participants to prepare a business plan with the headings as shown
Discuss: In small groups work out what needs to be written down in the plan

7. Start
Discuss: Most small trading businesses that fail to grow, or have to close, do so because all the
profit made is taken for family income. This means there is no money to buy more raw materials,
seed or products to sell. How can money best be put aside to keep the business going or to help
it grow?
Discuss: If participants have completed a plan, which their families support, and if money is
needed they know how it can be found, (discourage taking loans because repayments plus
interest has to be paid from profits earned by hard work!) It’s better to start very small, and with
little or no money, for startup.
Discuss: Bartering. There will be some customers who prefer to offer their own goods for
exchange with yours, instead of paying cash. Make sure any such goods are what you can use, or
sell yourself.
It is recommended that this is limited to a maximum of 20% of all sales, or you will find you have
little money to meet family and trading needs!
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Networking
Encourage your group to keep in touch as a network for mutual support, and so that they can
compare progress and help each other with their experiences and any problems. The group
could, if they wish, invite existing traders to join them in a network that meets maybe one a
month

Aid for Trade wishes all new traders every success, and we will do our best
to help with advice on any technical or management questions.
Website: www.aidfortrade.info Email: office@aidfortrade.info
The Aid for Trade Foundation
UK Charity No 1153418
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My Business Idea
It will help if you can write down here what you plan to do
1. What have you decided to do to generate income
___________________________________________________________
2. Will you generate income all year? ______ If not, which months? _______________________
3. Your Costs: What Materials, Equipment or Tools will be needed?

How much will they cost?

__________________________________________________________

____________

__________________________________________________________

____________

__________________________________________________________

____________

4. Where will the money come from that you need to get started? _______________________
5. Your Sales: Who will you sell to? ___________________________________________________
6. Have you asked possible customers if they would buy from you?

Yes

No

7. Will you have competitors (are others doing the same trading)?

Yes

No

8. If yes, what will you do better or different from your competitors? _____________________
9. Try to estimate the sales, profit and income you expect to make:

Example

Sales

100

Costs

80

Profit

20

Your income

18

Saving for costs*

2

Month

Month

Month

Month

Month

Month

1

2

3

4

5

6

*If you don’t save from your profit to buy more stock or materials your business could easily fail
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4.2

Business
Finance Essentials
Money! How much do I need? Where is it coming from?

Objectives: To help participants understand the importance of managing money and keeping
records in any trading business selling goods or services.

Money
In early civilization there was no accepted form of currency. Purchasing was based on barter. The
earliest traders bartered goods, like spices and silk they had produced or grown, for items they
needed, and many travelled great distances to do this. The barter
system is still in use. Trading fish for wheat or seed can be a ‘win-win’
trade (where both parties are pleased with the deal).
Trading products, services, or using barter as a promotional effort, can
provide an affordable way to extend your trading.

1. Opening a Bank Account:
Money is vital in any
business, and has to be
earned, saved, given or
borrowed to start a business. Many regions,
especially rural areas, operate on a cash basis – that
is you sell goods for cash and use the money to buy
more materials, perhaps keeping some for personal
needs.
However, trading entirely in cash has its problems, as
it can be lost, stolen, spent unwisely or confused
with personal cash, which means the trader loses
track of what money belongs in the business. Most
traders find it better to open a bank account so that
the money is available, but kept safe, and the bank
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will gives its customers regular statements (see the image to the left) detailing what is paid in,
what is taken out and what is left in the account (usually called a current or business account).
This ensures that money in the business is recorded by the bank and is listed separately from
household money.
Banks also give customers a cheque book. The example shows a cheque for RM10.00 written by
the person whose signature appears under the amount written in the box, and made payable to
Timothy Tye (the Trader) ). The
customer's cheque is paid into
Timothy Tye's business bank
account and will show up on his
bank statement. The Trader can at
anytime withdraw the money out.

2. Trading in your area?
Makes notes below on what you know about 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

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

I am not sure but will find out more

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

The nearest bank to my home is

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

I already have a bank account

Yes ….................

If no, do you feel you should open a
bank account for your business

Yes

No

No..................................

Not sure

3. How much money will I need?
The key to this is estimating both how much money is needed to set up and start the business,
and also how much money it can expect to receive each month, and how much it will have to pay
out each month – this is called the Cash Flow
The main reason why many businesses have to close is because the Trader has not estimated nor
planned for Cash Flow, and will either end up with no money to buy materials, or no money to
pay what is owed to suppliers when it is due!
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This illustration shows what ‘Cash flow’ is. If the tank becomes empty you are in trouble.

New Traders need to work out their best estimates for sales income and expenditure figures to
make a Cash Flow chart – as below. This should be for, at least, each of the first six months of
trading, to make sure there will be sufficient money available each month.

Some micro businesses which provide a service can be started with
very little or no money, but most will need money to get started.
IF YOU CAN START WITHOUT BORROWING MONEY FROM
ANYONE THAT WILL MAKE SURE THAT EVERYTHING YOU EARN
YOU CAN KEEP
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However, when starting a business it is essential to make sure there will be enough money
available to:
1. Buy or lease/rent equipment needed to produce enough product. A lease will allow for a
small monthly payment to be made over a term, which when completed the equipment is
owned by the business.
2. Money to buy raw materials, packaging and to pay for other business costs necessary to
spend before the business can receive money from sales.
3. If spending large sums then check prices very carefully and if possible obtain quotations
from three suppliers to see who offers the best deal! Is it possilbe to buy used equipment
at a lower price?

An Example
If a trader takes out a loan for $500 to buy equipment over one year,
at say 15% interest, then at the end of the year, the trader will have to
pay back $500 plus 15% (= $500 + $500/100*20 interest = $500 + $75
interest). This money has to come from profits made in the business.
Without a loan the trader keeps all the money received in the
business, or uses it as income.
If a trader makes, say 20% net profit (after all costs have been deducted), then he will have to sell
goods or services worth $2,875, just to pay back the loan! If a trader takes out a loan, and fails to
pay it back with the agreed interest, he may never be able to borrow money again.
This is a good reason to have a business plan which includes a sales forecast and estimated
profitability, so that a trader can see if it is feasible to pay back a loan
Work out how much you would have to repay if you borrow for one year the following amounts:
$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 a trader takes a
$200 loan for six months at 20% per month he will have to pay back $320, which is $120 in
interest plus the original loan amount of £200.
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.
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4. 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
Saving your own money, or earning it, is by far the best way, 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 interest on top of the loaned amount.
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!
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4.3

Trading as
A Group

Objectives: This section may need several sessions and is to provide more specific guidance to
help groups of two or more participants consider the implications of starting a trading activity
together as a group
Participants will have already been taken through the
Brilliant Business Basics at Section 4.1. It is very important
for people involved in any trade group to understand the
benefits of working together, but great care must be
taken to ensure there is also an awareness that the larger
the scale of trading, the larger the number of customers
and sales is needed.
Each of the following 6 sections S.P.A.R.T.S. should
include a teambuilding exercise or game (see item 5)

1. Select Trade Discuss: Invite the group to discuss the sort of trading activity they feel could
be successful as a group venture and why they think it could succeed

2. Plan Trading Discuss: How large the group would be and who they would expect to sell to?
Are some members willing to do further training to help the group develop and mange its
potential? When an outline plan is agreed (perhaps as ‘homework’), discuss with participants

3. Agree Roles Discuss: The various roles and who might be able and interested to do them?
4. Register Group Discuss: What form of Group is best? Does it need to register? (You may
need to check if this is a legal obligation or not, before this session).

5. Teambuild Select a suitable teambuilding activity for each topic. Many more are available on
http://www.leadership-tools.com/team-building-at-work.html

6. Start Trading This training will seem complicated to some, so
encourage participants to take plenty of time before they start
trading, and make sure what they plan to do, will bring plenty of
customers!
Starting a trading activity is like planting a seed which has to be
cared for and carefully nurtured so that it grows to achieve its full potential
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1. Select Trade
While some people may prefer to start their own home based income generation enterprise
there can be great value in forming a group to work together, each with an agreed role, to make
best use of different skills, abilities and experience.

GROUP SPARTS
S elect Trade
P lan Trading
A gree Roles
R egister Group
T eambuild
S tart Trading
Almost any trading business can be started by a group, but if possible it should make use of locl
resources and build on the skills and experience of the group members. There must also be a
known market for the goods or services! It is very important that the more people in the group
the more sales are generated by everyone involved.
The Business Opportunities in Section 3.3 has plenty of ideas. Our experience at Aid for Trade
shows that groups work effectively in producing and selling jars of honey, cheese, vegetables,
herbs, etc. People can work from home, even if scattered a distance apart because goods can be
collected for sale togetherPlan Trading

Growing herbs in Albania has generated income for 500
families in a remote mountain district, each grows, harvests

High quality vegetables grown by a village group of families
are sold together on their own market stall in Romania

and dries the herbs for export together
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2. Plan Trading
How many people will earn an income from the
Group's trading?
The more people in the group, the higher the sales to generate an income for
everyone. If each person is to earn, say $15 per week, then the group must
generate at least $75 sales per person per week (assuming a 20% profit is being
made on sales)
So participants will need to consider the scale of the business and who they will
sell to:

2 people earning $15 needs weekly sales of $150

10 people earning $15 needs weekly sales of $750

20 people earning $15 needs weekly sales $1,500

NOTE: If you are to trade as a group, before preparing your group trading plan, it will be
important for some of your group to take a more detailed training programme, such as on our
website (www.aidfortrade.info) especially to understand Cash Flow.
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Your Group Trading Plan
Think and discuss the following questions and then prepare a
written plan
1. What will your trading group be called?
2. What will you sell:?
3. How will you grow, make your produce or provide a service?
4. Will you generate income all year? If not, which months?
5. Will you need to register to trade as a group?
6. Have roles for each person the group been identified and
agreed?
Start Up Costs
7. What materials, equipment, tools will be needed and how much will they cost?
8. Have you managed to save money for starting, if so how much?
9. Where will any additional money needed to start come from? (Try not to take out any loans!)
10.You may need a bank account for your group?
Your Markets and Competition
11. Who will you sell to?
12. Have you asked possible customers if they would buy from you?
Yes
13. If no, ask as many people as possible or make visist to larger potential customers)
14. What did they say?
15. Will you have competitors (others doing the same trading)?
Yes
16. If yes, what will you do better, or different to your competitors:
Your Sales
17. What will be your selling price/s
18. What will be your profit (Profit = Selling price – all costs)
19. What part of your profit will you set aside to buy more materials, new stock
20. What sales do you expect the group to make?
21.

Month 1

Month 2

Month 3

Month 4

Month 5

Month 6

…..........

…..........

…..........

…..........

…..........

…..........

How will you distribute income:
22. When will your business start?
23. When will you start trading

Share this plan with everyone in the group and
make sure they all agree!
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No

No

3. Agree Roles
As you build a team to start group trading it will be important for
everyone to know what is expected of them, and what they can
contribute from their skills and experience to help make the group
successful.
Keep in mind that the more people engaged, the larger the sale
must be to generate income for everyone.
Depending on numbers, you could appoint members of the Group as:
General Manager – point of contact, chairs meetings and helps everyone
Administrator – keeps records and makes progress reports
Financial controller – looks after the money and costings
Secretary – does all liaison and helps with customer service
Buyer – organizes all purchases
Production team – gets the production or service done
Sales team – do the selling and looking for new customers
Marketing controller – promotes the products or service
Quality controller – make sure that agreed quality standards are kept
Make sure everyone knows what is expected of them and a written Job Description for each role
would be helpful.
Regular Group Meetings will be important and there
should be celebrations of the Groups achievements
and progress!
The group must agree what share each person shall
have of the income generated and when they will be
paid
A Policy Manual would be helpful to define the Trading
Groups activities
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4. Register Your Group

Depending on your local or national
requirements, your group may need to register to
gain a licence or formal approval before you start
trading.
If you plan to have a large number engaged in
your group, you will need to develop a suitable
trading structure which will probably be as a
Trading Association or a Cooperative.

Policies
In addition, your group should develop policies
that all members agree and support. Ask Aid for
Trade if you need help with any of these.
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5. Teambuilding
Group Game – Introduction to each other
This is a simple ice breaker:
Each participant says 3 things about
themselves, but one of them is not true!
It can be about any aspect of their life.
After they have given 3 things about
themselves, get the participants to discuss
which is a lie!
For example:

1: I rode a my motorbike to the next country
2: I spent my childhood in a boat till the age of 14
3: I worked in a pharmacy before.

Group Activity – Introduction to each other
1: List three words you feel best describes your
talents.
2: List any particular skill or talent that you
possess that no one in the workplace is currently
aware of.
3: Name 2-3 things that you aspire to learn or
experience during your lifetime.
4: How others have helped to achieve these skills
and how they can help learn or experience what
you aspire.
This lets the group understand more about the

Group Activity – Goal Setting

individuals and how they have worked within a
group before.

You need to understand each other's
circumstances and have similar goals when
setting up a business. Put the group in 4's.

Goals should be:

Ask them to consider the following
questions:
1. What do they want to achieve personally
and by when (months or years)
2. Why is this goal important?
3. What could I do to achieve this outcome?
Now ask the group how they could help
each other as a group to achieve their
goals.
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Group Game – Selling!
Put the group in to 5’s and get one
product per group.
Tell them to pick 2 reasons each why
customers should buy the product!
Give them 5 minutes to discuss and
dveloep their reasons why a customers will
buy.
Afterwards, invite one from each group to
give the groups views on the product from
the front to everyone
Then explain, how as a group they have
developed more and better reasons for the
products to sell than, they can do alone

Group Activity – Relationship testing
Put the group in 4-6’s. Within the group a
situation that occurred recently that was
disappointing for them:
1. Personal Relationship
2. Buying a product from local market
Next, ask the group to list what actions they
took following their disappointing discovery.
Finally, ask them. In hindsight, did you
emotionally react, or did you thoughtfully
respond?

Group Game – Working together
Give out pieces of paper, 3 colours of paint and
brushes or crayons . Sellotape or glue
Ask the group, in 4’s, to work together and:
Create an artistic design – each colourings their
own piece of paper as a part of a bigger design
Each team sticks their pieces together anmd
everoine votes for the best whole design
This will give them the essence of working in
team, roles, communication and decision
making.

Tell them emotional reaction tends to leave
the person open to being perceived as being
undisciplined, unprofessional and unstable.
A thoughtful response will almost certainly
help to gain credibility and respect from
others. A thoughtful response demonstrates
maturity and discipline.
Working in a group, your relationships will be
tested, therefore, be thoughtful for your
relationship

Many more team activities are available at:
http://www.leadership-tools.com/team-building-at-work.html
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6. Start Trading
Group trading brings with it a responsibility for everyone involved
to establish the credibility of the group within the marketplace,
and with the customers you plan to supply, even before you start.
It can be disastrous to start any production or group
activity without being as sure as possible that everything
you produce will be sold.
Before Group Trading can begin it is vital that careful
market and customer research is done – this could take
several months

Case Studies:

Unsold stock soon rots, loses money
and disappoints everyone

Some women in a remote village in the mountains of Albania had
developed a home-made cheese from local goats milk, which they
found people liked and would buy at a higher price than other cheeses
After training in cheese production and safety a larger group of women,
could all make the same cheese in their homes, to sell together in
larger quantities
It worked and sales and income grew, such that they managed to
acquire a refrigerator to store product, so that larger deliveries could
be made.
In the same district chestnuts were packed for export – but the nuts
were not properly graded and some were infested with weevils and
some were mouldy, so the project failed, because quality was not
controlled!

UNDERSTAND THE MARKET, AND FIND CUSTOMERS WHO WILL BUY FROM THE GROUP, AND MAKE
SURE YOU CAN DELIVER – BEFORE YOU START! START SMALL, TO MINIMISE RISK OF UNSOLD
PRODUCTS AND ENSURE YOU CONTROL QUALITY
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Business
Integrity and Ethics

4.4

‘Integrity is choosing your thoughts and actions
based on values rather than personal gain’
The principles of successful trading depend on
high integrity, which applies to any trading activity,
whatever its size!
Discuss: what does ‘high integrity’ really mean?

Home Based Informal Microenterprise - Practical Guidelines
To build a successful and respected enterprise, which you can grow, you should:
1. View your enterprise both as a means of generating income and as a means of serving
and helping others
2. Build good positive relationships with all your business contacts
3. Resist corrupt practices. Not pay or accept bribes or
protection money, even if they would benefit your
business, your personal income or your status. This will
not be easy to do!*
4. Avoid giving large gifts or lavish entertaining
5. Never lose sight of the need for prayer, bible study and
worship, nor the needs of family and friends – develop
the best possible work/life balance including time for
yourself!
6. When you tell anyone you will do something – make sure you do it and never promise
what you cannot deliver! Keep a written list of things to do and do them!
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7. Keep good written records of all sales and purchases (Income and expenditure), so you
can check and make sure have met all your promises
8. Ensure consistent quality in all the goods you sell, so customer trust you!. Find ways of
using, reworking or selling unacceptable quality produce – or give it away to needy
people.
9. Deal with any complaint promptly and fairly making recompense as appropriate
10. Respect and care for your local environment and neighbours Never cause any undue
noise, contamination, or bad odours and dispose of all waste materials properly
11. Make sure that no-one can ever be hurt by any equipment you use or by any product you
sell
12. Make sure all your business dealings are open to scrutiny and honest and you will build a
good reputation
13. Any money borrowed or are 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
14. 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

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 – this can be very difficult if someone
is ill or injured, but can result in your business
collapsing, losing your future family income
19. Don’t keep large amounts of cash in your home. Consider setting up a bank account to
keep your money safe and deposit money regularly
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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. Make sure you have written agreements with landlords, partners, suppliers and
employees.
*AFT would like to know of any such problems (Email:office@aidfortrade.info)
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4.5

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

For the business to achieve
profitable success, 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 score we can work
out who's winning and you will know whether you are
winning by keeping records. 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?
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 time and effort in preparing financial statements quickly and accurately.

“More business is lost
every year through
neglect than through
any other cause."
Rose F. Kennedy

• Helps measure the business performance against the
plans 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.
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What will your records tell you?

"A good reputation is more

The following checklist will give you an idea of some

valuable than money”

of the things that your records could help to show
you:

Publilius Syrus

• 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?
• 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

What are the records you should keep?
1. Address book for all your contacts
2. Accounts Book (for all expenditure and income)
3. Records of all recipes, processes, materials used
4. Product or service costings
5. All bank statements (If a bank is used)
6. Monthly cash flow records
7. Journal or diary – keeping key notes on issues, news,
opportunities
8. A book recording all your sales orders and deliveries
9. 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 an electronic filing system.
There is useful free introductory training for new computer users at www.bbc.co.uk/webwise
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Finding and
Keeping Customers

4.6

Objectives: To help participants think through who they will sell to and how to ensure
customers return time and time again to buy products or services

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!
Marketing is the term used to describe activities that lead
to sales. It is how to ensure people know who you are and
what you have to offer
Look carefully at this picture and write down or discuss the
differences!

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

________________________________

________________________________________

________________________________

________________________________________

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

________________________________

________________________________________

________________________________

________________________________________

3. Where is your Market?
Who will buy your goods or service?

________________________________

________________________________________

________________________________

________________________________________
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4. How will you attract your first customers?
________________________________

________________________________________

________________________________

________________________________________

________________________________

________________________________________

________________________________

________________________________________

5. Who are your customers?
________________________________________
________________________________________
________________________________________
________________________________________

6. Why will they want to buy your goods or services?
________________________________

________________________________________

________________________________

________________________________________

7. Where are your customers and where do they buy from now?
________________________________

________________________________________

________________________________

________________________________________

8. When and how do they buy now?
________________________________

________________________________________

________________________________

________________________________________

9 How will you ensure your first time customers will buy from you again?
________________________________

________________________________________

________________________________

________________________________________
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10. Your Competitors

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

11. How do your competitors promote their business?
________________________________

________________________________________

________________________________

________________________________________

________________________________

________________________________________

12. Your USP
A Successful Business will have something special about it.
You need to be very clear on what is special about your
product or service to ensure that people will rather buy from
you than from competitors?
Establish and promote your UNIQUE SELLING POINT (USP)
To establish your USP, compare your product or service with
your competitors. Then 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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Five Key Startup Guidance Notes

1. Start slowly
It's better to start slowly and learn as much as possible before you start. As you progress,
you will 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

“A business exists to
create a customer”.
Peter F. Drucker

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
on 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 good advice
Seek out people who have business experience and ask their advice on your plans.

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

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
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Good Customer Service
Without customers you have no business!
Care for your customers and help meet their needs – delight them! Here are some ways you can
take good care of your customers and help build your repeat sales, which are vital to your
business sales:
•

Try to learn and remember your customers names. When you greet
them the next time using their name it will demonstrate how important
they are to you and don’t forget to smile!.

•

If you sell products, offer to provide a bag or wrap the goods purchased

•

Find small extra things you can do for your customers, above and beyond what they
expect – like giving them a small free sample of another of your products they could be
interested in – or perhaps give a special price discount voucher off their next purchase if
made within say, one month
•

Ask customers what they need and then do whatever you can to
provide it for them. Ask them in person, listen carefully, say what
you will do and write it down immediately afterwards – then,
make sure you do it!

•

When you give an estimated date for delivering a customer
order, always build a few extra days into your quote. Then you
can deliver earlier than they expected – or at least on time, if
something occurs to slow things down.

•

Help your customers network or make connections whenever
possible. For example if a customer mentions his watch, phone
or bicycle needs mending, connect him with someone you know
who can help with repairs

•

If a customer complains about a product or service you have
provided – make sure you apologize politely, do your best to
reassure the customer and replace the goods, or refund the cost.

•

If a service you have provided has not met the customers
expectations ask if you can try again, with a big discount, or free
Honesty in all your dealings is vital to your business success and
reputation with your customers.
“What does the Lord require of you? To act justly, to love mercy and to
walk humbly with your God (Micah 6vs 8)
Discuss: your experiences of good and bad customer service
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4.7

Quality
Matters
Discuss: What experience do you have of good and bad quality?

Quality matters because its what your customers see and
feel about the goods or service they have purchased from
you! You want them to become regular customers, so you
must meet their expectations in full!

There are two parts to achieving good quality – ‘design’
and ‘control’ (Conformance)

QUALITY DESIGN
You decide what your product or service will be; who you will sell to, and at what price you will
sell.

QUALITY CONTROL (CONFORMANCE)
This is how well everything you sell, or do, matches your product, or
service description or design.
You might be able to sell anything once, but if you fail to meet your
customers expectation your business will fail due to lack of repeat
business.
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